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ВВЕДЕНИЕ
Данное учебное пособие предназначено для студентов, изучающих деловой английского языка для практического использования в профессиональной деятельности, связанной с деловыми переговорами, поездками в командировки и общением в деловом сообществе. 
Цель пособия: обучение иноязычному устному и письменному общению и формирование навыков межкультурной коммуникации, включая стереотипы мышления и поведения в культуре изучаемого языка.
Пособие направлено на расширение лексического запаса обучающихся, закрепление и активизацию грамматического материала, развитие навыков различных видов чтения, говорения и понимания иноязычной речи на слух.

Пособие служит формированию следующих компетенций: 

Общекультурные компетенции:

- способность свободно пользоваться иностранным языком как средством делового общения, базовой и специальной лексикой и основной терминологией по специальности, владеть навыками устной и письменной коммуникации, изложения проблем и решений, четких и ясных выводов;

- умение создавать и редактировать тексты профессионального назначения, анализировать логику рассуждений и высказываний;

- способность к активной социальной мобильности;

- владением навыками перевода общего и профессионального текста, техниками общения с иностранным партнером;
- готовность к активному общению с коллегами в научной, производственной и социально-общественной сферах деятельности;

- навыки публичных деловых и научных коммуникаций;
- способность воспринимать различия этнических особенностей, традиций и культур, самостоятельно работать в кросс-культурном пространстве;

- способность самостоятельно работать на международном уровне.
Профессиональные компетенции:

- способность самостоятельно приобретать и использовать в практической деятельности новые знания и умения, в том числе в новых областях знаний, непосредственно не связанных со сферой деятельности;

- способность осуществлять сбор, анализ информации, отечественного и зарубежного опыта по тематике исследования;
- способность к работе в многонациональных коллективах, в том числе при работе над междисциплинарными и инновационными проектами, создавать в коллективах отношений делового сотрудничества;
- способность представить (опубликовать) результат научного исследования на конференции или в печатном издании, в том числе на иностранном языке;
- способность организовывать и проводить переговоры с представителями заказчика и профессиональные консультации на предприятиях и в организациях;
- владение современными достижениями науки и передовой технологии.
Данные цели, задачи и компетенции определяют структуру пособия, состоящее из четырех тематических юнитов и списка идиоматических выражений. Каждый юнит включает в себя четыре раздела, куда входят следующие секции: Starting up, Vocabulary, Reading, Language Focus, Listening, Speaking and Writing, направленные на подготовку к первоначальному обсуждению темы, рассмотрение и отработку теоретического материала по грамматике, связанного с изучаемой темой, выполнение заданий для развития навыков подготовленной и неподготовленной монологической и диалогической речи.

Идея и разработка данного пособия принадлежит Е.Ю. Воякиной (Unit I), Н.А. Гуниной (Unit II), Л.Ю. Королевой (Unit III), Т.В. Мордовиной (Unit IV).
UNIT 1 

Life at work
1 A.  PERSONAL INFORMATION

· STARTING UP

Complete the sentences with words from the box. There are two you do not need.
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1. ……………. Emma. Emma Schneider, from Habermos in Hamburg.

2. Good morning.  ……………..  name's Shi Jiabao.

3. My …………. Akim, by the way. Akim Anyukov.

4. How do you do. I'm Nuria Sosa, ……………. RTA Seguros.

· LISTENING
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 Listen to these four business people introducing themselves. Check your answers to Exercise 1. Then match the speakers (1-4) below to their business cards (A-D).
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· VOCABULARY:    NATIONALITIES
A. Complete the chart of countries and nationalities. Use the words from the box. Add other countries and nationalities.

[image: image89.png]



	Country
	Nationality

	
	German

	Italy
	

	
	Russian

	Ukraine
	

	
	Thai

	France
	

	Switzerland
	

	
	Dutch

	Norway
	

	
	Mexican

	
	Finnish 

	Egypt
	

	
	British

	Greece
	

	
	American

	Japan
	

	India
	

	
	Chinese

	Sweden
	

	
	Spanish

	Europe
	

	Brazil
	

	
	Iraqi

	China
	

	
	Peruvian 

	
	British

	Canada
	

	Poland
	

	
	Irish


B. Look at these people. Say where they are from, using words from the list.

Example: Dahila is from India.
[image: image8.emf][image: image9.emf]
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C. Say the nationality of the people using words from the list.

Example: Dahila is Indian.
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D. Work in pairs. Ask and answer questions about the nationality of 
D. Ask and answer the questions about the nationalities of the companies. Work in pairs.
Example: 
A Is McDonald’s American?                 B Yes, it is.

A Is Volvo German?  
               B No, it isn't. It's Swedish.
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Think of three companies you know. Give their nationalities.

· LANGUAGE FOCUS:    BE, POSSESSIVE PRONOUNS, 



PRESENT SIMPLE
A. Study the present forms of the verb TO BE:

	I
	Am
	I’m (not)
	Russian

	You

We 

They
	Are
	You’re (not)

We’re (not)

They’re (not)
	

	He

She

It
	Is
	He’s (not)

She’s (not)

It’s (not)
	


B. Match personal and possessive pronouns in two columns.

	Personal pronouns
	Possessive pronouns 

	He
	Your

	They
	His

	You
	Its

	I
	Their

	We
	Her

	She
	Our

	It
	My


C.  Complete the information about Mary with correct forms of the verb to be.

My name …. Mary Baker. I ..... a business consultant. I ..... American and I …. from Boston.

I ….. married with three children. They .....  all in primary school which ….. near our house.

My husband  ….. a software engineer. We ….. keen on skiing and mountaineering.

My sister …. a Maths teacher. She ….. my best friend, but unfortunately she lives in another country – she and her family ….. in France now.
D. Study Present Simple tense.

	Affirmative



	I speak French. He speaks French.



	Negative



	I don't speak French. He doesn't speak    French.



	Interrogative



	Do you speak English?
Does he speak Italian?


E. Make the present simple tense (choose positive, negative or question).
1. (we / not / work late) ____________________________________________
2. (they / think it's a good idea for their business) ____________________________________________
3. (he / know how to develop this project?) ____________________________________________
4. (why / I / have to do this job?) ____________________________________________
5. (she / not / work at the weekends) ____________________________________________
6. (you / love studying languages?) ____________________________________________
7. (we / not / get a high salary) ____________________________________________
8. (you / understand the question?) ____________________________________________
9. (she / not / want to go to the company party) ____________________________________________
10. (I / like getting new experience) ____________________________________________
F.  Correct the mistakes.

1. I really likes going to restaurants.

2. Mary are keen on sport.
3. In his free time he goes traveling.

4. They is interested in languages.

5. Our colleague always go on holiday in autumn.

6. I enjoy don’t meetings.

7. Where you work?

8. My brother a head of the company. He run one of the departments.

9. What your busiest day in the week?

10. All my neighbours works in the centre of the city. They like his job, but they not like spending his time in traffic jams.

· READING: AN INTERESTING MAN
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Read the article adapted from the Financial Times and put the verbs in brackets in the correct form.

Man of many modes
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 Sandy Flockhart (work) for the bank, HSBC. HSBC (be) the world’s third-largest bank.
He often (travel) to foreign countries for business. He (work) on various projects in Europe, Asia and America. This week, he (finish) his job in Latin America and (return) to Hong Kong. In his new job, he (be) responsible for a large share of the HSBC banking business. 
Mr Flockhart (speak) fluent Spanish and (give) interviews and press conferences in Spanish and English.

Mr Flockhart (be) from Scotland and (be) 55 years old. He (be) married. He and his wife (have) four children. He (have) a lot of hobbies that need patience, and this (be) a quality which (help) him in his job with HSBC. He (enjoy) classic cars, fishing and golf and he (be) interested in Mexican treasures. 

His daily routine (be) quite busy. He usually (get) up at 5 a.m. and (eat) a light breakfast. At 6.30 he (be) ready to leave, so his driver (get) him to work. He never (do) exercises in the morning and usually (read) the FT and the Guardians or other newspapers in the car.
The morning (be) a busy time of day for Mr Flockhart as he always (have) a lot of meetings and phone calls. He often (have) business lunches with his partners and colleagues. In the afternoon he (answer) his e-mails and (organize) his schedule. Once a month he (go) on short trips abroad to discuss all his projects with foreign colleagues. 
He usually (get) home at 8 p.m. and (try) to spend the rest of the evening with his family: they (have) dinner at home or (eat) out or just watch TV. He normally (go) to sleep around midnight.

So Mr Flockhart is a man of many modes: a successful and devoted businessman, a loving family man and a person who has a lot of interests. 
FINANCIAL TIMES

Do you like the idea of travelling to other countries on business? What countries do you think are interesting to work in?

A. Complete the chart according to the information in the text.

	Sandy Flockhart
	

	Age
	

	Family
	

	Job
	

	Responsibilities at work
	

	Hobbies and interests
	


B. Decide whether these sentences about Mr Flockhart are true or false.

a) He works for a bank.



  True 
b) He is responsible for a small part of the HSBC business. 
c) He speaks fluent English.

d) He is English.
e) He is married.
f) He has no children.
g) He has several hobbies.
h) He needs patience in his job.
i) He likes African treasures.
j) He has a lot of free time in the week.

k) He has never been abroad.

l) During the day he meets with lots of people at work.
C. Describe someone you know, saying about:

· job
· age
· responsibilities at work
· family
· preferences
· interests and hobbies.

· SPEAKING: MEETING PEOPLE
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 A. Work in small groups of three. Read the information on the business cards bellow and make a dialogue. Student A introduces Students B and C to each other. Students B and C respond and ask each other questions.
Use the following phrases:

	Introducing people

I'm ... /  My name's ...

Let me introduce …  /  This is …
I’d like you to meet …

I (don’t) think you’ve met ….


	Greetings

How do you do?

How are you?

Pleased / Glad / Nice to meet you.

Good to see you again.


	Inquiries

How's business?

Is this you first visit to …?

How do you like (find) our …?

Are you interested  in …?


	Replying

Not bad, thanks.

Fine. / OK. / Not too good.



	Offering a drink

Would you like a drink?

How about a coffee?

Another drink?


	Saying goodbye

See you later / See you soon

Nice talking to you.

Please give my regards to…




[image: image93.jpg]


[image: image94.jpg]> DT A HANCER A




A.



      B. 
C.
[image: image95.jpg]vices =7




1 B.  JOBS

· STARTING UP

Discuss the following questions.

1. What are the most popular jobs nowadays?
2. What is most important in a good job for you (money, interest, challenge, communication, leadership, working hours, status, etc.)?

3. Do you like working in a team?

4. What do you think of part-time job?

5. What tips can you gave to people who want to make a career?

· VOCABULARY:    JOBS, WORKPLACES 



  AND  RESPONSIBILITIES 
A. Say the workplace of these jobs:  a factory, a hotel, a hospital, an office, a shop, a lab, etc.

	accountant            
	firefighter
	businessman        

	engineer
	police officer
	manager

	receptionist
	travel agent 
	journalist

	scientist
	mechanic
	actor / actress

	doctor
	shop assistant  
	economist

	hairdresser
	judge
	lawyer

	nurse
	designer
	writer

	teacher
	clerk
	builder

	waiter/waitress 
	dentist
	bus/taxi driver

	architect
	postman
	flight attendant

	artist
	freelancer
	


B. Give the definitions of the jobs in A.
Example:  A shop assistant is a person who helps you when you are buying goods.
C. Complete the sentences with jobs  from A. Use a / an before them.
1. Laura is ____________. She helps people with legal problems.

2. Marco is ___________. He builds offices. 

3.  Stella is ___________. She’s good with cars.

4. I’m _______________. I work with money.

5. Phil is _____________. He’s paintings are wonderful.

6. Gregory and Sam are _____________.  They give lessons at college.

7. Ronaldo and I work at Walmart – we’re __________________.

8. Helen is ____________. She welcomes visitors to the company.

D. Study words and phrases that help that will help speak about jobs and responsibilities at work. Give Russian equivalents.

	work for / in 
	self-employed
	meet customers

	run a department / a shop
	do shiftwork
 resign
	working conditions 

go on business trips

	get a salary
	be responsible for
	fire / sack

	be in charge of
	attend meetings
	retire

	paid holiday
	pay rise
	get sick pay

	be employed by
	full-time / part time job
	work overtime

	deal with

involve

meet deadlines
cope with
	do flexitime

promote
workaholic
	earn 

working hours

be good at 


Now complete the sentences with these words and phrases.
1. Michael ________________ 3000$ a week.

2. I don’t like the working hours in my company, so I have to ________________
3. My husband  ________________ a big international company.

4. Stella is ________________ of a big department.

5. ________________ in our office are from 8 a.m. to 5 p.m.

6. My job ________________ arranging conferences.

7. John is ________________ for correspondence in our office.

8. Nick is often ________________ for work and I have to ________________ him.
9. Every year our team gets ________________ for the good job.
10. My sister ________________ a small shop in the suburbs of the city.

11. People ________________ at the age of 55 or 60 in Russia.

12. I’m ________________ the government.

13. Doctors often do ________________
14. I have to ________________ a lot of paper work during the day.

15. She is the best person in the department and our boss wants to ________________ her.

16. At the end of the month we have a lot of reports to make, so we have to work ________________ to ________________
17. If you feel sick you may get ________________.
18. Mary ________________ her responsibilities very well. She is one of the best employees in the company.
19. Teenagers in the USA often take ________________ to get some pocket money.
· LANGUAGE FOCUS: PREPOSITIONS 
A. Fill in the gaps with prepositions (where necessary) in the phrases describing jobs and responsibilities.

1. Working ______ a local company is quite boring. It’s hard to make a good career here.

2. Tom’s job is dealing ______ international projects.

3. Sue is ______ charge ______ meetings in our company.

4. I’m employed ______ Swiss Airlines.

5. My father works in an French department of Renault company and he often goes ______ business trips to other European countries.

6. Jack is responsible ______ translating papers coming from Germany.
7. Susie is a very responsible person. She always meets ______ deadlines.
8. My brother is good ______ repairing computers.
9. She’s always late ______ the meetings.
10. You always must attend ______ meetings not to miss important information.
11. Jack is very lazy and irresponsible. he doesn’t cope ______ his work, so I have to fire him.
B. Translate the text from Russian into English.

Лиза Стэнли получила продвижение по службе и новую должность. Сейчас она главный менеджер в крупной международной компании, занимающейся разработкой программного обеспечения. Она очень рада этому событию. Лиза имеет дело с большим количеством важных международных проектов в области информационных технологий. Она часто посещает и проводит совещания, как с сотрудниками компании, так и с клиентами и партнерами. Поскольку она новый человек в компании, ей приходиться часто оставаться после работы, работать сверхурочно, брать дела на дом и часто ездить в командировки. У нее мало времени на отдых. Но ее это не расстраивает, так как она трудоголик. Она всегда старается успеть сдать все проекты в сроки и не брать дополнительных выходных. Но хотя условия работы довольно тяжелые, она не чувствует себя уставшей или нервной. По крайней мере, она может взять оплачиваемый отпуск или больничный, если почувствует себя плохо. Руководитель компании обещает повысить ей зарплату за ее труд.
· LISTENING
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 A. Listen to two people talking about their jobs. Fill in the chart.
	
	Person 1
	Person 2

	Job
	
	

	Company
	
	

	Workplace
	
	


Match the questions and the answers from the conversations.

	What do you do?
	Irex Chemicals

	What company do you work for?
	I’m an accountant

	Where do you work?
	Yes 

	Do you live in Boston?
	In a factory in Boston
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 B. Three people talk about their jobs. Listen and complete this chart.
	
	Pierre
	Olga
	Anna

	Job
	
	
	

	Native country 
	
	
	

	Office
	
	
	

	Boss
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 C. Listen to four people talking about themselves and complete the column about interests in the chart bellow. Suggest possible jobs for these people. Complete the last two columns in the chart. Share your ideas with other students.
	Person
	Interests
	Possible

jobs
	Reasons

	Morgan
	
	
	

	Luke
	
	
	

	Carmen
	
	
	

	Jong
	
	
	


Now listen and check your ideas. Are you surprised by the answers?
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  D. Listen to Ivan Magnusson telling the group about his “secret job”.  Then complete the sentences.

1. Ivan works for _____________________________________________.

2. He writes reports about _____________________________________________.

3.  The company doesn’t pay him, but _____________________________________________.

4. Ivan is the right person for the job because _____________________________________________.

Underline the correct verb forms in the sentences that Ivan and David say.

1.  I work / works for a hotel company.

2. We check / checks customer service.

3. I write / writes a report.

4. It don’t / doesn’t take long.

5. I don’t / doesn’t pay.

6. They  travel / travels a lot.

7. I don’t / doesn’t like the paper work.

· READING: WEIRD AND DANGEROUS JOBS 
                     AROUND THE WORLD
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Read the texts below.
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DICE INSPECTORS

Dice inspectors work for a variety of companies. State authorities, casinos and even dice manufacturers tend to employ people to inspect dice. The dice needs to be as perfect as a cube.

The idea is to prevent the possibility of cheating. As the job requires a great deal of training and precision, inspectors have to prove to be studious people who can be trusted to take the time to learn about this job.
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PROFESSIONAL WHISTLERS

Believe it or not this man whistles tunes and does it for a living! Professional whistlers lend their talents to television shows, movies, commercials, and other media to give delightful music to their listeners. Henry Brady, a 58-year-old Welsh whistling performer. 
“A whistler is an artist just like an actor or musician,” he told FOX News. “My profession has taken me across the world and allowed me to touch people’s hearts.” To be a professional whistler, not only do you need talent, Brady also stresses the importance of self-confidence and experience. 
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LION TAMERS 
Lion taming is the practice of animal training that involves taming lions for protection or entertainment, especially in the circus. Other big cats are tamed too, such as leopards, jaguars, cheetahs, and tigers. 
Lion taming is a very dangerous occupation because of the obvious risks of working with powerful instinctive carnivores. This job exists in zoos all across the world, to enable less dangerous feeding and to bring more profit by practicing circus demonstrations.
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SNAKE MILKERS
Now it may sound crazy, but there are some people that choose to work with snakes - the deadly ones. Snake milkers have a dangerous job, they "milk" snakes for their venom. This means that a snake milker touches poisonous snakes every day.

One slip of a finger and, well, it`s all over. Snake venom plays an important role in science. It can be used for antivenoms and medicines. Snake milkers are doing something great for the world because the venom they extract can be used to create antivenom.
A. Answer the questions on the text.

1. Which job would you choose to apply for?

2. What characteristics do you think you should have to get that job?

3. What do you think you should do in order to get that job?
4. What personal qualities are necessary to become a good specialist?
B. Some people are applying for these jobs. Can you help them discover which job best fits their features? Read these parts of their curriculum vitae (CV) and match.


C. Now look at one of these occupations and design a brief CV (as in B) which would fit the job, please. 

GUM BUSTERS


You know when you are chewing gum and you get that uncontrollable desire to stick it under something? We all do it! And you should actually keep on doing it, because if you don`t you´ll leave gum busters without a job. 

A Dutch chemist created the Gum Cart, a machine that removes gum in just 5 seconds! And Gum Busters get a lot of contracts to remove gum from parks, stadiums, etc. 

As long as people keep sticking chewing gum under tables the business will be kept!

· SPEAKING: What’s my job?
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  Work in groups. One student should think about a job and the others should try to guess it asking the following questions:

Do you work inside? 

Do you get a big salary? 

Do you have to work at night? 

Do you drive? 

Do you sit at a desk? 

Do you get many holidays? 

Do you have to wear a uniform for your job? 

Do you work with many other people? 

Do you like your job? 

Do you think many people want to have your job? 

Do you have to study a lot to get your job? 

Is your job difficult? 

Is your job dangerous? 

Is your job boring? 

Is your job unusual? 

Is your job stressful? 

You can also ask your own questions!

· READING: JOBS IN BRITAIN 
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   Read the text and discuss the questions:  Would you like to work in Britain? What job would you choose?
Britain has always been on the wish list of many people as far as work place is concerned. Not because they pay you magnanimous amounts as salary, but due to the good (read: professional) work culture prevalent there. And yes, you are also handsomely rewarded. So who wouldn’t like to work in Great Britain? 

Finding a job in the UK has become so easy nowadays. Earlier, it was through personal references and through advertisements published in the media.  Now, everything is available to you at the click of a button. All you need to do is to surf the net, key in the type of job you want and you start receiving offers almost instantly, provided you have the desired qualifications. 
The terms and conditions of UK employment are also favorable for all, whether he or she is an outsider or not. There is almost no discrimination between people of British origin and other people working in Britain. The law is the same for all, unlike many other countries, where there is discrimination on the basis of religion, sex and ethnicity. Of course, most jobs still require the best training from top colleges or universities, medical or Nursing Schools.

 A recent trend that is fast catching up with people in Australia is that of contract employment. People take up specific contracts from companies in UK. For that purpose, they also relocate to UK for a few months or for the period of the contract. This is particularly beneficial for those who do not want to leave the boundaries of Australia, but want to experience working with/in the United Kingdom. This is very common among contract workers like interior designers, architects and medical practitioners. They get to experience the best of both worlds. 
On the other side, we have students opting for casual jobs, where they can work part time or full time and be paid a king’s ransom for it and once the contract has finished they have enough cash to depart on their Ibiza holidays to live like kings. These jobs are so lucrative that they have the power to attract Australians to Great Britain. 
To add to it the kind of work, which is relatively simpler than the rest. All this adds up to making UK a job seeker’s paradise. So be it a casual job, a permanent job or a contract job in UK, it’s all there waiting for you.

Now watch the video about jobs in Britain (http://www.youtube.com/watch?v=a7-ml8ULeBM) and answer the questions:
1. How many people wok in Britain?
2. Which industries were more important in the 19th century: automobile, finance, shipbuilding, technology, manufacturing, retailing? Which of them are more important now?

3. What are “bank” holidays?

4. Which of British companies mentioned in the video have stores in Russia?

· WRITING: AN IDEAL JOB
Think about a job you would like to do and write an essay about what an ideal job for you is. Describe the workplace, your responsibilities, working conditions, paid holidays and a sick pay, salary, etc.
1 C. Business facilities
· STARTING UP
Discuss the following:
1. How can business facilities support one’s business?

2. Is it necessary for a developing company to have a well-equipped office? Why / why not?
3. Do modern hotels have necessary business services, like conference halls, Wi-Fi, audiovisual equipment, etc.?
· VOCABULARY: OFFICE FACILITIES AND
  EQUIPMENT
Match the words from the box to the photos.

 
1. [image: image25.png]


    
2. [image: image26.png]


       3. [image: image27.png]


   
4. [image: image28.png]


            5. [image: image29.png]



6. [image: image30.png]



7. [image: image31.png]



   8. [image: image32.png]|



                9. [image: image33.png]



10. [image: image34.png]


      11. [image: image35.png]y
/
(/

00111






· LANGUAGE FOCUS: HAVE GOT, SOME, ANY
• We use have got to talk about possession.

They've got a new scanner, but it doesn't work properly.
The room hasn't got a phone.
Have you got a problem with copying this file? Yes, we have. I No, we haven't.

• We use some with plurals in positive sentences.

I've got some problems with translating this instruction.

• We use any with plurals in questions and negative sentences.

Have you got any conferences this month?
Work in pairs. Look at the pictures above and tell each other what you've got and what you haven't got. You can add your own ideas.

· LISTENING
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  Listen to four phone calls. Write the number of the call after the problem. Some calls have two problems.

1 There are no instructions. 

2 A piece is missing.

3 The printer doesn't work. 

4 The invoice is incorrect. 

5 The air conditioning doesn't work. 

6 The line is engaged. 
· READING: MODERN BUSINESS 
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The Emirates Towers hotel means business

 The Emirates Towers was named the best Business Hotel in the Middle East.
The Emirates Towers was presented with the award for the Best Business Hotel in the Middle East at the Business Traveller Magazine Awards.
An iconic landmark where business meets pleasure, the Emirates Towers is located in the heart of Dubai, within a few minutes walk from Dubai International Financial Centre. In the heart of Dubai’s business and commercial District, the iconic structures of the Jumeriah Emirates Towers grace the beautiful skyline of the city. The Emirates Towers offers 5-star luxury at its best. This hotel combines high-tech with luxury and style, and is considered to be one of Dubai’s most prestigious hotels.
It offers everything that a business traveller needs: there are 400 luxury rooms and suites, restaurants, gyms, tennis courts, conference halls, meeting rooms and others. 
It offers unique style all the way down to the unique structure of its room access keys in the famous shape of the hotel itself. Rooms are equipped with all the amenities of a home office including a workstation, complimentary high speed internet, fax, copier, and printer.
Its business facilities are what set the Emirates Towers apart from other business hotels in the region.  The hotel’s conference and business facilities are second to none – 12 boardroom style Congress Rooms are situated on Level 1-5 in the Hotel Tower and level 3 is occupied by a fully equipped Biz Pod business centre, with state-of-the-art life-size video conferencing system, along with three intimate boardrooms that are open 24 hours daily.
A. Answer the questions on the text:

1. Where is The Emirates Towers hotel situated?

2. What business facilities are there in The Emirates Towers hotel?

3. What’s the hotel’s business strategy?

4. Does the hotel have everything to arrange an important business meeting or conference?

· LISTENING
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  A. Listen to the short dialogues and fill in the gaps bellow.
1.  A  I need to ________________ this. Could I use the ________________?

     B  Yes, ________________.
2.  A  I need to ________________ my assistant. Can I make a ________________ call from here?
     B  Yes, ________________.
3. A  I need to ________________ this to my office. Could I use the ________________?

       B  Yes, ________________.
4.   A  I need to ________________ this file. Can I ________________ emails from this computer?

      B   Yes, ________________.

5.   A I need to ________________ a copy of this file. Is there a ________________ I can use?

      B   Yes, ________________.
· SPEAKING
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 Look at John’s office. He is the head of a large international marketing company. Describe his office using have got and the words from the lesson. 
Suggest some ideas what would you add to this room to make it more comfortable and useful.
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1 D. Contacts

· STARTING UP
Discuss the following questions in groups:

1. What types of communication do you know?

2. What is the most convenient for you? Why?
3. How do business people usually keep contact with each other?

4. How do you usually communicate with your friends / family / colleagues / group mates?
· VOCABULARY: TELEPHONING
Study telephoning words and phrases.
Who's calling please?

It’s …

Is that Tom?

Yes, speaking.

Could I speak to Ann, please?

Sorry I'm afraid she's out.

Can  / Could you take a message?

I'll give him the message.

Could you ask her to call me(back)?

I'll call back later.

Could I take your name?

Her line’s busy at the moment.

Hold on, please.

Would you like to hold?

· LISTENING
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 A.  Listen to a woman calling to a reception at APC Ltd. Answer the questions.
1. Does the receptionist take a message?
2. Does he take the woman’s name?

3. Does he take her phone number?

4. Does he ask her to call back?

B. Listen to three phone calls, Are these sentences true or false?

Call I. 

1. Louise is out of the office.

2.  Rob says he’ll call Louise back.
Call II. 

1. Rob leaves a message.

2. Rob leaves his phone number.

 Call III. 

1. Louise phones Rob’s extension.

2. Rob thanks Louise for her call.

Fill in the gaps to complete the phone calls.
Call I. 
Receptionist. Hello. Camden Marketing.

Rob.  Hello. __________ I speak to Louise Miller, please.

Receptionist. ___________ calling, please.

Rob. Rob Sears.

Receptionist. Her line’s __________ at the moment.

Rob. All right. I’ll call _________ later.

Receptionist. OK

Rob. Bye.

Receptionist. Bye.

Call II. 
Receptionist. Hello. Camden Marketing.

Rob.  Hello. Louise Miller, please. _________ Rob Sears.

Receptionist. One _________, please. I’m _________ she's still on the

phone. Would you like to _______________?

Rob.  Could you ask her to ___________ me _______? 

Receptionist. Yes.

Rob.  She has my number.

Receptionist. Could  I __________ your name again? 

Rob.  Yeah. Rob Sears. 

Receptionist. OK. I’ll ask her to _________ you ______.

Rob.  It’s quite ____________.

Receptionist. OK. I’ll give her the message ____________.

Rob.  OK. Thanks very much. Bye.
Receptionist. Bye.
Call III. 

Rob.  Hello.
Louise. Hello. Is that Rob?

Rob.  Yes, ______________.

Louise. Hi, Rob. It’s Louise.

Rob.  Oh hi, Louise. Thanks for ____________ back.

Louise. You’re _____________. What can I do for you?

· VOCABULARY: INTERNET AND TECHNOLOGY
A. What do people use the Internet for? Complete the activities below with words from the box. Add some other activities to the list.

1. ______________ airline tickets

2. ______________ books and CDs

3. ______________ for food

4. ______________ chat rooms

5. ______________ in touch with family and friends

6. ______________ news and sports results

7. ______________ a project

8. ______________ a course

Discuss the questions:

1. What do you use the Internet for? 
2. How often do you use it? 
3. What sites do you recommend?

B. Study the vocabulary that can be used to talk about the Internet. Pay attention to the prepositions.
	user name
	switch on
	connect to 

	password
	log in
	push 

	insert

save the information

install

FAQ
	enter

type

keyword

write an email
	click on

download

search engine

do smth online

	register at a site
	insert
	get an access to


C. Match the pairs to make sentences.

	To enter some sites, you have to type a secret word called a
	download

	At some sites you can complete a form with your details to
	install

	These days most software is easy to
	keyword

	Before you enter a password you usually type your
	log in

	When you are registered at a site, you enter your password to
	password

	To look for information on the web you can use a
	register

	Sites that accept payments by credit card use a
	search engine

	When you get large files from the Internet, they take time to
	secure server

	To use a search engine, you type in a
	join /become a member

	lf you pay to have access to a website, we say you
	user name


· LISTENING
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A. Listen to two three people talking about what they do on the Internet. Answer the questions.

Person 1: What does he like about the Internet?

   What's the problem with using the Internet?

Person 2: How does the Internet help save her time?
   What does she think about security on line?

Person 3: What sort of website does  he talk about?

      What can you do at the website?
B. EFFECTIVE WEBSITES
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  You are going to listen to an interview with David Bowen, a website consultant.

Before you listen, complete the definitions below with the following words:
break down 
deliver

draw up

fulfill

1. If you ______________a list, a plan, etc., you think about it carefully and then write it down.

2. When cars, machines, etc. __________________, they stop working properly.

3. If you _________________ a role, a task, an obligation, etc., you complete it.

4. If you ______________ something, you do what you promised to do or what people expect you to do.
Complete these sentences about what people need to do for a business website to be effective using the verbs from Exercise A.

a) They must make sure that the website is easy to use, and it doesn't _________ over time.

b) They need to build a site that can ___________________ the necessary tasks, looking from the different viewpoints of a number of different users.

c) They need to ___________________a list of tasks that they want their site to produce.

d) They need to understand what a website can ____________________ what it's good at, and what it's not so good at.

Now listen to the first part of the interview and list the points (a-d) given above in the order that David mentions them.

1 ___________ 2 ____________3 ___________ 4 ____________
Listen to the second part of the interview and complete this extract.

The Otis elevator or lift company has a very interesting website because it actually helps people decide _____________lifts they want, ________________ they should be, and what capacity they need to be. So it's using the __________ strengths of the Web to actually help people_________________.

Listen carefully to the last part of the interview. Decide whether these statements are true or false.

1. Television commercials and print media don't have an advantage over business websites.

2. If the message you want to communicate is complicated, use a website.

3. Television is much better than websites at getting across short messages.

4. The print media aren't very good at displaying high-quality images.

5. It's more difficult to make an image look beautiful on a computer screen than in a quality magazine.
· SPEAKING
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  Work with in groups. Discuss the questions.

1. Do you ever download software from the Internet?

2. How do you search for information in the web?

3. Are you registered at or are you a member of any websites?

4. Do you buy anything online? What? Is it more convenient / cheaper, etc.? Give reasons.
5. Why is online business popular nowadays?
· LANGUAGE FOCUS: PRESENT CONTINUOUS (PART I)
• We often use the present continuous to talk about appointments and meetings.

What are you doing on Friday?

She is visiting the suppliers next week.

• We also use going to for future arrangements and plans (when we have already decided to do something).

We're going to launch a new website.

I'm not going to study computing next year.

A. Complete these sentences using going to.

1. Where ___________you ____________ travel next month?

2. I ____________not ___________ leave the company.

3. Laura ______________ get a promotion. Let’s wish her good luck!

B. Complete these sentences using Present continuous.
I ____________ (meet) Ms Brown tomorrow. She ____________ (arrive) next week. On Thursday, I _________________ (take) her to the company head office. And at the end of the week I ___________ (drive) her to the airport.
· WRITHING

Isis Books plc sells business books on the Internet. On 3 October at its head office, Isis Book's Marketing Director and two overseas sales representatives are planning a sales trip to Russia. They want to meet with their Russian customers. 
You have already got an invitation letter.
Write an e-mail as a customer to confirm the date and time of your appointment.

UNIT 2. 
COMPANIES

2 A. WHO DO YOU WORK FOR?

· VOCABULARY 
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  A. Read the keynotes and fill in the gaps with the words:
activities, produce, provide, employ, responsibility

Companies have different _________and work in different ways. Some companies manufacture or ________goods, others ________services. Retailers sell goods to the general public. Companies ________people to work for them in many kinds of jobs. Each person has ________for a specific area of work and a role within the team or group that they work with.

B. What do these companies do? Talk about each companies activities, using the words from the table

Example: Microsoft designs and sells IT software. 

	SONY
	create
	banking services

	AUCHAN
	design
	cars

	CITYBANK
	develop
	clothing

	ADIDAS
	manufacture
	electronic goods

	APPLE
	sell
	food and drinks

	MICROSOFT
	market
	Internet services

	TOYOTA
	offer
	IT software

	COCA-COLA
	provide
	


C. Read the dialogue and fill in the missing phrases.

manufacture, headquarters, work for, operations, multinational company, areas of business, side of business

A Manufacturing Company

A: So, who do you ______________?

B: I work for a large ____________ company called DAK group. We have five main ________________ - construction, heavy industry, shipbuilding, motor vehicles and telecommunications.

A: And which ______________ do you work in?

B: The motor vehicles division. I work in our Belgian factory. We ___________ components for our car production plants in Europe.

A: Where are DAK ________?

B: In Seoul. But the company has ______________ in over fifty countries and thirty factories all over the world.

· LISTENING
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   A. Listen   to the first part   of the interview    and complete these   notes   about   the   company's values. 

The company's values are: 

•   a clear  guiding philosophy:  to  ___________ the real   and   perceived __________of our  customers     better   than   anyone    else,  and ___________  them  better  than   anyone     else; 

•   a corporate  _____________, that  requires us to  deliver   outstanding   personal customer_________ to  all  of our  customers; 

•   a very  strong ___________which demands     that  we, as individuals at every  level  in the  company, work  very  hard to  inspire  all  of our  stakeholders to  want  to  have a lifetime ____________  with our  company. 

B. Now listen to the second    part of the interview    and   answer    these questions. 

1 What was Peter Drucker’s warning? 

2 When did UGC build its own company university? 

3 What is the university’s mission? 

4 Why does UGC help employees reskill themselves?

C. Translate into English.

Эко Дом – это новая компания на отечественном рынке, которая будет предоставлять своим клиентам высококачественные технические и экологические услуги. Эко Дом планирует начать работу в январе следующего года. Компания специализируется на консалтинге в области экологического проектирования для предприятий малого и среднего бизнеса. В данный момент руководство компании находится в поиске высококвалифицированных сотрудников, а именно инженеров-экологов. Компания будет ориентироваться на малые и средние предприятия и правительственные организации. Эко Дом будет вести переговоры и заключать крупные контракты со средними фирмами.
· READING & SPEAKING
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 A. Work in pairs.

Task for Student A:
Read the company profile of T.R.S. and share the information with Student B. 

T.R.S. is a large German company in the electronics business. The main office and factory are located near Munich, in Germany. The company employs over four thousand people. 

The company began in 1908. At that time they made telephones, but now they manufacture television sets, stereos and computers, as well.
T.R.S. is now developing a new video camera. The company plans to sell it next year.

Task for Student B:
Read the profile of Artaud International and share the information with Student A.

Artaud International is a medium-sized company, with about four hundred employees. The main office is located in Paris, but the factory is in Amboise, about 200 kilometers away.

The company began in 1947. At that time it manufactured shoes, but now it makes sportswear, as well. The company plans to sell more of its products in Britain and the US. Sales are not very good there at the moment.
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    B. Make questions about the two companies using these words. Answer the questions.

· What…?

· Where…?

· How many…?

· When…?

C.  Match these words and phrases from exercise C with a word or phrase that has a similar meaning.  

	1   manufactures                
	makes

	 2   provided  
	

	3   has a workforce of  
	

	4  export  
	

	5   launched  
	


Notes: Make  and manufacture  do not have exactly the same  meaning. To manufacture means to 'make  large quantities  of goods  in a factory,  using  machines' . You manufacture  (or make)  cars, drugs,  plastic  goods,  etc, but you  usually  make  (not manufacture)  bread, cheese,  etc.                    

D.  Complete each sentence with these phrases.  

	a)   about future  projects.  

	b)   for quality  control.  

	c)   in international construction projects.  

	d)   a new  product.  

	e )  of a department-of 1 5  staff.

	f)   under the brand  name  Tekko.  

1.  Juliette  is in charge …
2.  Panetti  is going to create…
3.  Alex is responsible …
4.   They  manufacture  plastic  furniture  …
5.  Jo and  Francis are involved  …
6 .  She  likes to make  presentations  …



· LANGUAGE FOCUS: Present Continuous (PART II)
We use the present continuous to talk about temporary actions and situations  that are happening now.       

The factory is working seven days a week. 

We are selling in 72 different  countries. 

What is Jackie doing?  She is talking to a customer. 
I am going to South Africa on business trip next week.
The present continuous is formed with be and the  -ing  form of the  main  verb.                                                   

Complete the article below about the food group Pret A Manger. Use the present continuous form of the verbs.
increase, export, plan, expand, translate

The number of Pret A Manger  (PAM) shops  ___________  not  only  in London, but  also  in other parts of the UK. At present, PAM ____________ its  overseas   business, particularly   in China. Currently  it_________ its  advertising   material  into  Chinese. PAM __________ its  winning  formula to  Hong Kong and Japan. PAM ___________ to open  new shops  in New York.

2 B. ACTIVITIES

· VOCABULARY 

A. These sentences describe two companies, Autotech and Green Fingers. Choose pairs of sentences which describe similar things and match them with the correct company. 

	GREEN  FINGERS

A large   car-parts    
company
	AUTOTECH

A small    garden-products         company

	1 John    Smith    started    Autotech   in 1960.
	1 George    and    Tames   Hawkins   began Green   Fingers   in   the   1920s. 


1  John Smith  started   Autotech   in 1960. 

2  It has a workforce  of 2,500. 

3  Autotech  exports  to over 12 countries. 

4  It manufactures  car parts.                                                          

5  It introduces one or two new components each year.   

6  It employs  about  35 people.                        

7  Green  Fingers sells  some  of its  products abroad.

8  It makes  garden products.              

9 George  and James Hawkins began  Green  Fingers  in the 1920s. 

10  Green Fingers  supplies the  gardening     industry.

11  It launches    12 new  products  a year.                                                              

12  Autotech   provides   components  for  the  car industry.

B. Complete this company profile. 


GKS Services ______ in 1989  when   Dieter Norland left his job as  an  engineer   in the  computer     industry. The  company _________high-tech    security alarms   and _______ its  products  all over the  world.  It ________  I50 people  at its factory  near  Rotterdam,     although the  company's     head   office  is in Amsterdam and ________a staff of 20.The     company ________  a  number  of  new   products    each year: GKS Services __________ products   to  the security   industry   and_______ domestic alarms   for  the general   public. 

C. Now write a similar profile for your company or a company you know.

· READING & SPEAKING
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   A. Discuss these questions. 

1. What kind of products are often advertised as 'natural'? 

2.  In your country, what is important for people when they buy cosmetics and things  like soap, shampoo or toothpaste? 

3. Nowadays, many companies want to be 'ethical', i.e. to behave in a morally right way. What do you think that means in practice? 

B. Before you read the article, match the words (1-6) to their meanings (a-f). 

	1 toiletries                  
	a)  a group of  products of the  same type  that  a  company      makes

	2   sophisticated             
	b)  the  money  a company        has after   paying  tax  and other   costs

	3   revenues                  
	c) who    knows  a lot  about     fashion   and the  modern      world

	4   a range                   
	d) that  you  can destroy  without   making  the  environment       dirty

	5   biodegradable             
	e)  things   like  toothpaste,    soap,  shampoo,      etc.

	6   net  income               
	f)  money that  a business gets  from selling goods over  a period of time


C. Look through the article and complete this fact file. 

	Name: Natura
	Type of  products:

	Location:                                         
	Chief  Executive:                                 

	Number     of products
	Revenues:
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    Natura aims to expand internationally
By Peter Marsh

 Natura is a fast-growing Brazilian cosmetics and toiletries company which started as a small laboratory in a garage in Sao Paulo 37 years ago. Today, it is trying to go international.  

Natura   picked France as the first country outside Latin America to try out its ideas. 'We wanted to choose a sophisticated market where people want things to be very good,’ says Alessandro Carlucci, Natura’s   Chief Executive. 'We wanted a test that was tough.'                          

Mr. Carlucci says the experiment was successful.  Within   five years, he says, Natura   wants   to  have  'at  least' 10 per  cent   of  its  revenues  coming from outside Brazil, compared     with   3  per  cent  now.  Apart   from   Brazil   and  its  small operation in France,  Natura currently   sells  its cosmetics  in a few other  South  American  countries. 

It sells a range of 600 soaps, shampoos, skin-care lotions and similar products.  All of them are based on about   900 natural   ingredients, sourced   mostly   from   farmers   in the Amazon    rainforest. 

The company    promotes   itself as an ‘ethical’ company that works with growers who harvest     their products in an   environmentally sensitive way.  It also uses biodegradable     packaging. 'What makes them different   from other companies is their corporate values.  They   really want to make   the world a better   place,’ says Mauro Cunha, Chief   Investment Officer at  Franklin     Templeton Investimentos Brasil. 

Results are good. In the first nine months, revenues were up 21 per cent to R$2.7bn (US$1.3bn).   Net income rose 33 per cent to R$344m. 

FINANCIAL TIMES 

D. Answer these questions. 

1. Where does Natura sell its products? 
2. What is the company’s target for the next five years? 
3. Where does the company get the ingredients for its products? 

4. What makes Natura an 'ethical' company? 

5. Why did Natura choose France to find out how successfully it could expand abroad?

E.  Match the words (1-5) to the nouns (a-e) to make word partnerships used in the article. 

	1 a fast-growing          
	a)  values

	2  chief                  
	b)  ingredients

	3  corporate              
	c)  lotion

	4  skin-care              
	d)  executive

	5  natural                
	e)  company


F. Make a note of two facts about Natura that you find particularly interesting. Then compare and discuss your ideas in pairs.

· LANGUAGE FOCUS: Present  simple   vs. Present
Continuous
A. Complete  the rules  with  present  simple   or present  continuous. 

•  We use  the ______________     to describe  permanent situations,  ones  which    won't   change. 

I work   in  Paris.

 •   We use  the   __________ to  describe  temporary  situations, ones  which   happen  for a short  time. 

I’m working    in Paris.

B. Complete these sentences with either the present simple or the present continuous form of the verbs in brackets.   

1  We   _________ three or four new products  every year.  

Currently, we  _________a new type of air conditioner.  (develop)  

I think our sales figures _________  this May. This  is  unexpected -  normally they  in autumn and winter.  (improve)  

3  It generally  __________ only one year to develop a new product,  but the  FX200 ___   longer  because  of technical  problems.  (take)  

 4   Mrs W u _________al l our product  presentations. This week, she _________   our next presentation  in Vancouver.  (organise)  

5  This  is where we _______ our  products. As you can see,  Martin __________some cosmetics from our latest  range, (test)  

6   We ___________ Sonara's  laboratory  until our new one is  ready.  Otherwise,  we never _________                       other  people's facilities,  (use)  

C. Complete the sentences with the correct form (present simple or present continuous) of the verbs: translate employ speak think answer. Use each verb twice.  

1  Ana   __________     this year's directors' report  into  Russian. 

2   Bertrand   _________ the  phone this week  because  our secretary  is  away.

3  How many  people ___________the company                             ?  

4  Can you  hold?  Mr Souayah _____________ on the other  line.  

5  Business  is so good that we _____________  an extra 20 0 staff.  

6  Our manager___________ we should  open a new subsidiary  in  France.  

7  They ____________ of expanding  into the new markets  of Central Asia .  

8  We ___________ al l our customers ' calls  politely and  efficiently.  

9  We always _____________ al l our company  brochures  into five  languages.
10  I think  I can get a very good job  in Asia  because  I ___________Chinese.  

· SPEAKING 
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 Role-play this situation. Student A works at the EBB Bank. Student B works at the Goldcrest  Hotel. Take it in turns to show each other around your company. Say what happens in t area and what is happening now.

Student A 

EBB Bank
	Area
	What   happens
	What   is happening now

	Main hall
	serve customers
	cashier  /  talk  / to  a customer

	Currency section
	exchange foreign currency
	customer / change / dollars into euros

	Loans section
	Assistant Manager  arranges loans for  customers
	Assistant Manager/  talk /  to a customer on the phone

	Manager’s office
	Manager works
	Manager / meet /  an important client

	Reception desk
	staff  answer questions from customers
	receptionist   /  listen  /  to  a customer's complaint


Example. This is the main hall. We serve customers here. At the moment, a cashier is talking to a customer. 

Student B 

Goldcrest  Hotel
	Area                         
	What   happens
	What   is happening     now

	Kitchen
	prepare and cook meals
	chefs  /  prepare  / today's   lunch

	Restaurant 
	serve breakfast, lunch and dinner 
	waiter / clear / the tables

	Reception
	welcome guests,  answer calls
	receptionist  / talk  /  to a guest  

	Gift shop
	sell  souvenirs
	sales assistant /  help /  a customer

	A bedroom
	guests stay
	maid / clean /  the room


Example. This is the kitchen. We prepare and cook meals here.  At the  moment,  the  chefs  are   preparing today's  lunch.

2 C. Introducing your business
· READING 
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    A. In small groups, discuss these questions. 

1. What is the average duration of a company presentation? 

2. What information should people include in the presentation of their company?

3. What is a good way to talk about your company’s history?

4. Is it necessary to focus on how different you are from your competitors?

B. Read the article and check your answers in A. 

One of the most common presentations people do is presenting their company. Like most things there are some guidelines you should follow. Sadly, most companies prepare a 40 to 60 minute presentation detailing things such as company management structure, financial growth over the last few years and a detailed explanation of each individual factory and office. This is simply far too much information.

A company introduction should last between ten and fifteen minutes. Anything longer is too much detail. It should include four things. These are:

Brief history
What you make or do
Who are your customers
What makes you unique and or different

When you are talking about your company’s history, rather than put a bullet pointed list of important dates on a slide, your audience is far more interested in the stories. For example introducing Hyundai would be a dream because there are so many stories around the founding of Hyundai. For example selling rice on the streets of Seoul in the 1920′s and repairing cars in the 1930′s and 40′s.
By telling stories of your company’s foundation you immediately create an interest in the company. Apple and the early days in Steve Wozniak’s parent’s garage, Microsoft’s first meeting with IBM and Richard Branson selling second-hand records from the basement of his parent’s house. All these stories are fascinating and audiences love them.
When you come to talk about what you do and who you sell to, don’t go into detail about contract sizes or individual components. Talk about unique technology in your products, give a couple of examples of your customers and how they feel about you.
Finally, telling your audience what makes you unique and different from your competitors sets you apart from your competition. Remember, your audience might not be attending your presentation only, they may be going to see your competitor tomorrow. So you need to stand out and impress now.
Short, simple, story filled introductions will always beat long, detailed factually based introductions.
There is one exception to this rule. If you are introducing your company to new employees – then you can put in more detail, but personally, I would stick to the simple version and create an interest and a pride in the new employee.

C.  Make a list of tips for a successful presentation of the business.

D.  Match the words to the nouns.

	company 
	management structure

	financial 
	an interest

	company 
	technology

	create 
	growth

	unique 
	introduction


· LISTENING
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    A. Listen to the start of a presentation. Number these items (a-e) in the order you hear them. 
a) There are three parts to my presentation. Firstly,  ...                         

b)  By the  end  of  my presentation     you  will  understand     clearly  our  future  plans.                                                                      
c)  Good  afternoon,     everyone.   My name's  Ricardo Valdes.                              

d)  I'd like  to  talk about our  new marketing      strategy. 

e)  Finally, the  details  of the  costs  ...                                               

B. Listen again.  Match the headings (1-4) to the items (a-e) in Exercise A.

	1 Topic of the  talk          
	3   Greeting  the  audience

	2  Aim                         
	4   Plan of the  talk


· SPEAKING
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 Role-play. You are heading for Chicago on business. 

Find an empty seat on the plane and introduce yourself and your business to the person you are sitting beside. 
Find out about their firm and record the details.
	Name/

Position
	Type of Firm/

Name of Firm
	Specialty/

Examples
	Base/

Offices

	John Burg

Lawyer
	Law Firm

Henderson & Marley
	intellectual property

copyrights, trademarks
	Detroit

New York, Toronto

	
	
	
	

	
	
	
	

	
	
	
	


Introducing Your Business: Role Cards
	A: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a pharmaceutical company.

The name of your company is Glebco.

You specialize in vaccines for diseases such as Malaria and West Nile Virus. 

You are based in Madrid.
Your company has offices inParis and Hamburg. 

You are a researcher.

	
	B: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a law firm.

The name of your company is Black & White.
You specialize in corporate law such as mergers and acquisitions. 

You are based in Bombay
Your company has offices in Karachi and Kabul.

You are a lawyer.

	
	
	

	C: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a construction company
The name of your company is Bob and Sons.

You specialize in commercial development such as shopping malls and restaurants. 

You are based in Kuala Lumpur.

Your company has offices in Jakarta and Hanoi. 

You are an engineer. 
	
	D: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a construction company.

The name of your company is Candu Builders.

You specialize in residential development such as houses and condos. 

You are based in Santiago.

Your company has offices in Lima and Bogota.

You are a purchasing agent.

	E: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a manufacturing firm. The name of your company is Tot-a-Lot.

You specialize in children’s toys. 

such as plastic dolls and stuffed animals.

You are based in Montreal.

Your company has offices in Rome and Athens.

You are a sales rep.

	
	F: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a manufacturing firm.
The name of your company is Hot Air.
You specialize in household appliances such as dishwashers and laundry machines.

You are based in Stockholm.

Your company has offices in Oslo and Helsinki.

You are a purchasing agent.


	
	
	

	G: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a publishing company.
The name of your company is Bright Sun.

You specialize in educational products such as children’s stories and reference books.

You are based in Chicago.

Your company has offices in Ottawa and Mexico City.

You are an editor.

	
	H: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a computer software firm.

The name of your company is Step Soft.

You specialize in business applications such as accounting software. 

You are based in Seoul.

Your company has offices in Tokyo and Beijing.

You are a computer programmer.

	I: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a real estate agency.

The name of your company is LeMarge Realty
You specialize in commercial properties such as offices and retail stores. 

You are based in Vancouver.

Your company has offices in Hong Kong and Singapore.

You are a real estate agent.

	
	J: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a shipping company.

The name of your company is Reach.

You specialize in transatlantic shipping to countries such as France and England.

You are based in Boston
Your company has offices in Lisbon and Amsterdam.

You are sales rep.



	
	
	

	K: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for a consulting firm.

The name of your company is Goldbrick.

You specialize in Asian markets
such as China, Korea, and Japan. 

You are based in San Francisco.
Your company has offices in Shanghai and Osaka.

You are a consultant.

	
	L: You are on a plane heading for Chicago. You have some business there. Introduce yourself and your business to your partner. Here are the details of your business:

You work for an advertising agency.

The name of your company is Exposure Plus.

You specialize in print advertising
such as fitness and fashion magazines. 

You are based in New York. 

Your company has offices in London and Berlin. 

You are a sales rep.


Sample Dialogue: Introducing Your Company

A: Excuse me. Is this seat taken?

B:  No, it isn’t. Please have a seat. 

A: Thanks. John Burg. Pleased to meet you.

B: Jenny Myers. Are you heading for Chicago?

A: Yes, I have some business there. I work for a law firm. Henderson and Marly. 

B: Henderson and Marly? I’ve never heard of them. 

A: We’re a small firm. We specialize in intellectual property rights? Mostly copyrights and trademarks. That kind of thing. We are based out of Detroit, but we have offices in New York and Toronto. 

B: What do you do for them?

A: I’m a lawyer. How about you? What brings you to Chicago?

B: I have some business there as well? I work for…

2 D. SUCCESSFUL COMPANIES

· STARTING UP

A. Work in groups. Choose three of these companies.

BMW   
Coca-Cola   
Nike    
Levi Strauss & Co.     
Microsoft

Apple

McDonalds

Write what you know about:
1 what each company produces or provide

2 where the company started

3 where the company operates

4 who its main competitors are

B. Match the company to its slogan.

	Panasonic: 
	"Connecting People"

	Vodafone: 
	"Ideas for Life"

	Nokia: 
	"Know How"

	Boeing: 
	"How Are You?"

	Canon: 
	“Impossible is Nothing”

	Adidas
	"Forever New Frontiers"


C. Read the text about slogans and fill in the gaps with the missing words or phrases:
forgettable     slogan   positive       competitors        catchy   characteristics
5 Must-have Slogan Characteristics
A business ________is a phrase, a sentence or short statement usually found next to the company name.

Slogans help build and shape the business’ character and identity. It advertises a _______image about the business.

Slogans are distinctive to a specific brand. So our goal here is create a slogan that people would remember, the question is how? First you need to ensure that your company slogan has certain________, which will help make it recognizable.

1. Rhythm and Rhyme. Most slogans that people remember are those which are ________ and appealing; in other words, they have rhythm and rhyme.

 2. Keep it simple and short. Slogans need to be simple and as much as possible, short. The longer your slogan is, the more _______it is likely to become. Try to limit your slogan to a simple short sentence or a phrase.
 3. Highlight the key area of the company. It is important that your company’s slogan focuses on the key area of your business. 

4. Explain  the company’s goal. Another job of your company slogan is to differentiate your company from the other _________. 

5. Honesty is important. Avoid saying your company is the best or the number one, as these statements usually turn the customers off.

D. Work in pairs. Discuss these questions.

1. Why are slogans important?

2. What are the main tips for creating a catchy slogan?

· VOCABULARY: WORD BUILDING
A. Some of the nouns in the table are in the text. Write in the verb forms.

	Nouns
	Verbs

	1. production

   product
	

	2. providers

   provision
	

	3. development
	

	4. marketing

   market
	

	5. advertisement
	


B. Use a verb or noun from the table to fill in the gaps. (Use one noun twice).

There are usually several departments in a company, and they all need to work together to make the company successful. Companies offer products or services to the consumer in a competitive_______. In the manufacturing sector __________ development is a key activity.

Companies _____________new products and launch them on the _____________. They try to keep the cost of __________ low to stay competitive. It is essential to __________ the product and to tell the consumer about it.

· LANGUAGE FOCUS: PAST SIMPLE
We usually form the past simple by adding -d or-ed to the verb.

save- saved launch - launched export – exported

About 150 irregular verbs  form  the  past  simple differently. 

cost - cost be - was  -  were  grow   - grew

spend   -  spent    give  - gave   go  - went

We use the simple past to talk or write about:

• a single action that started and ended in the past: They started Google in 1998.
• a repeated action or habit in the past: They worked in their rooms every day.
• a state, situation, or feeling in the past: They didn’t get along.
Complete this sales report. Use the past simple of the verbs in brackets. 

Report  on sales trip -  South  Korea

Last   December, I ___________ (visit) our major customers from  big department stores in  South  Korea. 

On 5th December,   I _______ 2 (meet) Mrs. Kyoung Ai Lee in Seoul. We ________3  (send) her  200  brochures  in June. 

On   6th  December,  I _________  4  (make)  a  presentation  to  Mrs  Lee's sales staff  on  our products    and ________5  (advise) them how to display  hem. 

The   following day I  __________ 6  (go)  to Seoul, and our  agent_________7  (introduce)  me to Mrs  Ha, the chief  buyer   of  a  new  department   store  in the capital. 

She__________ 8 (ask) me  to send   her  500   brochures.    I____________ 9 (give) her some samples of our products. 

I_________10 (fly) back  to head office in Paris on  the 9th.

UNIT 3
MAKING A CAREER

3 A. JOB HUNTING
· STARTING UP
A. Do you have a job? If yes, describe it, please? If not, what job would you like to have? You can use the following structures and adjectives:

It is (very) …...... (interesting, rewarding, satisfying, exciting, glamorous).

It must be (very) …...... (interesting, rewarding, satisfying, exciting, glamorous).

B. What do you know about the following professions?

· nurse



- teacher

· politician



- accountant

· fashion model


- police officer

· journalist



- TV presenter

· firefighter



- sales manager

· professional footballer

- shop assistant

Who gets the biggest salary in your country?

Which job attracts you most and why? 
C. What would you like or not like in a job?

1. a lot of paper work

2. a high (low) salary

3. much pressure and stress

4. doing boring work

5. working in a team

6. traveling a lot

7. working flexible hours

8. uniforms

9. casual dress

10. using English at work

D. If you want to get a job which factors must be important in your opinion?

appearance, hobbies, experience, sex, age, personality, astrological sign, qualifications, marital status, references, contacts and connections

· READING
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   A. Answer the following questions.

1. How do people look for a job?

2. If you have found a suitable job what should you do?
3. Are you nervous when you go to the job interview?

4. What are the most frequently asked questions at the job interview?

B. Read the advertisements and find out the main requirements for the jobs.
Compact Systems

Personal Assistant/ Secretary
required to assist department managers in our office. You must have experience of working in a computer company for not less than 10 years. Age: 30+. Salary: $10,000. The job does not involve any travel.

Candidates must provide a CV, two references with the names of referees and a statement of what makes a good PA or secretary. Applications should be sent to:

Compact systems, in the newspaper, Hilary

96 Rosewall Drive,

Southtown,

SO3 4BT

Inventor Plus
Personal Assistant/ Secretary to the Managing Director

We are looking for a suitably qualified person with a minimum of 5 years’ experience of working in a company, but not necessarily in the computer industry, for the position of a Personal Assistant to the Managing Director. Applicants must have communicative and organizational skills, be well-dressed and willing to travel. Age: 28. Send your CV and applications to:

Inventor Plus, 

60 Chiswick Avenue,

Hampton,

SO3 6QZ

Would you like to apply for any of these positions? 
Why/Why not?
What personal qualities are necessary to get these jobs?
· VOCABULARY

A. Complete the sentences using the following words.

advertisement



applicant

to advertise



to apply for

requirement



position

to require



experience

application



to provide

to assist




curriculum vitae (CV)/ resume

reference



referee

1. This company is looking for a person for the …..........of a Sales Manager who will …... a Managing Director.

2. They placed an …....... in the local newspaper two days ago.

3. Their main …........ are experience and communicative skills. They also …........ that an applicant should be self-disciplined.

4. ….. should have a 3 years’ ….... .

5. You must have two ….. from your previous work and give names of your …..... .

6. Candidates should …........ their …....... and send …....... to the address given in the newspaper where the company …....... its products.
B. Match the words with their definitions.


	1. to assist
	a) summary of a person’s life-story with details of education and experience



	2. to apply for
	b) an official letter requesting a job



	3. to require
	c) to help



	4. application



	d) to need



	5. CV/resume



	e) to request (something) officially



	6. reference
	f) a statement from smb. who knows a person or has worked with him that gives information about him


· SPEAKING
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   A. What impression do you try to give to the people you deal with in business? What impression do you try not to give? You can use the following words and expressions.
I try to be: pleasant, sincere, friendly, confident, honest, skillful, intelligent, nice, helpful, polite. But the most important thing is a nice smile and friendly eye contact.

I try not to be: sleepy, unclear, lazy, dishonest, clumsy, stupid, unhelpful, rude.
B. Work in pairs. Look at the list and say which things are important when you are starting a new job.

· be punctual

· wear your smartest clothes (not trousers if you are a woman)

· go to the hairdresser’s the day before

· smile at everybody you meet

· ask if you can start work as soon as possible

· if you are a smoker, don’t smoke in the room in the presence of other people

· if you are a non-smoker, say you don’t mind if somebody in the room wants to smoke

· do your best to show your best qualities at once

· give people the wrong information about yourself

· inquire about the company pension scheme

· behave in an ordinary way

· be nervous

3 B. JOB INTERVIEW
· STARTING UP
A. Have you ever written a CV/ resume? What information should you give in it?

B. Do you agree with the following statements about writing a CV? If you disagree try to explain your point of view.

1. A typical CV consists of two pages.

2. A photo is included into your CV.

3. A CV usually has five parts.

4. You can add any information you like to make a good impression on your potential employers.

5. If you have to conceal something you do it.

· READING
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   A. Read Vadim Kufenko’s CV. Put the following headings in the correct place in the CV.

work experience, key skills, interests, education, references, profile

CURRICILUM VITAE
Name: Vadim Kufenko

Date of birth: 8 May 1986

Nationality: Russian

Address: 58 Suvorovsky pr., apt. 52

St. Petersburg 191015, Russia

Telephone: +7-812-264-6922

E-mail: v_kufenko@online.ru
1….......................

An enthusiastic professional with excellent analytical abilities in the field of science. Creative and able to work on his own initiative. Strong management skills. A good team player with good interpersonal skills.

2..........................
September 2007 – July 2008
MA degree in Economics specializing in Finance and Credit

St. Petersburg State University of Economics and Finance
September 2003 – June 2007
BA degree in Economics

St. Petersburg State University of Economics and Finance
1998-1999
Southwest Junior High School, Lawrence, Kansas, USA
1993-2003
School #157, St, Petersburg

3..........................

December 2008 – present

Financial Analyst at the Bank of Foreign Trade, St. Petersburg.

Responsibilities: daily financial analysis, preparing financial statements, data processing

4............................

Fluent in French and English

Computer skills: Microsoft Word, Excel, Linux systems

5..............................

Cycling, reading, mountaineering

6.............................

Professional and personal references available on request
B. Decide whether these statements are true or false.

1. Vadim Kufenko studied in Russia.

2. He gets on well with people and cannot work alone.

3. He has worked only for one company in the USA.

4. Vadim Kufenko was responsible for preparing financial statements.

5. He can speak three languages fluently.

6. He is interested in climbing mountains.

C. Do you think Vadim Kufenko is a good candidate for a job in one British company that needs a fluent Russian speaker with good English and French and experience in finance and marketing? Why/ why not?

· WRITING

Think of a job you are interested in, look through job advertisements in newspapers or the Internet, find out suitable vacancies and try to write your CV paying attention to the information given above.

· LISTENING
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   A. One more applicant Svetlana Vlasova is applying for a job as an overseas team leader in Germany. Listen to part of her interview. Complete the answers.
	Reasons for applying:    
	First of all, I like meeting people and getting people to work together as a …........ . And then, I like …........ and …........... my languages.



	Strengths:
	I’m …....... in German and English. I get on well with people. I’m also good at................. people and getting them to achieve …........together. I love organizing events for …...... .



	Weaknesses:
	I’m not really …....... when people don’t meet deadlines.



	People you work

well with:
	The people I like best are those who work …........... and who are …............ .



	Interests:
	I like travelling, and  like discovering new …........ .



	Questions:
	If I get the job, when would you like me to ….........?




B. What are your strengths and weaknesses? Do you get on well with people?

C. What must one know before having an interview? How must a person behave at a job interview, in your opinion?

D. Decide which of these interview tips are more for interviewers and which are more for candidates and which of them you agree/ disagree with.

· Be completely honest at all times.
· Try to help the candidate to relax.
· Do not ask a lot of questions to which people can answer ‘yes’ or ‘no’.
· Listen carefully and make a lot of notes.
· Arrive half an hour early for the interview.
· Ask a difficult question at the beginning of the interview.
· Get an expensive haircut.

· READING
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   A. Read the following job interview. Notice Vadim Kufenko’s main strengths and skills.
TST Systems is looking for candidates for an opening position of a Commercial Director. Mr Kufenko has come for the interview.

· Good morning, sir.

· Good morning. Come in. Mr Kufenko, isn’t it? Please take a seat. While I’m finishing these letters, fill in the application form, please...OK let’s start. Tell me, please, how long were you in your last job with the Bank of Foreign Trade?

· Four years. I’m only leaving because the firm is moving to another town.

· What do you know about our company? Have you got any questions to me?
· I know that it is a very promising company, so I’d like you to inform me what will be the major efforts in the next few years?

· We plan to expand our activity on French-speaking countries. We need a team of creative persons to make our company competitive in the world market.
· What responsibilities will I have?

· Well, first of all, to be responsible for our contacts with French partners. You will have to travel very much.

· Yes, I see.

· So what are your three main strengths?

· I think, they are reliability, loyality and energy.

· OK, are you a leader by nature?

· Yes, I think so. I get on with people very well.

· All right. Now Mr Kufenko, I’m quite prepared to offer you a job with us. You have excellent references from your previous job. What do you find a fair salary?
· Well, $2,000.

· I think we’ll begin from $1,500 for the probationary period and if you do well we’ll review it by the end of three months. Hours are from nine to five thirty with an hour for lunch and a fortnight’s holiday. Does that suit you? Any questions?

· What about travel: length, where?

· Mostly to France for not longer than a month.

· OK. When do you want me to start, sir?

· In a week, if possible.

· Yes, certainly. Thank you very much. Good-bye.

· Good-bye.
· SPEAKING
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  A. Work in pairs. Ask each other these questions and try to answer them as fully as possible.

B. Role-play this situation. The managing Director of some British company is interviewing a candidate for the position a Personal Assistant.

3C. TEAM BUILDING
· STARTING UP

A. Do you prefer to work alone or in a team? What does it depend on?

B. What are the main advantages and disadvantages of working in a team?

C. Decide if the following statements are true or false for you.

1. I can take a right decision only if I have discussed various options with my colleagues.

2. I don’t like to discuss anything with others.

3. Discussion gives me energy and ideas.

4. I like practical solutions.

5. I don’t say a lot at meetings.

6. I’m a creative person when I work alone.

7. I care about other people’s feelings.

8. If somebody doesn’t like my decision it doesn’t matter.

D. What should you do to create a good team?
What qualities does a person need to be a good team player, in your opinion?

· VOCABULARY

A. Look at the following words and say 
1) which of them characterize a good team player; 
2) which of them characterize you best of all.

● motivated


● communicative

● honest



● clever

● confident


● energetic

● charismatic


● punctual

● reliable



● helpful

● proud



● disciplined

B. Match these words with their definitions.

	1. charismatic



	a) can be trusted to behave well, work hard and do what is expected



	2. reliable


	b) enthusiastic and determined to achieve success



	3. disciplined

	c) has a strong personal quality that makes other people like him and be attracted to him



	4. honest

        
	d) well-organized and following rules or standards



	5. motivated
        
	e) does not tell lies or cheat people, obeys the law




C. Match the prefixes of the words to their meanings.

1. mismanage
a) not

b) do badly
c) former
2. dishonest
a) very

b) former
c) not
3. ex-boss

a) opposite
b) former
c) after
4. irresponsible
a) again

b) not

c) against
5. pro-European
a) opposite
b) in favour of
c) before
6. reconsider
a) again

b) former
c) after

D. Insert the words from Exercise C into the following sentences.

1. He is a very …........ man, we cannot trust him this work.

2. This company is definitely …........ according to its policy aimed at European countries.

3. They …........ the firm that’s why it always suffers losses.

4. Their …...... is Mr Richardson who rn the company for ten years.

5. This Sales Manager is so …...., he doesn’t cope with his work properly.

6. We must …...... our previous decision because the situation has changed.

· READING
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  A. Do you agree that it is possible to make the best decision only in a team? Is it always so?

B. Read the article and say what the key to success is.

The key to success

A good team player has the key to success. It is not necessary to be the cleverest and the most reliable person nowadays to make a good career. The most important thing is to be a good team player, to share your knowledge and skills with others and not to compete with them but to compete together against the commercial ‘enemy’. 

It’s not always easy to be a good team member and compromise your own views for the good of the company. You must believe in the power of the team and try to find your place within it. You must be honest both with yourself and with your team members. There can even have conflicts within the team but if this process is controlled it can do the company good. Research into high-performing teams shows that each member cares for the development of his team mates. This is key to the success of a team.

Over 70% of a manager’s time is spent in some form of group activity, often in meetings with others. Little time is spent in one-to-one discussions. On the whole group’s performance is more important than individual tasks. The most effective teams are able to solve difficult problems more easily than one person can. However, all teams must be managed by a capable person who understands that every team is unique and dynamic. Teams have their own patterns of behaviour and culture.

It is good to remember that despite culture most  team members have similar aims in life such as happiness and health, success, love etc.

Adapted from Benjarong Magazine, Thailand

C. Answer these questions.

1. What is important nowadays to make a career?

2. Must one compete in a team?

3. What is necessary to do to be a good team player?

4. What can most effective teams solve?

5. What do most team members have besides culture within a team?

D. Decide if these statements are true or false.

1. A good team player must compete with other team members.

2. It is important to be clever and honest nowadays to make a good team

player.

3. One can’t make a career if he/ she works alone.

4. Managers spend much time controlling team members.

5. Unlike individuals teams don’t have their patterns of behaviour.

6. Most team members have similar aims in life.

· LISTENING
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   A. Listen to the part of an interview with Janet Greenfield, an American specialist in Human Resources. What three main points for effective team building does Janet mention? (3.3)

B. Write key words which refer to the following headings:

corporate culture, expectations, contributions

C. Which of the points that Janet Greenfield mentions in the interview do you agree/ disagree with? Why?

· SPEAKING

A. Role-play the situation. One of you is for working in a team, another one is for working alone. Name at least three reasons to persuade your partner that you are right.

B. Role-play the situation. You are a manager of the advertising department of a large British company. You must interview members of your department to find out if they can make a good team.

Useful Language

What are your strengths?

What are your weaknesses?

How can you describe yourself?

How would other team members describe you?

If you think you are right and others don’t agree with you, will you stick to your point or try to compromise?

Are you ready to share your knowledge with other team members?

What must you do to create a successful team?

3D. LEADERSHIP
· STARTING UP

A. Is making a career important to you?

B. Look at the following factors and say which of them are important for making a career, in your opinion?

to be ambitious, to have a career plan, to have interpersonal skills, to work for one company during your career, to work for different companies, to work for yourself, to be a good team player, to have career opportunities
C. Decide if these statements are true or false.
1. Good education is necessary for making a career.

2. The main thing nowadays is health not a career.

3. One can earn much money but be unhappy at the same time.

4. Happiness is a good job.

5. Life is a waste of time if you haven’t made a career.

6. Making a fortune is everything that matters.

· VOCABULARY

A. Complete these sentences with the following verbs.

make, take, have, decide, offer

1. If you work in a large company you …....... wonderful career opportunities.

2. People sometimes …....... on a career plan when they are small children.

3. If you feel tired and need a rest you must ….......... a career break.

4. Does your company …........ good career opportunities?

5. A person can …......... a career move whenever he feels that it is possible.

B. Complete the sentences with the necessary form of these words.

be in charge, be responsible, deal, look, make sure

1. This is my Personal Assistant. He …........after my paper work.

2. This person …........... of the Marketing Department. If you have any questions address him.

3. Alexander Smith …......... with the problems of our staff.

4. John Fowl ….......... for the work with our clients.

5. You must …............ that your department works well.

C. Match the words in exercise B with prepositions.

1. to be responsible

a) of

2. to be in charge

b) with

3. to make sure


c) for

4. to deal


d) after

5. to look


e) that

· SPEAKING
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   A. In groups think of the final step of the career ladder.

B. Discuss the following questions.

1. Do you consider being a leader as the final step of the career ladder or not?

2. Do you remember any famous leaders – directors of companies?

3. Is it difficult to be a leader? Does it depend on your traits of character?

4. What qualities must a person have to be a leader of the company?

5. Do these qualities depend on whether a person’s a man or a woman?

6. Do you know any bad leaders? What characterizes them?

7. Can you make a career without being a leader?

8. Would you like to be a leader?

C. In pairs decide on five qualities that make a good leader and a bad one.

· VOCABULARY

A. Which of the following adjectives would you use to describe a good leader?

decisive





energetic

 charismatic




 quick-tempered

 cautious




 even-tempered

 open-minded




 kind

 strong-willed




 lazy

weak-willed




 informal

 aggressive




intelligent
B. Match the adjectives with their definitions.

	1. strong-willed

	a) relaxed and friendly



	2. even-tempered
	b) good at thinking clearly and quickly, at understanding difficult ideas and subjects and at gaining and using knowledge



	3. decisive
	c) careful to avoid problems or danger

	
	

	4. informal
	d) determined to do something he wants



	5. cautious
	e) not often angry or upset



	intelligent
	f) able to make choices and decide what to do quickly and confidently


C. Complete the sentences with the adjectives from Exercise B.
1. The meeting was …........., that’s why everybody was wearing casual clothes.

2. Our ex-boss was so …....... that we didn’t have any problems at all.

3. Our company needs an …........... person who will be able to understand difficult situations and find solutions quickly.

4. You make you decisions so quickly, I understand that you are a …....... person but that even frightens me a bit.

5. Can you say that you are …..........? Do you always do what you want?

6. Our manager seldom becomes angry or upset so everyone calls him  .......... .
· LISTENING
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   A. Listen to the part of an interview of Max Landsberg who is a partner at Heidrick and Struggles, the international executive search consultants. What three large qualities do leaders of large companies usually have? (3.4)

B. Do you think that these qualities characterize only leaders of large companies or are they common for all leaders no matter how large a company is.

· READING
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  A. What do you know about the Swatch watch and the leader of the company producing these watches? 

Read the article and compare your facts with those given in the text.

Time is money
The founder and the President of SMH is Nicolas Hayek. SMH is a Swiss watch manufacturer with its head office in Zurich, Switzerland, and a large modern factory in Granges, France. It employs 14,000 people. There are twelve companies in the group including Tissot, Omega and Swatch.
The company’s most famous product is the Swatch watch. The Swatch has a quartz mechanism but only fifty-one parts. A new collection comes out twice a year with forty new designs. SMH sells ten million Swatch watches a year.
The factory in Granges is open twenty-four hours a day, with a daily production of 35,000 watches. Created in 1983, the company makes large profits every year, but a Swatch watch still only costs $40, the same price as in 1983.
Nicolas Hayek is now sixty-five, but he has no plans to retire. One day he hopes to produce the Swatch car, a revolutionary automobile for the future generations. But it’s not “all work and no play” for Mr Hayek. In his free time he plays a lot of tennis, sometimes with his friend Jean-Paul Belmondo, the French actor. The company has been prospering for so many years mostly thanks to Hayek’s personal qualities and his belief that all dreams can come true It is only necessary to work hard and be confident of yourself and the people you are working with.

B. Say if these sentences are true or false.
1. The head office of the company is in Munich, Germany.

2. Swatch and Omega are daughter companies.

3. There are ten new designs of Swatch watches a year.

4. The company sells 35,000 Swatch watches a year.

5. The Swatch factory never closes.

6. The price of a Swatch watch is the same as in 1983.

7. The President of the company wants to produce a Swatch car.

8. Mr Hayek is going to retire as he is tired of his work and fame.

C. Complete the questions and answers.

1. …...... SMH a Swiss company? …....., it....... . Its collection …. out twice a year.

2. …...... Swatch make cars? …....., it …....... . It makes watches.

3. …...... the head office in Basle? …......, it........ . It …... in Zurich.

4. …....... there fourteen companies in the group? …......, there …... .There …..... twelve.

5. …...... a new collection come once a year? …......, it …. .

6. ….... the factory open 24 hours a day? …......, it …. .

7. …....... Nicolas Hayek plan to retire? …......, he …....... .

8. …........ Mr Hayek believe that all dreams can come true? …......., he.......... .

· SPEAKING
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   A. Work in pairs. Find the information about modern famous leaders of large companies. Tell each other about these people and their companies and ask clarifying questions, e.g.

Did you say Mr......... headed the company in........?

B. Role-play the situation. You are the leader of the company which has  force majeure circumstances (e.g. delivered goods are damaged). You must decide with you partners what to do.

UNIT 4

TRAVEL

4 A. TRAVEL ARRANGEMENTS
· STARTING UP
● How often do you travel? Where do you like to go? Do you ever travel on business?

● When you travel, which of the following do you like or not like? Make sentences as in the examples.

	I love meeting new people.

I like eating new food.

I don't mind packing.

I don't like flying.

I hate checking in.


	• checking in

• waiting for luggage

• going through security checks

• speaking a foreign language

• packing suitcases

• being away from home

• travelling to the airport / station

• meeting new people

• flying

• eating new food


· LISTENING
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   Listen to extracts 1 - 8. Where (a-e) can travellers hear or say these things?

	a) in a taxi

b) at an airport
c) at a railway station

d) at a hotel

e) on a plane
	1) ….

2) ….

3) ….

4) ….

5) ….
	6) ….

7) ….

8) ….



	· READING
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  A. Read this conversation
Tessa's secretary is phoning a travel agency.

CLERK: Hello. Can I help you?

PENNY: Oh, good morning. My name is Penny Miles, from Knight and Day Advertising. I'd like some information about flights to Munich, please.

CLERK: When do you want to go there?

PENNY: I'm not going. My boss is. And she wants to leave on the fourth.

CLERK: At what time of day?

PENNY: As early as possible.

CLERK: Can you hold for a moment?

PENNY: Yes...
CLERK: ... Let's see. There's a British Airway flight from London Heathrow at eight fifteen.

PENNY: Quarter past eight. I see. And there's nothing earlier than that?

CLERK: No, that's the first flight.

PENNY: I see. When does it arrive?

CLERK: At eleven am.

PENNY: Eleven o'clock exactly?

CLERK: Yes.

PENNY: It's an hour later in Munich, isn't it?

   CLERK:  Uh….I think so. 

  Let me see. Yes.
	


B. Read this conversation between a clerk in a travel agency and a customer. Look at what the clerk says (1-6). Put the customer's part (a-f) in the right order.

1. Good afternoon. Universal Travel. Can I help you?

2.I see. When do you want to travel?

3. In the morning or in the afternoon?

 4. There's an Alitalia flight from Heathrow at six twenty-five in the morning.

 5. At eight fifty. That's local time - an hour ahead of us.

6. There's a flight from Rome to London at seven twenty in the evening, that arrives in London at five to nine.

a) OK. I'd like one seat on that flight, please, in business class. When's the last flight from Rome to London the same day?_______

b) What time does it arrive in Rome?______
c) on 6th June______.

d)  In the morning. I have a meeting in Rome at 12.00_______.

e)  Yes. I'd like to inquire about I flights to Rome.        (1)
f)  Good. I’ll come back on that flight._________

· VOCABULARY

A. People often do these things when they travel. Match the verbs (1-10) with the correct phrases (a-e). Put actions 1 to 10 into order 
Example: 1. buy a ticket; 2. book a hotel room
	1. buy

2. confirm

3. collect

4. go through

5. queue
	a) security

b) a ticket

c) at the check -in

d) their flight

e) their luggage
	6. watch

7. take

8. book

9. do

10.  check in


	a) a hotel room

b) some shopping

c) at the hotel

d) an in-flight movie

e) a bus or taxi


B. Cross out the word that has no partner.

	to make

to change 
to do

to confirm            
	a reservation
	      to book   


	a room

your ticket

a flight

your luggage

	to queue

to reserve

to buy

to check
	a ticket
	    to check in
	at an airport

at a hotel

at reception

a platform


C. Complete the sentences with words from the box.

	at(3)         by(2)       for       from(2)       off       on       to(5)


1.  A lot of my colleagues go to work ...by... car.

2.  I go to the office… foot. It takes me 35 minutes.

3.  Sometimes, I go… bus. That takes me about 20 minutes.

4.  I get… the bus at the City Park, then I walk… the office.

5.  I start work… 9:00, but I like to arrive… the office early.

6.  How long does it take to get… here… your office?

7.  The plane arrives… 2:20.

8.  It's a great airport. You never wait very long… your luggage.

9.  Passengers for flight BA784… Rome, please go… Gate 36.

10.  Could you book me a room… 30 August.. 3 September, please?

D. Translate into English.

По работе я часто езжу в командировки. Моя компания оплачивает расходы. Сперва я бронирую авиабилеты туда и обратно, затем резервирую номер в удобном для меня отеле, далее изучаю маршрут до места назначения и основные достопримечательности. Я знаю два иностранных языка – английский и итальянский, поэтому я не испытываю трудностей в общении с иностранцами. Я считаю, знание, по крайней мере, английского языка – это необходимость для современного высококвалифицированного специалиста. 
4 B. AT THE AIRPORT

· STARTING UP

Look at the international departures and arrivals boards and write the correct flight numbers.

	ARRIVALS
	DEPARTURES

	EXPECTED

GR2 Melbourn                              Cancelled
QF2 Singapore                           23.00  Landed
AC1 Bijing                                 23.00 Delayed
KL3 Colombo                            23.45  Landed
GU1 Jakarta                               00.10
SA4 Perth                                   02.45
	KL2 Kuala Lumpur         
17.00 Delayed
GU2 Jakarta                     
19.00 Delayed
AC3 Canton                 
20.00 Boarding Gate 46
AC2 Bijing                          
 Cancelled
CP3 Hong Kong           
22.20 Boarding Gate 53 
QF1 Sydney                  
21.00 Wait in lounge 
SA3 Perth                      
22.00 Wait in lounge




1. Find a flight from Singapore.     QF2
2. Find a flight that is going to be late.  ______

3. Find a flight boarding at gate 46.  ______

4. Find a flight that isn't leaving. ______


5. Find a flight that arrives at a quarter to three. ______
· READING
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  Read these airport announcements.

“Passengers for flight IB 714 to Madrid can now check in at desk D. Passengers can take only one piece of hand luggage on board the aircraft.”

“This is an important announcement for all passengers. Please keep your luggage with you at all times. Do not leave your luggage unattended at any time.”

“Would Miss К Crawford, a passenger arriving on Air France flight 309 from Paris, please contact Airport Information?”

“Would Herr Kernholz, last remaining passenger on Lufthansa/ flight 214 to Frankfurt, please go immediately to gate 35?”

[image: image70.png]‘First and final call for passengers
on KLM flight 409 to Colombo. Now

boarding at gate 25."




“British Airways apologise for the delay to passengers on flight BA 214. Please wait in the lounge and listen for further announcements.”

Are these statements true or false?

1 Herr Kernholz is late for his flight. (true)

2 There is a message for Kate Crawford.


3 You can put your bags anywhere and go to the bar.


4 The KLM flight leaves before the British Airways flight.


5 You can take a big suitcase onto the plane to Madrid.


· VOCABULARY

 Make pairs of opposites. Use a good dictionary to help you.

	1 to land  

2 to leave 

3 to get off 

4 to be delayed 

5 to catch 


	a) to arrive 

b) to be on time 

c) to take off

d) to miss 

e) to get on


· LISTENING
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    Listen to each part of the recording. Then answer these questions.

Part 1

1 What time is the next train to Manchester?
Part 2

2 Which flight is boarding at gate 23?
Part 3

3 What time does the train leave?
4 Which platform does it leave from?
Part 4

5 The passenger chooses a flight. What time does it leave?
6 When does the flight arrive?

7 What is the flight number?

8 Which terminal does it leave from?

· LANGUAGE FOCUS: CAN 
• We use can to say we are able to do something.

He can program a computer.

• We use can I or can we to ask permission.

Can I use the phone, please?

Yes, of course. / Sorry. I'm afraid it's for staff only.

• We also use can to talk about what is possible.

Can I fly direct from Moscow to Sydney?

No, you can't. You need to change.

A. Put this dialogue into the correct order.

    Paolo:   Hi, Judith.

    Judith: Well, I can't do Thursday, but Friday is OK.

1  Paolo:   Paolo Ranieri speaking.

2  Judith: Oh, hello, Paolo. This is Judith Preiss here.

    Paolo:  I'm sorry, Judith. I can't. But I can make Thursday or Friday.

    Judith: Paolo, I'm calling about that meeting. Can you make next Wednesday?

    Paolo:  Of course. I can pick you up from the station if you like.

    Judith: 10 o'clock's fine. Oh, and can I bring my colleague, Sabrina?

              You met her at the conference.

    Paolo: OK. Friday it is. Can we meet in the morning - say 10 o'clock?

    Judith: Great. See you on Friday. Bye.
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    B. Listen and check your answers. Then practise it with a partner.
C.  Look at the dialogue again .  Write questions beginning with CAN.

Can Judith and Paolo meet on Friday?
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 D. Work in pairs. Ask each other your questions. How much can you remember?

A. Can Paolo meet Judith on Wednesday? B. No, he can't.

· SPEAKING

[image: image74.png]


   Work in pairs. Role-play this situation. 

	Student A:
	Student B:

	You work at an overseas subsidiary. Student B works at head office; he/she contacts you about his/her visit next week. Use the notes to answer Student B's questions.

• take a taxi from the airport to the office?                     
Yes, but expensive.

Use airport bus.

Example: 

B. Can I take a taxi from the airport to the office?

A. Yes, but it's expensive. You can use the airport bus.
• smoke in the building?       
No

• get lunch in the cafeteria? 
Yes, but   long queues

• get secretarial help?          
 No

• use a computer?             
 Yes, in the afternoons
	Ask Student A for the following information:

• take a taxi from the airport to the office? 
Example: 

Can I take a taxi from the airport to the office?
• smoke in the building?

• get lunch in the cafeteria?

• get secretarial help?

• use a computer?


4 C.  A HOTEL  RESERVATION
· STARTING UP

Tick the facilities you expect to find in a business hotel.

fitness centre

reception desk

gift shop

restaurant

secretarial services

meeting rooms

childcare services

Internet connections
banquet rooms

swimming pool
· READING
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   C. This is a Guest Card of the Charing Cross Hotel in London. See if you can understand the information given in it and answer the questions.

1. Suppose you get up at 10.30. Can you have breakfast in the Betjeman Restaurant?

2. Can you call a doctor if you are staying at the Hotel and you are down with a flu?

3. Can you book air tickets from the hotel? Who will help you?

4. You would like to pay the hotel bill with Mastercharge cheques. Can you?

MEALS
The Betjeman Carving Restaurant is at your service from 12.00 hrs to 15J№ hrs and J7.30 hrs to 22.30 hrs (18.00 hrs to 42.00 hrs Sunday), Details are available from the menu display cases on the ground floor and outside the restaurant.

COCKTAIL BAR 
Situated on the lower ground floor, our Cocktail Bar serves drinks during normal licensing hours, except Sunday. Other beverages and food are also served outside licensing hours.

BREAKFAST SERVICE 
Guests are advised that breakfast is available each morning in the Betjeman Restaurant, 1st floor, between the hours of 7,30 am and 10. 15 am (8.00 am -10.30 am Sunday).
DOCTOR
Private medical attention can be arranged in an emergency by informing the Duty Manager.

EARLY MORNING CALL 
Can be arranged through the Porter, as can Newspapers.

THEATRE, TRAVEL AND SIGHTSEEING 
All tickets for these purposes will gladly be obtained for you by the Hall Porter.

LAUNDRY AND DRY CLEANING 
A 24 hour laundry and cleaning service can be arranged Monday to Friday with the Hall Porter.

CREDIT CARDS 
We accept the following cards in payment of accounts: American Express, Diners Club; Access, Eurocard, Barclaycard, Visa and MasterCard.

BREAKFAST SERVICE guests are advised that breakfast is available each morning in the Betjeman Restaurant, 1st floor, between the hours of 7,30 am and 10. 15 am (8.00 am - 10.30 am Sunday).
· VOCABULARY

A. Match the words on the left (1-8) with the words on the right (a-h) to make

word partnerships from the text.

1 voice                                                  a) centre

2 meeting                                              b) library

3 fitness                                                c) swimming pool

4 Internet                                              d) views

5 personal                                             e) mail

6 indoor                                                f) assistant

7 panoramic                                          g) room

8 video                                                  h) connection

B. Translate into English.
Конференц-залы в сети отелей City Plaza
Наши отель предлагает отлично оборудованные конференц-залы и залы заседаний, отвечающие всем вашим потребностям для ведения бизнеса, деловых переговоров и совещаний. Встречайте своих партнеров или проводите свои деловые встречи в наших комфортных корпоративных бизнес-залах. Наши конференц-залы расположены во всех крупных филиалах нашей сети отелей. В небольших городах отели Park Plaza также предлагают специальные комнаты для переговоров, которые идеально удовлетворят ваши потребности в деловых встречах. Наша команда отелей с удовольствием поможет вам в предоставлении вам необходимого оборудования для конференц-зала по вашему выбору.

Благодаря высококлассному обслуживанию клиентов наша команда будем следить за тем, чтобы ваши бизнес-встречи и мероприятия в каждом из наших отелей был запоминающимся. Если вас заинтересовало данное предложение или вы находитесь в поиске места проведения коротких встреч или конференций – спрашивайте о наших корпоративных конференц-залах. У нас также есть отличные бонусные программы и специальные предложения для расселения ваших гостей и сотрудников с целью проведения конференций и совещаний.
· LANGUAGE FOCUS: THERE IS / THERE ARE 
We often use there is / there are before a / an or some / any.

There is an indoor swimming pool.

There are three restaurants.

There aren't any shops in the area.

Are there any meeting rooms in the hotel?

Yes, there are. / No, there aren't.

A. Put the words in the right order to make questions.
Example: Are there any people at the conference?

1. is/ some /chocolate cake/there/in the fridge/? _________________________________________________?
2. is/ in/ there/ ice-cream/ vanilla/ your café/?  _________________________________________________?
3. there /books/are/interesting/shelf/on the/? _________________________________________________?
4. pictures/are/in/any/your/office/there/?  _________________________________________________?
5. colleagues /the /at /are/there/any/conference/? _________________________________________________?
6. a/on/this/street/is/bus stop/there/? _________________________________________________?
B.  Complete the sentences with the correct form (+, - , ?) of there is or there are.

1. …….a very long queue at the ticket office.

2.   ..……. any charter flights to Munich this week.
3.  …………a small problem with your booking, madam.

4.  I think…………… two direct flights a day.

5.  It's an excellent hotel, but ……………a swimming pool.

C. Ask questions to the words in italics.
1. There's a nice project about improvement of the ecological situation in our region.   

2. There are 20 people from marketing department at the meeting. 

3. There are some new photocopiers in our office.

 4. There are lots of  people on the road in the rush hour. 

5. There are no drawbacks in my presentation. 

D.  Correct the mistakes in these sentences.

1. There are a lot of milk in the bottle.
2. There are some new film on at the cinema.

3. There is no computers in the room.

4. There is much people in the office.

5. There is a lot of good students in our class.

6. Are there in the table any documents?

7. What are there in the water?

8. There is a bag on the desk?

9. There is three factories in Beijing.

E. Complete the sentences with there or it. 

1. There's another flight at 10:15. It's a Lufthansa flight.
2. “Is….. a gift shop?” “Yes, madam ……… 's on the first floor.”

3.  ……. 's too late. ……..'s nobody at the office.
4.  I know the Astoria. ……….'s an excellent hotel. And ………….'s very near the airport.
5. ……….. 's Internet access in each room, and ………..'s free.
6.  Szeged? I just know ………..'s a city in Hungary. But what kind of place is ……………. ? Is …………… anywhere to go in the evening?
· SPEAKING

[image: image76.png]


    A. Work in pairs. Role-play this situation.

	Student A:
	Student B:


	You have a new job in a city abroad. 
Ask about these items.

Is there an international school?

• international school

• golf courses

• luxury hotels

• cinemas and museums

• good transport system

• good health service

• swimming pools

• universities

• night clubs

	You live in the city. 
Student A has a new job there. Use the notes to answer
Student A's questions.

• international school? 
Yes, a good one.

Example: A. Is there an international school?

B. Yes, there's a good one.

• golf courses?           
Yes, but very expensive.

• luxury hotels?                               No

• cinemas and museums?    
Yes, a good choice

• good transport system?                Yes

• good health service?    
No, not enough hospitals

• swimming pools?                         Yes
• universities?
                            No
• nightclubs?                                   Yes


4 D. CROSS-CULTURAL ASPECTS AND DINING ETIQUETTE
· STARTING UP

Quiz
Do you have good cross-cultural skills?

When you meet someone for the first time, what should you do?
 True (T) or false (F)?
	a.  It's usual to shake hands the first time you meet a British colleague     (T)
b.  It's not a good idea to call German colleagues by their first names at work.

c.  When a Japanese business person gives you his/her business card,

  it's polite to say thank you and put it in your pocket. 

d.  In the Mediterranean, embrace colleagues when you meet them.

e.  Take off your shoes when you visit someone's house in Poland. 

f. In Saudi Arabia it is rude to refuse a cup of coffee. 

g.  In the UK, ask about your host's family when you meet for the first time.

h. In Asian countries, it is rude to look people in the eyes.

i. British people like to talk about their salaries.
j.  When you visit Poland, your host gives you flowers at the airport.


· READING
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  A. Before you read, work in pairs and discuss these questions:
1 Would you like to live or work in a foreign country? Why / Why not?

2 What do you think are the cultural differences between the Japanese a British?

B. Read the article about Japanese people in Britain. 
Made in Japan, Sold on Britain

54,400 Japanese live in Britain: 12,000 are business people, 5,800 are students, most of the rest are their families. The Japanese like Britain. They find it strange, but they like it.

Masami Sato, one of only 70 “office ladies” - junior women managers - in Britain, is happy. She says, “most things are better here than in Tokyo - there are so many parks and green fields”.

As an office lady, she cannot be promoted above her present junior managerial position, but she thinks the UK is less male- dominated than Japan. She is in London as part of a scheme to give office ladies overseas experience (they are allowed to go to 10 cities considered safe - none of them are in the United States), and she does not want to go back to Tokyo when the time comes next year.

“When I go back to Japan, 1 have to live with my family,” she says. “There are few amusements and we can't be relaxed because all Japanese are very busy.”

The Japanese appreciate the space, the more relaxed atmosphere and the longer holidays, but they also experience some difficulties: the most obvious is the language. Mr Kojima has lived in Wales for two years, and still has problems. “The language is very difficult, but the staff are very experienced at explaining to the Japanese,” he says. “I can understand the explanations, but I can't understand when they talk to each other.”

Besides the language, there are also cultural differences which can make life difficult. Banker Kaoru Itoh says “the British like arguments, the Japanese don't. They dislike raising the opposite opinion. In Japan everyone respects the opinion of the majority.”

C.  Answer the questions.

1. How many Japanese work in Britain?

2. What is Masami Sato's job title?

3. Does Masami Sato like living and working in London? Why/Why not?

4. Why is she working in London?

5. What are her job opportunities in London?

6. When is she going home?
7. Does she want to go home? Why / Why not?

8. In what way is life in Britain difficult for Japanese?
9. Describe one cultural difference between Japanese and British people.

· VOCABULARY

A. In your country, do business people usually:

1. have business breakfasts?

2. entertain businesspeople at home?

3. entertain businesspeople at the weekend?

B.  Match the typical dishes (1-8) to the adjectives (a-h). Then make sentences.

Example: Curry is an Indian dish.

	1 curry

2 snails

3 sushi

4 spaghetti

5 goulash

6 hamburger

7 paella

8 sweet-and-sour chicken
9 Haggis
	a) American

b) Italian

c) Indian

d) French

e) Hungarian

f) Chinese
g) Scottish
h) Japanese

i) Spanish



What other typical dishes do you know?

C.  Translate into English.

Утро любого нормального человека начинается с завтрака. И вот идет неизбежная дилемма - что конкретно есть? Кто-то пьет кофе с бутербродами, кто-то обожает яичницу или мюсли. 
В каждой стране традиции завтрака. 

Например, в Японии люди связывают завтрак с восходом солнца, поэтому первое блюдо на завтрак подается с супом на основе рыбного бульона, второе блюдо на завтрак – обычно жареная рыба или морепродукты. 
В Китае почитают рис и лапшу. Утренние блюда подаются вместе с многочисленными приправами и соевым соусом.
В Турции принято начинать утро с простых и полезных продуктов. Это может быть хлеб, сыр, оливки, помидоры, вареные яйца. Но самым важным элементом турецкого завтрака является мед. 
В Великобритании завтрак иногда называют английским бранчем. На самом деле, это набор тяжелых и жирных блюд, которые подаются многочисленным туристам в Англии. Гостям предлагается попробовать жареный бекон, яичницу и тосты с маслом. По-настоящему английский и традиционный ежедневный завтрак включает в себя знаменитую овсянку, яйцо вкрутую, а также напиток - сок, кофе или чай.
Америка - страна с высоким уровнем жизни, поэтому здесь популярен фаст-фуд. Чаще всего здесь завтрак состоит из гамбургера или булочки, пончика с начинкой и чашки кофе.

· LANGUAGE FOCUS : SOME / ANY
• We use some in positive statements.

There are some very good restaurants in the city centre.
There are some good benefits in this hotel.
• We also use some when we offer things and ask for things.

Would you like some more coffee? 
Can I have some tea, please?
• We use any in most questions.

Do you have any beef?
Are there any rooms left?
• We also use any in negative statements.

We haven't got any beef today.
There aren’t any reservations for today.
A. Read this dialogue about choosing a restaurant. Underline the correct words to complete it.

Mina             There are  some / any  good restaurants in the centre.

Ivan              Yes, but there isn't   some / any   parking. We could go to the Texas Steakhouse near the airport.

Mina             Do they serve   some /any   vegetarian dishes?

Ivan               I don't think so. How about the Marina? They do   some / any   great fish dishes, and they have    some / any    vegetarian starters, too.
Mina             Good  idea. I'll see if they've got a table for 9 o'clock.

· LISTENING
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   A. A man and a woman are ordering a meal in a restaurant. Listen and write M for man and W for woman.

	1. Starter
	salad
	
	snails
	
	soup
	W



	2. Main    course
	spaghetti
	
	paella
	
	sushi
	

	3. Dessert
	ice cream
	
	fruit
	
	apple pie
	


B. Put this dialogue into the correct order.

a) You should try the roast duck. It's delicious.

b) No, thanks. I'm full.

c) Would you like a starter?                                                          (1)

d) Right. I'll get the bill.

e) I'd like the soup, please.

f) Would you like a dessert?

g) What do you recommend for the main course?

h) Thanks very much. That was a lovely meal. I really enjoyed it.

Listen and check your answers.

· LANGUAGE FOCUS : COUNTABLE / UNCOUNTABLE




NOUNS
• Most nouns in English are countable. We can put a / an before them, and they have a plural form.

tables, meals, restaurants, women

• Some nouns are usually uncountable and so are usually singular.

water, tea, sugar, milk, bread

• A lot of, many and much mean “a large quantity or number of something”.

• We use a lot of in all types of sentences.

There aren't a lot of flights at the weekend.

• We use many with countable nouns.

How many people are coming to the conference?

• We use much with uncountable nouns.

Can you pay? I haven't got much money.
Correct the mistakes in these sentences. Use a lot of, many or much.

1. They don't have much vegetarian dishes here. 
2. How many does it cost?

3. The restaurant hasn't got much tables left.

4. I don't have many time at the moment.

5. I drink much coffee.

6. There aren't much hotels in the city centre.

7. It costs much money.

8. I don't want many spaghetti. There's ice cream for dessert.
9. There isn’t many bread left.

10. This hotel offers much conference rooms.

11. I haven’t got many news for you.

12. There are lot of business facilities here.
· LISTENING
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  A. You are in a restaurant. Match what you think (1-7) to what you should say (a-g).

	You think
	You say



	1 I want a steak. 

2 The fish is good. 

3 What is the best dish? 

4 I need to pay. 

5 I don't eat meat. 

6 I want to choose some wine. 

7 I'm not ready to order yet.

	a) Can I have the bill, please? 

b) Are there any vegetarian dishes?

c) I'd like the steak, please. 

d) I need a few more minutes. 

e) Can I have the wine list, please?

f) What do you recommend?

g) I recommend the fish.


B.  Listen to a waiter in a restaurant. Use responses from the “You say” column to reply.

You hear: Are you ready to order?
You say: I need a few more minutes.

· SPEAKING
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   CASE STUDY

Background
The Pacific Hotel is in Sydney, Australia. 
Twelve people want to book rooms for next week.

Ground  floor                                          
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Guests have the following room requirements:
· Anna and three friends aged 50-70. They want two double rooms. They can pay A$240 for each room.

· Mr and Mrs Schmidt. They are just married. They can pay A$280.

· Mr Jensen and his son. The son is in a wheelchair. They can pay A$280.

· Mr Wang is a writer and wants a quiet room. He can payA$180.

· Madame Berger and her rich friend. They want a sunny room with a lovely view. Price is not important.

· Ms Steele, a businesswoman, wants a large, quiet room. Price is not. important.

A. Work in pairs. You are the Hotel Manager and the Assistant Manager. Decide which room(s) you can offer each guest.

We can offer Anna rooms 1 and 7. 
We can't use room 1, it's occupied.

B.  Now work in groups of four. Compare your ideas.

List of business idioms
Basket case – a company or a person who is in such bad condition that they are beyond help.
Bean counter - a person, such as an accountant or financial officer, who is concerned with quantification.
Belly up - bankrupt; dead (like a dead fish that floats belly up).
Empty suit - someone who is high up in a company due to unfair hiring practices, such as nepotism, and doesn’t really do anything for the company, someone who is not particularly good at their job.
Fast track a project - to make a project a high priority; to speed up the time frame of a project. 

Foot in the door - an introduction or way in to something; a first step in working toward a goal.
Get the boot - to be dismissed.
Ideas hamster – a person with a creative, inventive mind who is constantly churning out new ideas.
Rat race - a fierce struggle for success, especially in one’s career or business.
Seagull Manager - someone who is brought to in a company to deal with a problem or make changes, achieves nothing, annoys everyone and then leaves.
Shape up or ship out! -  improve your behavior or leave; if you don't improve your performance, you're going to get fired. 

White knight - a "friendly investor", it’s may be a corporation or an individual that acquires a corporation(s) at a fair consideration during a period in which the corporation acquired (target corporation) is facing a hostile acquisition from another potential acquirer (black knight).

ЗАКЛЮЧЕНИЕ 

Знание делового иностранного языка является неотъемлемой частью профессиональной деятельности современного специалиста, который контактирует с зарубежными коллегами, проводит переговоры на иностранном языке, взаимодействует с иностранными компаниями. В этой связи знание зарубежной культуры, основ делового общения является острой необходимостью.
Авторы данного пособия попытались соединить основы бизнеса и овладение английским языком, включив современный аутентичный материал. 
Представленный в пособии грамматический материал способствует формированию коммуникативно-познавательной компетенции обучаемых в наиболее распространенных ситуациях деловой сферы общения во всех видах речевой деятельности.

Темы пособия нацелены на:

-  расширение лексического запаса;

-  закрепление грамматического материала;

- развитие умений устанавливать и поддерживать контакт в устной форме с деловыми партнерами и собеседниками, проходить собеседование для устройства на работу, сообщать, запрашивать, информацию в зависимости от задач общения; 

- развитие умений устанавливать и поддерживать контакт в письменной форме – написание резюме, аннотации, ведение деловой переписки и документации и т.д.; 

- развитие и совершенствование всех видов чтения оригинальной литературы разных жанров; 

- развитие и совершенствование умения понимать информацию аудиотекста по заданной тематике, осуществлять смысловую обработку поступающей информации в зависимости от целевой установки; 

- формирование умений самостоятельной работы по овладению деловым английским языком. 
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Name: Jane Peterson


Age: 21


Current Employment: Clothes designer


Work experience :( 2009-2010) Shop assistant in Old Navy


Skills: Student in the school of Architecture, advanced IT Skills, hard working and patient


Type of job required: full-time job





Name: Eliza Roberts


Age: 26


Current Employment: Shop Assistant


Work experience :( 2007-2009) Waitress in Delicious, (2009-2012) Shop Assistant in Gap


Skills: Spoken Spanish, basic IT skills, good team worker.


Type of job required: part-time job





Name: Peter Sanders


Age: 32


Current Employment: Vet


Work experience :( 2000-2005) Zoo keeper, (2006-2010) Dog food tester in Cans, (2010-2012) Vet in Catdog


Skills: Qualified in first aids, basic Spanish knowledge, very patient.


Type of job required: full-time job





Name: Richard Jameson


Age: 41


Current Employment: Unemployed


Work experience:( 1990-2000) guitarist in The Moon band, (2000-2008). (2008-2011) Salesman in The Music House


Skills: Advanced musical knowledge, hard working


Type of job required: full-time job
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Welcome to the


CHARING CROSS HOTEL





Strand, London WC2N 5HX


Telephone: 01-839 7282.


Telex: 261101


Room number …..


Departure Date…….


Please carry this card at all times and show it each time you collect your key











