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Lesson 1 LIVING ABROAD.  

1.1. About business: Working abroad. 

1.2. Vocabulary: Living abroad. 

1.3. Grammar: Present simple and prepositions of time. 

Objectives: • To develop students’ skills communication skills  

• To develop students’ vocabulary around the topic of human migration  

• To help students understand some of the issues regarding human migration  

Level: Intermediate +  

Introduction: This lesson plan explores some of the issues associated with cultural and 

environmental adjustments and looks at some of ways in which these have impacted on the lives 

of migrants in different cities and countries.  

Procedure  

• To introduce the topic migration start by asking students a few questions:  

• Have you ever been abroad?  

• Would you like to live and work in another country? Why/why not?  

• Do you know anyone who lives in another country?  

• Why do people decide to live and work abroad?  

• Where would you go if you decided to move to another country? Why?  

• Encourage students to share their ideas and experiences.  

Tip: This is a good time to listen to students and see what range of vocabulary they produce and 

where any gaps in their knowledge may be.  

Discussion 

Look at the picturc above. What everyday problems do people w]-ro live abroad have? 

Reading and vocabulary:  Read the e{racts fuom an article on living abroad. Find the corlect 

heading for each extract. 

Test yourself: Present simple 

Read four descriptions of people's jobs. Write the correct form of the missing verbs into 

the text. Find the corred job for each text. 

Present simple: She works in London. permanent Situations: I usually get up at 7.00 am. 

routines and things we do regularly. 

The rules for these prepositions are given below. But many people think it is easier to just see if 

they sound right  rather than try to learn the rules, Use: . 

In With parts  of the day, months, seasons, years. On with dates. days of the week, special days 

At with religious festivals. hours of the clock. particular points in time  

Homework: to learn vocabulary, do exercises  and skim the text. 



Search for the keywords 
working abroad to see 
what jobs are on offer. 
Hold a class vote to 
choose the three most 
attractive jobs.

6  

1 Living abroad 
1.1 About business Working abroad

Discussion
1  Look at the people in the photos. They all work away from home. Read the quotes below 

and match them with the people.

1 I work abroad but I never stay in one country for very long. I install software systems and 
train people how to use them. I’m in Thailand at the moment and I’ll be here for another 
six months.

2 My university has links with engineering firms in Germany. As part of my degree I’m 
working for one of them in Hamburg.

3 I spend two months every year in India buying supplies for my jewellery business. At the 
moment I’m staying in Jodhpur.

4 I spend ten months every year working abroad. I never know where I’m going to be. It’s 
always in places where there are medical emergencies.

Have you ever lived or worked abroad? Do you know anyone who lives or works abroad? 
Compare your answers with a partner.

Collocations
2  You are going to read an article about how to get a job abroad. Before you read match a 

word on the left with a word on the right to make a collocation.

1 career a) process 5 degree e) letter
2 work b) language 6 cover f) an application 
3 foreign c) placement 7 short g) subject
4 application d) ladder 8 withdraw h) list

Reading for detail
3  Read the article and mark the sentences T (true) or F (false). Change any false sentences 

to make them true.

1 To have a successful career these days you need to have experience of working abroad.
2 A work placement abroad will help your application attract attention.
3 Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when looking 

for a job.
4 You need to check that your employers will recognise your degree subject.
5 CVs are more important than cover letters.
6 A cover letter in France may be studied by a specialist.
7 Sarah Hall withdrew her application for a job in Spain because she didn’t like the 

questions in her interview.
8 When working abroad you should behave in a similar way to those around you.

Listening and-note taking
4   1:01–1:04 Listen to the four people from 1 talking about their work experience abroad 

and complete the table.

name country how long likes

Kiki India 1) 2)

Anil Thailand 3) meeting people

Jean Marc 4) 5) working with children

Marika Germany 6) her local family

Listening for detail
5  Listen to the interviews again and answer the questions.

1 Who was in Venezuela last year?
2 Who hopes to get a good reference from their company?
3 Who found the food strange they first arrived? 
4 Who is going on holiday when their job is finished?
5 Who is staying in an expensive hotel?
6 Who has a lot of business contacts in the country where they are?

KIKI YI, 54, Hong Kong, 
jewellery retailer

ANIL BASU, 35, UK, 
software analyst

JEAN-MARC SABATIER, 
32, France, doctor

MARIKA LAANET, 22, 
Estonia, engineering 
undergraduate
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1.1 About business

Discussion
6  In small groups discuss the questions.

1 Which countries would you like and not like to go and work in?
2 What problems do you think people who work abroad have?
3 Do you think working abroad is essential for a successful career? Why / Why not?

IN today’s competitive job market, 
not spending time abroad can 
seriously damage your chances of 
climbing the career ladder. It is no 
surprise then that more and more 
graduates and professionals are 
looking for opportunities to live and 
work in a foreign country.

With record numbers of workers 
hoping to relocate, it is no longer 
enough to have done a work 
placement abroad or to speak 
a foreign language. “This is no 
longer something that makes you 
different,” says Nannette Ripmeester, 
director of Expertise in Labour 
Mobility. “It is something employers 
expect.”

But even if you are a strong 
candidate, the application 
process for foreign jobs is far 
from straightforward. The EU 
has introduced the Euro CV to 
standardise application procedures 
throughout Europe, but Ripmeester 
believes that a culturally adapted 
CV is better. ‘’What do I mean by 
that? For example, in the UK, it 
is customary to add hobbies and 
interests at the bottom of the page. 
In Italy however, that information is 
not necessary.”

When you write your CV it is 
also a good idea to check whether 
a photo is necessary and whether 
an English-language CV should 
be written in American or British 
English. Another point to think 
about is whether or not employers 
will recognise your degree subject, 
especially when you have studied 
a subject, such as Wireless Network 
Systems, which doesn’t necessarily 
translate into another language and 
culture. 

You also need to consider the 
cover letter, the first thing that an 
employer will read. Approaches 
differ from country to country: get 

the CV right but the cover letter 
wrong and you destroy your chances 
of getting short-listed for interview 
because the cover letter is the first 
thing that an employer will read. The 

British usually write long letters to 
draw attention to relevant sections 
on the CV, the Italians want one or 
two sentences and the French expect 
candidates to handwrite detailed 
letters which may be analysed by 
handwriting experts. 

When it comes to interviews, 
make sure you know about the 
work culture and understand the 
importance different countries place 
on language and speech.  For 
example, the French use 
short sentences and 
hate silence, while 
Scandinavians 
have a deep 
respect for 
pauses. You may 
think these points 
are not important but by 
not paying attention, you 
are showing that you do 
not respect the culture of the 
country you wish to work in. 

Making a mistake at the 
interview is something 
Sarah Hall knows all 
about. She is from 
Liverpool in the UK 
and has worked 
in Germany, 
Sweden and 
Spain. 

“My advice is be aware of ‘culture 
clash.’ In Britain there is usually 
a maximum of two interviews. In 
southern Europe they will call you 
back for a third or fourth interview. 
I lost a very good job in Spain when 
I thought they weren’t serious. I 
withdrew my application because 
they asked me to go for a fourth 
interview.  Looking back, I now 
realise they were doing as they 
always do. I behaved wrongly.”

“It’s important to show that you 
understand the working culture. 
Adapting a similar style of dress to 
your co-workers, eating the kind 
of food they eat, enjoying similar 
activities - these things help to win 
trust and respect.”

“Think of yourself as a 
cultural chameleon, mirror the 
kind of messages you get about 
communication and appearance. 
People like people who remind them 
of themselves, and nobody likes 
what they don’t understand.” ■
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1 Living abroad 
1.2 Vocabulary Living abroad

Discussion 
1  Look at the picture above. What everyday problems do people who live abroad have?

Reading and vocabulary
2  Read the extracts from an article on living abroad. Find the correct heading for each 

extract.

health    opening a bank account    mobile phones    accommodation 

3  Read the texts again and use the words in the boxes to fill in the spaces.

bills   notice   contract   deposit   apartment

credit cards   salary   overdraft

To open a bank account in another country you will need to show your passport, 
proof of earnings, proof of your address and residency. It is also likely that you will 
be expected to show proof that your monthly (6)  will be paid into this account. 
Remember that rules regarding banks are not the same in every country. You have to 
pay for an (7)  on your account in France, and the rules on (8)  can differ 
greatly, make sure you check before you sign up! 

Perhaps the most difficult thing to organize is where you are going to live. Your 
employer might help you find an (1)  or it might even be provided for you. The 
best advice is to start looking before you go. Use the Internet to look for places to rent 
and post your own advert on bulletin boards. It is important to view anywhere though 
before you sign a (2)  and give a large (3)  to a landlord. You also need 
to check whether or not the utility (4)  are included and how much (5)  
you need to give when you want to move out. Many people choose to live with a local 
family as a way to learn about the culture of the country they are in.

1

2
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 Further interactive vocabulary practice on the DVD-ROM 1.2 Vocabulary

Search for the keywords 
moving abroad advice 
to read more about 
what you need to 
do when moving to 
another country.

check-up   insurance scheme   national health service

top-ups   landline   contract   number

Listening for gist
4   1:05–1:08 These people are all living abroad. Listen to four conversations. Where is each 

person? What is he or she trying to do?

Listening for detail
5  Listen to the conversations again and answer the questions.

Conversation 1
1 What does Carmen want to do?
2 Which documents does Carmen need to show?

Conversation 2
3 How many bedrooms are there in the apartment?
4 How much is the rent?

Conversation 3
5 Does Mr Goodman have a European Health Insurance Card?
6 How tall is Mr Goodman?

Conversation 4
7 Why doesn’t Yuki want a phone with a contract?
8 How much free talking time does the phone have?

Giving advice
6  Look at the eight pieces of advice for people who are going to live abroad. For each set of four 

match the beginning with the correct ending.

1 You might have to pay two month’s rent a) for free with most banks.
2 When you move out of a flat  b) your landlord will check the inventory. 
3 You can have an overdraft  c) to withdraw money from a cash point. 
4 You can use your bank card from home d) as a deposit before you move into a flat. 

5 You need to be registered with a doctor e) broadband access in the area where you 
6 Most employers include medical insurance  live.
7 Using top-ups  f) means you don’t need to sign a contract 
8 You need to check that there is  for your mobile phone. 
  g) to get medical treatment.
   h) as part of their employment package.

Which pieces of advice are true for your country? Which are different? What other advice and 
information could you give? Compare your answers with a partner.

In many countries, the process of buying a mobile phone is straightforward: you choose the 
phone and the provider you want, you are then given a (12) . Italy is one exception, 
where you will need your national ID card and your tax code. When you don’t know how 
long you are planning to live in the country, many people choose prepaid packages that 
allow (13) . This means you can cut off the service when you want without worrying 
about being tied into a (14) . These days many providers also offer wireless Internet 
access meaning you won’t need to have a (15)  put into your flat or apartment. 

CARMEN, from 
Brazil, working for a 
pharmaceutical company 
in Auckland

PETRA AND CRIS, from 
Germany, working as 
architects in Nice

MR GOODMAN from 
the USA, working for 
Athens Bank in Greece

YUKI from Japan, working 
for an engineering 
company in Copenhagen

3 In most countries you have to pay for medical treatment. For trips of up to three months in 
Europe, the European Health Insurance Card may allow you to be treated for free by the 
(9)  of the country you are in. Your employer may have an (10)  that you can 
join or you might want to take out your own insurance policy. This will help you if you 
need to see a doctor while you are abroad. You may need to register with a doctor and you 
may also need to have a (11) . 

4
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1 Living abroad

Present simple
She works in London.
permanent situations
I usually get up at 7.00 
am.
routines and things we 
do regularly

 Grammar reference page 118

Prepositions of time
on 
weekdays
dates
special days
the weekend (US)

at 
the weekend (UK)
festivals
times

in 
months
seasons
parts of the day
years

dates
US English 
month/date/year
02/14/2010
UK English 
date/month/year 
14/02/2010

 Grammar reference page 119

1.3 Grammar Present simple and prepositions of time

Test yourself: Present simple

1  Read four descriptions of people’s jobs. Write the correct form of the missing verbs into 
the text. Find the correct job for each text.

computer programmer   architect   human resource manager   business student 

attend   enjoy   do   spend   like

1  
 There are only two of us in the department, so I (1)  a bit of everything! I 

(2)  a lot of long meetings – many of these are related to budgets and to 
company policy development and I (3)  them. I also (4)  a lot of time 
interviewing candidates for jobs. This is one of the areas of the job I (5)  the 
most. 

work   develop   create   spend   travel

2 
 My company (6)  educational software for primary school children. Usually 

I (7)  on maths projects but we also (8)  Spanish language learning 
programs. Sometimes I (9)  to Spain for meetings but I (10)  most of 
the time at a desk in my office.

buy   want   search   send   not have

3 
 I need to repay my student loan so I (11)  to find a job before the end of the 

year when my course finishes. Every day, I (12)  the Internet for suitable job 
vacancies and I (13)  the national and local newspapers to look at the job 
ads. I also (14)  my CV to companies I am interested in working for, even if 
they (15)  any vacancies at the moment.

not have   be x 2   work   meet   not like   think

4 
 Normally I (16)  on one or two projects over a three or four-year period. My 

latest project is a church and I (17)  very excited about it. The church 
(18)  very old and it (19)  enough light. I need to design some more 
windows. Every week I (20)  the Bishop to talk about the project. Sometimes 
he (21)  my ideas but other times he (22)  they’re great.    

1 
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Test yourself: Prepositions of time

2  Complete the text about Elspeth from Germany using prepositions of time from the Refresh 
your memory box.

I came to London about six months ago. I started my job as a wine buyer at Marks & 
Spencer (1)  February. To be exact, I started (2)  February 14th. Before coming 
here, I worked at a winery in South Africa and before that, (3) 2004, I was in New 
York State working as an au pair. No matter where I am in the world, I always phone my 
parents (4)  the weekend. I try to call them (5)  Sundays (6)  6 o’clock 
(7)  the evening. The other thing I try to do is go home for Christmas. I do like to 
spend time (8)  Christmas with my family. If you ever get the chance, you really 
should go to Germany (9)  December. The German Christmas markets are the best 
in the world.

Listening for detail
3   1:09–1:15 Listen to seven descriptions of national festivals and and write the date. 

1 Australia Day  5 April Fool’s Day
2 Boxing Day (UK) 6 Showa Day (Japan) 
3 Groundhog Day (USA & Canada)  7 Day of the Dead (Mexico)
4 Bastille Day (France)  

Listen again. What does each holiday celebrate? What happens?

4  Question forms 
Use the present simple to make questions for these answers.

1 
 From a small village in south-west France called Marsac. 
2 
 Usually at 9am but sometimes at about 8.45.
3 
 Languages? English and French quite fluently and also a bit of Chinese.
4 
 In a small apartment near the centre of town.
5 
 Usually by bus, but if the weather is really good I sometimes walk.
6 
 I usually go on holiday in June.
7 
 Sometimes in the company canteen, but more often I go to the café round the corner.

Work with a partner. Take it in turns to ask and answer the questions.

5  Discussion 
Work with a partner. Describe a local festival or custom either in your home town or the place 
where you are studying. Think about special food, clothes and typical activities that take place on 
this day.

1.3 Grammar Further interactive grammar practice on the DVD-ROM

11  

Work with a partner. 
Search for the keywords 
festivals in Japan or 
festivals in Mexico 
to read more about 
festivals in these 
countries. Tell your 
partner what happens 
on special days in these 
countries.
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Lesson 2:  LIVING ABROAD.  

1.4   Speaking: Making small talk. 

       1.5  Writing: Formal and informal emails. 

       1.6  Case study: Global Recruit. 

Objectives: - to talk about different kinds of written communication and to recognize common    

                      phrases used 

                   - to raise awareness of the differences between formal and informal language 

                    - to practice reading and recognizing grammatical, lexical and cohesive links 

Level: Intermediate +  

Procedure : Circulate while students are speaking. Without interrupting the activity, make a list 

of any mistakes in the target language for remedial work later. For example, note down the exact 

words that were used wrongly and write them on the board, but without identifying the student 

who said them. Get the class to correct the mistakes. When students have finished their 

presentations, display the organograms on a table or wall so that students can see the similarities 

and differences. Get students to explain why they chose the structure they did. 

Lesson overview: This email lesson plan is prepared for B1 students and contains many various 

exercises to make students learn about email forms, listen to some rules presented in a short 

video, learn some email vocabulary and practice writing emails. It looks at the structure of an 

email as well as distinguishes between formal and informal email style and language. 

Pre – class activities: Before classes, students should do two vocabulary tasks. First, they need 

to study a sample email and label parts of an email with correct words. Then, they move to the 

second task and this time they have to complete a short table. There is a list of greetings and 

closings usually used in emails. Students divide them into two groups: formal and informal. 

In – class activities: The in-class worksheet starts with discussion points thanks to which 

students will talk about various aspects connected with writing and receiving emails. Next, they 

move to a vocabulary task. It includes words from the video that B1 students might find difficult. 

There are such words as brief, vague, concise, multiple, etc. Students need to match them to 

their meanings. They watch the video and put rules connected with writing emails in order they 

hear them. After watching the video, students move to another short discussion about the ideas 

mentioned in the video. 

Moreover, there is a practical part of the worksheet which starts with a short exercise on 

matching informal verbs to their more formal equivalents. In the next task, students practice 

using them by rewrite sentences using the vocabulary from the previous task. The next exercise 

of this email lesson plan includes two emails (informal and formal) that contain some errors.  

Homework: to learn vocabulary, do exercises  and skim the text. 
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1 Living abroad
1.4 Speaking Making small talk

Discussion
1  Look at the tips for small talk below. What is small talk? Do you think the tips are useful?

Reading for detail
2  Read the article below about small talk to find:

1 three topics that you can make small talk about 
2 two topics that you can’t make small talk about
3 two tips for managing small talk. 

What is small talk?
Your company sends you to an important 
international conference in the USA. While you are 
travelling from the hotel to the conference centre you 
meet somebody who works for the Spanish division of 
your company for the fi rst time. The conversation that 
you have will probably be what we call small talk.

What do people make small talk about? 
There are certain safe topics that people usually 
make small talk about. The weather is probably 
the number one thing. Sometimes even friends and 
family members discuss the weather when they meet 
or start a conversation. Sports news is a common 
topic, especially if a local team is doing extremely 
well or badly. If there is something that you and the 

other speaker have in common, that may also be 
acceptable to talk about. For example, if the bus is 
extremely full and there are no seats available you 
might talk about reasons why. 

There are also some subjects that are not 
considered acceptable when making small talk. 
Personal information such as salaries or divorce are 
not talked about between people who do not know 
each other well. Negative comments about another 
person not involved in the conversation are also not 
acceptable: when you do not know a person well 
you cannot be sure who their friends are. It is also 
not wise to continue talking about an issue that the 
other person does not seem comfortable with or 
interested in. Lastly, avoid one word answers, and 
ask questions to show that you want to keep the 
conversation going. 

TECHNIQUE ONE

Always wear a Whatzit
What’s a Whatzit?
Some people have developed a clever technique that 
works well for social or corporate networking purposes. 
The technique requires no special skill on your part, 
only the courage to wear a Whatzit.
A Whatzit is anything unusual – a unique brooch, an 
interesting scarf, a strange tie, a funny hat. A Whatzit 
is any object that draws people’s attention so that they 
walk over and ask, ‘Uh, what’s that?’

TECHNIQUE TWO

Whoozat?
What to do when you haven’t got a Whatzit…
Like a politician, go to the host and say, ‘That man / 
woman over there looks interesting. Who is he / she?’ 
Then ask for an introduction.
-or-
Find out about the stranger’s job, interests or hobbies. 
The host might say, ‘Oh, that’s Joe Smith. I’m not sure 
what his job is, but I know he loves to ski.’ Aha, you’ve 
just been given the icebreaker you need. Now walk 
over to Joe Smith and say, ‘Hi, you’re Joe Smith, aren’t 
you? Susan was just telling me what a great skier you 
are. Where do you ski?’

talksmall
Tips for 
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Search for the keywords 
small talk to fi nd more 
tips. With a partner, list 
the three most useful 
tips.

 Interactive pronunciation practice on the DVD-ROM 1.4 Speaking

Listening for gist
3   1:16–1:18 Listen to three conversations where people are making small talk. For each 

conversation decide:

1 where the people are
2 what small talk topics they talk about
3 how many questions the speakers ask to keep the conversation going.

Listening for detail
4  Listen to the conversations again and write the questions that the speakers use.

Conversation 1 Conversation 2
 1    good weather? 4     visit there?
 2    go? 5    stay?
 3    enjoy it? 6    the Continental?

Conversation 3
 7      for work or on holiday?
 8   you do?
 9     your job?
 10     visit India?

Making small talk
5  Work with a partner. Choose one of the topics below to make small talk about. Student A 

should prepare some things to say about one of the topics, Student B should prepare a list of 
questions to keep the conversation going.

1 Your last weekend 4 What you’re doing after class
2 Your job/studies 5 The last time you went to a restaurant
3 Your journey to class today 6 The weather today

Beginning and ending small talk
6  Put the words in the correct order to make some useful phrases for beginning and ending 

small talk.

1 but Sorry have to go I now. 5 your was How weekend? 
2 meeting It’s nice been you. 6 Enjoy rest the of the conference. 
3 believe can’t how busy it I is.  7 to talking Nice you.
4 journey have you Did a good here? 8 It’s weather lovely today. 

Mark each phrase B (for beginning a conversation) or E (for ending a conversation).

Can you add any more?

7  Work in small groups. You are all at an international conference and it is the break between 
two presentations. You don’t know any of the other people in your group and so you need to 
make small talk. Student A turn to page 110. Student B turn to page 111. Student C turn to page 
112. Student D turn to page 113.
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1 Living abroad
1.5 Writing Formal and informal emails

Discussion
1  Work with a partner. Discuss the questions about emails.

1 How many emails do you write in a week?
2 Who do you write emails to?
3 Have you ever written a formal email?

Reading for detail
2  Read the email below and answer the questions.

1 Who is the email from? 
2 Who is the email to? 
3 What three things does the writer ask the reader to do?
4 Where is Ms Lee going?

Subject: Visit to Osaka Securities

Dear Mr Watanabe,
Thank you for your email received March 21. With regard to my visit next month I need to tell 
you that I will arrive at Osaka airport at 14.30 on Thursday 14th April. As this will be my first visit 
to Japan I would be very grateful if somebody could meet me at the airport. Also, would it be 
possible for you to make a reservation at a nearby hotel for me? I would really appreciate it. 
In addition, could you possibly send me a copy of the agenda for our meeting and a copy of your 
most recent sales figures.
Please accept my apologies but my colleague Ms Lee will not be able to join me on this visit as 
she is attending an investment conference in Singapore at the same time. 
I look forward to meeting you,
With best regards,
Lars Oluffson
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Informal language
3  Read another email and find informal phrases to match the phrases in bold in exercise 2.

Formal and informal language
4  In each set of four, match a formal word on the left with an informal word on the right.

1 inform a) come to 5 further  e) want
2 assistance b) help 6 grateful f) more
3 require c) tell 7 near future  g) happy
4 attend d) need 8 would like h) soon

5  Read Manuela’s email to Laura and write it as a formal email. Use the expressions from 2 and 
words from 4.

Writing
6  Write a formal reply to Manuela’s email. Use the information below:

• you are going to attend the conference
• you can not stay for all three days
• the sessions you want to go to are New design methods and The future of art
• ask Manuela to make a reservation at a hotel
• ask Manuela to organize a taxi to pick you up at the airport.

15  

Search for the keywords 
online etiquette to 
read more about how 
to write professional 
sounding emails

1.5 Writing Further interactive writing practice and model business documents on the DVD-ROM

Subject: Visit to Osaka Securities

Dear Haruki,
Thanks for your message. Re next month’s visit to Japan, I’m going to arrive at Osaka airport at 14.30 
on Thursday 14 April. This will be my first visit to Japan so can you send somebody to meet me at the 
airport please? Can you book a hotel for me near your offices too?
Also, can you please send me a copy of the agenda for our meeting and a copy of your most recent 
sales figures?
I’m sorry but my colleague Ms Lee won’t be able to come with me as she is going to an investment 
conference in Singapore at the same time.
See you next month,
All the best,
Lars

 Subject: Art and design conference

Dear Laura 
Thanks for your last message. 
I want to tell you about next month’s arts and design conference.  It is going to be held in Sao Paulo 
at the First Conference Centre from June 18 to 21. The agenda for the conference is attached. Can 
you have a look and choose the sessions that you want to come to?
Please also tell me if you need any extra help. I can book a hotel for you or arrange for somebody to 
meet you at the airport.
I will be very happy if you can let me know soon.
All the best,
Manuela Calo
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1 Living abroad
1.6 Case study Global Recruit

Discussion
1  Read the information below about Global Recruit. What are the advantages and 

disadvantages of using an organization like this to help you find a job?

Reading and discussion
2  Read the two job advertisements. Which job would you prefer? Why? 

Job WA / 926
Web Analyst in central Brazil. Brazilian MTM, Brazil’s 
largest on line clothes retailer, has an excellent opportunity for a senior 
web analyst.

The position includes analysing customer actions on our website, 
reporting on customer habits, maintaining and updating the website and 
managing a team of web analysts.

For the position you need to have knowledge of the following languages: 
ASP, PHP, Cold Fusion, Java or. Net, experience of working in the clothing 
industry, managerial experience and a basic knowledge of Portuguese.

The job is based in our offices in Rio de Janeiro. 

Global Recruit
Looking for a job abroad? 

Global Recruit may be able to help you. We work with 
a number of high-profi le organizations all around 
the world and fi nd the right candidate to fi ll their 
vacancies. Our job is to fi nd staff who have the right 
skills and qualifi cations for these companies. We 
arrange interviews and give advice and support on the 
location and the requirements of the jobs. We can also 
help with visas and other legal requirements. 

Job TC / 428 
CALL DUBAI, the Middle East’s leading mobile phone company, 
has an excellent opportunity for an experienced sales advisor in their retail 
unit in central Dubai.

The job will involve advising customers, processing customer orders, 
and dealing with queries and complaints.

Applicants for this position should have a minimum of a year’s sales 
experience within an international company, should have knowledge of 
mobile technology and experience of working with customers. Experience 
within an international company is a strong advantage, as is knowledge of 
English, French or Arabic.
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Search for the keywords 
work in Dubai or work 
in Brazil to read more 
about job opportunities 
in these countries. Try 
to fi nd a job you would 
like to do and tell your 
partner about it.

Reading for gist
3  The four candidates below were all short-listed for one or other of the positions. Scan the 

information and see if you can guess which position they applied for.

Listening for detail
4   1:19–1:22 Listen to the four people introducing themselves and fill in the missing 

information on their profiles.

Discussion
5  Work with a partner. Decide who is the best candidate for each job. Give reasons for your 

decisions.

Listening for detail
6   1:23 Dana is the Recruitment Manager and Heidi is an administrator at Global Recruit. 

Heidi is calling Dana about the references that she has for each of the candidates. Listen to the 
conversation and note down any problems that they find with the four candidates.

Discussion
7  Work with a partner. Discuss again who you think is the best candidate for each job. Has the 

information from the references changed your decisions?

 Further interactive problem-solving on the DVD-ROM 1.6 Case study

NAME: Tomas Visser

AGE: 25

QUALIFICATIONS: Business studies degree

WORK EXPERIENCE: (1)

LANGUAGES: English, Flemish, French

HOBBIES / INTERESTS: (2)

CURRENT POSITION: Currently unemployed

NAME: Panayota Mitropoulos

AGE: (3)

QUALIFICATIONS: Geography degree

WORK EXPERIENCE: (4)

LANGUAGES: English, French, German, Chinese

HOBBIES / INTERESTS: (5)

CURRENT POSITION: Works in family taverna

NAME: Miroslav Kalata

AGE: 27

QUALIFICATIONS: (6)

WORK EXPERIENCE: Designs websites for boutiques

LANGUAGES: (7)

HOBBIES / INTERESTS: Computers and parties

CURRENT POSITION: Website designer

NAME: Francesca Di Ponti

AGE: 28

QUALIFICATIONS: Modern languages degree from Italian university

WORK EXPERIENCE: (8)

LANGUAGES: English, Spanish, French, Portuguese

HOBBIES / INTERESTS: (9)

CURRENT POSITION: Currently unemployed
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Lesson 3: DEALING WITH CUSTOMERS  

                 2.1. About business: The shopping experience. 

                 2.2. Telephoning and customing care. 

Objectives: -this module focuses on the vocabulary of organizational structure, roles and   

                     responsibilities, and employment. 

                  -to improve students’ abilities , -to enlarge students’ reading skills 

                  -to introduce the concept of teaching vocabulary in a context using different strategies 

                 - to practice the language of informal telephone calls 

                 - to practice listening for the main idea and detailed information 

Level: Intermediate +  

Culture note: In Britain it is usual for the person receiving the call to give his/her number before 

the caller identifies him/herself. In Uzbek and Russian telephone culture this is much less 

common. 

Discussion: What can shops do to attract more customers?  Think about the shops that you like 

to go to and discuss the questions with a partner' 

1 What is your favourite shop and why? 

2 How often do you go there? 

3 What do you like to buy there? 

4 Do you shop in department stores? Why? Why not? 

Vocabulary: Below are some of the customers’ services and benefits that shops can offer their 

customers. Put each one into the correct column below. 

Reading for detail: Scan the article about the German department store Breuninger to find 

answers to the questions. 

1 Where does Breuninger have department stores? 

2 Which departments in paragraph 2 would you go to if you wanted to find the following: soap 

and shampoo, coffee cups, a handbag, a yoga mat? 

3 Which customer services and benefits from the lists in 2 can you find in the text? Put a tick 

(/) next to them. 

4 Find at least five mole customer services and benefits in the text.' Add them to the lists in 2. 

Read the last paragraph about the luxury personal shopping service and answer the questions. 

1 What things can customers do before they come to the store? 

2 What two services can customers use whilst at the store? 

3 What two services can customers use after they leave the store? 

4 Do you think that Breuninger do everything possible to create a luxury shopping experience? 

Can you think of anything else they could do? 

Listening for detail 

E & l. Listen to Rafael Fernandez, an expert on luxury customer services in retail and complete 

the sentences. 

Play the CD again. SS listen and fill in the missing bits of the conversation in their Ex. Bks. 

Then you ask the questions and they should answer. 

Homework: to learn vocabulary, do exercises and skim the text. 

 

 



Lesson 4: DEALING WITH CUSTOMERS  

             2.3. Grammar: Countable and uncountable nouns, request and offers. 

             2.4. Speaking: Telephoning – handling complaints. 

Objectives: to practice the language of business telephone calls 

               - to practise listening for the main idea, specific information and writing messages 

               - to learn about telephone answering machines 

               - to practise reading for specific information 

               -to practise talking about mobile phones, telephone directories and answering machines 

Level: Intermediate +  

countable noun:  a computer some computers singular and plural form 

uncountable noun:  some water, some advice no plural form any  Are there any computers? 

There isn't any water. 

questions and negatives with both kinds of nouns 

I need some information. Some files are missing, positive sentences with both types of nouns  

a lot (of)  He's got a lot of reports to write. She gave me a lot of good advice. Positive sentences 

for both kinds of nouns  

much/many How much water is there?  How many computers are there? Much is used for 

questions with uncountable nouns many is used for questions with countable nouns polite 

requests 

Can or could are used for making polite requests, They are almost the same. However could is a 

little more polite. Would you mind, is very polite and is always followed by verb + ing. 

offers 

Do you want I would you like me to + verb are polite ways of offering to do something. 

Extension activity: Get students to work in small groups to summarize some key differences 

between the informal language of the phrases in exercise 4 and the formal language of the 

corresponding phrases in the report in exercise 2. 

In formal language: • colloquial words and phrases are not used, e.g. guy, cool, worth a fortune 

• passive tenses are used more often, e.g. were contacted, was modified, were well received 

• sentences are longer and more complex 

• things are expressed in a positive way, e.g. a major challenge not difficult and exhausting 

• exclamation marks are not used. 

Role play These role plays review the language practiced in this module and allow students the 

opportunity to develop their own skills in problem-solving. Remind students to use the 

diplomatic language they practiced in exercises 5-9. 

Homework: to learn vocabulary, do exercises and skim the text. 



Lesson 5: DEALING WITH CUSTOMERS  

                 2.5. Writing: Dealing with an email of complaint. 

                 2.6.  Case study: The Panorama conference. 

Objectives:  - This module explores aspects of formal and informal style in different kinds of  

                       business correspondence. 

                    - Students could also be asked to search news or business websites for items about     

                      the misuse or abuse of email, and report back to the class on any interesting stories  

                      they find which illustrate the risks involved. 

                   - This case study examines the problems faced by a contact center - customer   

                    dissatisfaction, staff recruitment and retention, rising costs - and how they might be    

                    tackled. 

Level: Intermediate +  

Discussion: Remind students to think about grammar, vocabulary, style, opening, closing, etc. 

when they are discussing the differences between formal and informal correspondence. 

Reading for detail:  Students should re-read the emails in exercise 2 more closely to complete 

the grid. With lower-level classes, you could do the first email as a whole-class activity. When 

the grid has been completed, elicit  from students the differences between the two columns, i.e. 

in the formal column, the expressions are usually longer and more complex; in the informal 

column, they are shorter; unimportant words are omitted; vocabulary is less formal/ more 

colloquial, etc. 

Skim reading:  Get students to read each pair of emails and refer back to the emails in exercise 

2 to decide which two writers have changed style and why. Point out that it is usually good 

practice to write a first email to someone in a fairly formal style, and then to adjust (or retain) 

this style according to the response that you receive. 

Presentations: To help students with their presentations, you could give them a list of useful 

phrases, e.g.: First of all, I ’d like to ... Let’s look at the problem of... , That’s all I have to say on,  

Now let’s move on to ...,That brings me to the end of my presentation. Are there any questions? 

The presentation should be fairly short and concise. One student in each group could be 

nominated to give the presentation, or each student could present one recommendation. 

Finally, using vocabulary from the whole lesson, they will write their own emails. They need to 

reply to the formal email from the previous task. If you don’t have time, let them do it at home, 

and peer-review during your next class. 

Homework: Extension activity: Students rank these factors related to job satisfaction from most 

important to least important. They could do this individually first, and then discuss their answers 

in small groups.  











Lesson 4: DEALING WITH CUSTOMERS  

             2.3. Grammar: Countable and uncountable nouns, request and offers. 

             2.4. Speaking: Telephoning – handling complaints. 
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countable noun:  a computer some computers singular and plural form 

uncountable noun:  some water, some advice no plural form any  Are there any computers? 
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questions with uncountable nouns many is used for questions with countable nouns polite 
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Lesson 5: DEALING WITH CUSTOMERS  

                 2.5. Writing: Dealing with an email of complaint. 

                 2.6.  Case study: The Panorama conference. 

Objectives:  - This module explores aspects of formal and informal style in different kinds of  

                       business correspondence. 

                    - Students could also be asked to search news or business websites for items about     

                      the misuse or abuse of email, and report back to the class on any interesting stories  

                      they find which illustrate the risks involved. 

                   - This case study examines the problems faced by a contact center - customer   

                    dissatisfaction, staff recruitment and retention, rising costs - and how they might be    

                    tackled. 

Level: Intermediate +  

Discussion: Remind students to think about grammar, vocabulary, style, opening, closing, etc. 

when they are discussing the differences between formal and informal correspondence. 

Reading for detail:  Students should re-read the emails in exercise 2 more closely to complete 

the grid. With lower-level classes, you could do the first email as a whole-class activity. When 

the grid has been completed, elicit  from students the differences between the two columns, i.e. 

in the formal column, the expressions are usually longer and more complex; in the informal 

column, they are shorter; unimportant words are omitted; vocabulary is less formal/ more 

colloquial, etc. 

Skim reading:  Get students to read each pair of emails and refer back to the emails in exercise 

2 to decide which two writers have changed style and why. Point out that it is usually good 

practice to write a first email to someone in a fairly formal style, and then to adjust (or retain) 

this style according to the response that you receive. 

Presentations: To help students with their presentations, you could give them a list of useful 

phrases, e.g.: First of all, I ’d like to ... Let’s look at the problem of... , That’s all I have to say on,  

Now let’s move on to ...,That brings me to the end of my presentation. Are there any questions? 

The presentation should be fairly short and concise. One student in each group could be 

nominated to give the presentation, or each student could present one recommendation. 

Finally, using vocabulary from the whole lesson, they will write their own emails. They need to 

reply to the formal email from the previous task. If you don’t have time, let them do it at home, 

and peer-review during your next class. 

Homework: Extension activity: Students rank these factors related to job satisfaction from most 

important to least important. They could do this individually first, and then discuss their answers 

in small groups.  















Lesson 6: OPERATIONS. 

              3.1. About business: Learn manufacturing. 

              3.2. Vocabulary: Trends and planning. 

              3.3. Grammar: Present continuous, adverbs, present simple, passive. 

Objectives: - to give controlled practice in talking about examines the packaging of products   

                    from the point of view of manufacturer and consumer. 

                  - to practices describing products and outlining their main features in a product     

                    presentation. 

                 - to practice, students could work with a partner to produce similar short conversations       

                    using more of the collocations in exercise 4 and/or the additional ones listed above 

                - to practices present continuous, adverbs, present simple, passive combinations in the            

                   context of expanding notes and defining words. 

Level: Intermediate +  

Lesson overview: This flipped lesson plans is perfect for Past Simple revision. Students practise 

using Past Simple by doing a few grammar and speaking exercises as well as learn verbs and 

phrases related to setting up and running a business. Moreover, they will do a jigsaw tasks and 

discover the stories of some famous entrepreneurs.  

Discussion: Bring in examples of pre-packaged goods, e.g. items of food and drink, stationery, 

batteries, a bottle, a carton, etc. Teach any new vocabulary, e.g. cellophane, blister pack, child-

proof top, cardboard, container, etc. Students can also look at photographs and identify the types 

of packaging they see in them. Hold the items up so that everyone can see them or pass them 

around so that students can handle them. Discuss the topics listed in the Student’s Book and 

make a list on the board of the points made. 

Describing products:  Students could put a range of items from their pockets and bags on the 

desk in front of them to do this activity. Without naming it or pointing to it, each student in turn 

describes an object while the other students guess which one it is. Circulate and check that 

students are using the target language correctly. 

Presentation:  Give students a few minutes to choose an electronic product that they want to 

present. They can use the products in the photos or their own ideas. Remind them of the work 

they have done on product specifications and features, the nouns and compound adjectives they 

have practised, and the structure of the presentation they listened to. Students could make some 

notes about their product and the points they want to make so that the structure is clear. Each 

student in the group could then be asked to prepare one or more parts of the presentation, 

depending on the size of the group. Circulate and assist where necessary. 

Homework: to learn vocabulary, do exercises and scan the text. 















Lesson 7: OPERATIONS. 

             3.4. Speaking: Presentations – signposts and stepping stones. 

             3.5. Writing: Instructions and procedures for an exebition stand. 

             3.6. Case study: ScotAir. 

Objectives: - focuses on to prctise how to organize and deliver an effective product presentation. 

                    - to provide freer practice on the topic of the unit 

                   -  to practise critical thinking giving arguments about the value of things and giving  

                      reasons to support the arguments 

                   - to raise awareness of the contribution of different jobs to society 

Level: Intermediate +  

Discussion: When you start up a business the following are all important. With a partner put 

them in order ftom the most to the least important: financial business background luck ambition 

a good marketing strategy good contacts original ideas hard work & dedication. 

Skim reading:  Get students to read each pair of emails and refer back to the emails in exercise 

2 to decide which two writers have changed style and why. Point out that it is usually good 

practice to write a first email to someone in a fairly formal style, and then to adjust (or retain) 

this style according to the response that you receive. 

Reading for detail:  Ask students to read the statements silently. Then read the email aloud. Get 

students to raise their hands when they hear the answer to the statements. Tell them that they will 

need to look at the email and the pie charts to find the answers.  

Extension activity: Students rank these factors related to job satisfaction from most important to 

least important. They could do this individually first, and then discuss their answers in small 

groups. • good interpersonal relationships with colleagues, • job security, • promotion prospects, 

• interesting, challenging work, • a good salary and bonuses, • independence / autonomy to act, • 

good communications and information flow within the organization • opportunities for personal 

growth and development,  • a good manager • benefits package (healthcare, gym membership, 

etc.), • company pension scheme 

Solving problems:  Read through the instructions and the agenda with the whole class. As a 

reminder, you could get students to list the problems experienced at the Kirkcaldy contact center. 

Students then use this list to prepare their presentations. Then in groups, students should 

brainstorm solutions and make recommendations. 

Homework: Presentations: To help students with their presentations, you could give them a list 

of useful phrases, e.g.: First of all, I ’d like to ..., Let’s look at the problem of...,  That’s all I have 

to say on ..., Now let’s move on to ..., That brings me to the end of my presentation.,  Are there 

any questions? 















Lesson 8: SUCCESS STORIES. 

             4.1. About business: Business leaders and success stories. 

             4.2. Vocabulary: Describing yourself and being successful. 

Lesson overview: This Business English worksheet for B1 students gives them opportunity to 

speak about different businesses and challenges they might face as well as analyze case studies 

of companies experiencing some problems. 

Objectives: - focuses on to prctise how to organize and deliver an effective product presentation. 

                    - to provide freer practice on the topic of the unit 

                    - to practise critical thinking giving arguments about the value of things and giving  

                      reasons to support the arguments 

                   - to raise awareness of the contribution of different jobs to society 

Level: Intermediate +  

Discussion: with a partner, look back at the article and your answers to 5 and answer the 

questions' 1 Which of Estee's secrets of success do you consider to be the most important? 

2 Which of these secrets are still good business practice today? 

3 Do you think there is still a market for new cosmetics companies? In which way would they 

need to be different? 

Read the text about how to be a successful business owner. Fill in the spaces using the correct 

word from the table above. 

Discussion:  work with a partner. Discuss the questions below 

1 Which of the seven habits do you think is the most important for a successful business? 

2 Think of two more habits of successful business owners. 

2 What sort of worker / student are you? 4 How would your colleagues describe you? 

Describing products:  Students could put a range of items from their pockets and bags on the 

desk in front of them to do this activity. Without naming it or pointing to it, each student in turn 

describes an object while the other students guess which one it is. Circulate and check that 

students are using the target language correctly. 

Collocations:  Read through the words in the box and the compound adjectives with the class. 

Draw students’ attention to the meanings of some of the adjectives, e.g. eye-catching and 

attention-grabbing have similar meanings; waterproof (does not let water through) is different 

from water-resistant (offers only some protection from water damage). 

For further practice, students could work with a partner to produce similar short conversations 

using more of the collocations in exercise 4 and/or the additional ones listed above. 

Homework: to learn vocabulary, do exercises and scan the text. 

 











Lesson 9: SUCCESS STORIES. 

            4.3.  Grammar: Past Simple, Past continuous, used to. 

            4.4. Speaking: Appraisals. 

Objectives: - to practise using Past Simple by doing a few grammar and speaking exercises as    

                  well as learn verbs and phrases related to setting up and running a business. 

                - to raise students awareness of different cultures 

               - students will do a jigsaw tasks and discover the stories of some famous entrepreneurs  

Level: Intermediate +  

Lesson overview: This Business English worksheet for B1 students gives them opportunity to 

speak about different businesses and challenges they might face as well as analyze case studies 

of companies experiencing some problems. 

Pre –class activities: First, students have to learn vocabulary that they will use throughout the 

lesson. In the first task, they just need to study the mind map to learn different synonyms of the 

word company. Next, they move to an exercise on collocations and have to complete the gaps in 

phrases by selecting correct verbs. In that task students learn phrases such as: keep up with 

demand, juggle children and a career, source something locally, find a niche in the 

market, etc. To practise the vocab, they complete sentences with the correct verbs from the 

previous exercise. 

In – class activities intro: The in‐class part starts with a general discussion about setting up a 

business, the advantages and disadvantages of being your own boss and running an enterprise, as 

well as reasons for opening a company. After that, students work in groups and discuss what 

challenges different businesses might face (e.g. a multinational corporation, a tech start-up, a 

state-owned enterprise).  

Listening comprehension (video) and speaking part: This section starts with a pre-watching 

task. Students match the listed establishments to challenges they might face. Later, they watch a 

series of short interviews to check the answers. In the second listening comprehension task, they 

need to fill in the gaps with words they hear in the video. After doing the video‐related tasks, 

students discuss the challenges their business or the company they work for faces and has to deal 

Pair work: Finally, students move to a speaking part. A good idea for the Past Simple revision is 

a jigsaw exercise. Give your students an info graphic about a famous entrepreneur. Each person 

gets an info graphic, but with some facts missing. Students read the information they get and ask 

their partner about the missing parts. The lesson plan includes three sets. of info graphics, the 

richest self-made woman and Amancio Ortega, founder of Zara and the Inditex group). 

Homework: to learn vocabulary, do exercises and skim the text. 

 











Lesson 10: SUCCESS STORIES. 

           4.5.  Writing: Profiles of business leaders. 

           4.6. Case study: The English Academy 

                  Review 1-2 

Objectives: to learn words and phrases related to leadership and being a manager 

                  - to practice students read an article about what makes a good manager  

                  - to practice vocabulary for positive and negative leadership qualities.  

                   -to learn management verbs and discuss what being a manager is like. 

Level: Intermediate +  

WORKSHEET OVERVIEW 

This worksheet deals with mixed conditionals and is prepared for Business English learners. It 

introduces the rules concerning this grammar point and makes students practise it through 

various activities. 

Rules and practice: The worksheet starts with a short discussion about projects. The idea of 

the worksheet is to show a real-life situation when mixed conditionals might be naturally used. 

We chose a final project meeting as a situation which presents the use of such structures. 

First, students discuss a few questions and then they read a short dialogue. While reading, they 

need to underline all conditional sentences. Next, they study a table with the sentences and have 

to choose the correct words (present or past) in the rules section. Make sure that your students 

understand how to use mixed conditionals and build sentences with them. To practise, students 

move to another exercise and complete some sentences with the correct form of the given verbs. 

Speaking: The speaking part consists of two tasks. First, students need to rephrase a few 

sentences using mixed conditionals. There is an example which should help them understand 

what they need to do. In the next task, you give your students cards with sentence beginnings. 

Students have to choose one, finish the sentence so that it is a mixed conditional sentence and 

continue the story by giving two or three more sentences. Then, they choose another card and 

repeat the process. 

Finally, this Business English worksheet for B1 students finishes with 2 case studies that 

students should analyze in groups. Give each pair one case, let them analyze and discuss it, then 

you can either ask them to report their recommendations to the other group or, if you have a big 

enough group, you may get pairs doing the same case study together so that they can compare 

their opinions. 

 

 















 Lesson 11: SELLING. 

             5.1. About business: Advertising. 

            5.2. Vocabulary: Buying and selling. 

            5.3. Grammar: Comoratives, superlatives and asking questions. 

Objectives: -to practice a variety of useful terms for learners involved in sales. Through 

               vocabulary and role-play exercises, the students learn how to describe the benefits of    

               their product/service and make an effective sales pitch in English. 

             - to practice share their own experiences and opinions on a number of negotiation issues.  

Level: Intermediate + 

Lesson overview: Students study and use general vocabulary connected to running small 

businesses in this lesson plan. There are activities on the reasons to start a small business, the 

steps you need to take before you open a small business, and what needs to be done to keep it 

running. There are also speaking activities for students to discuss small businesses.  

Discussion: In small groups, discuss these questions. 1 Can a product be successful without 

advertising? 2 What are the qualities of a good advertisement? 

3 Describe an advertisement that you really like' Do the others agree? 

Listening for gist: Listen to Tony Barkston, a college lecturer, giving a lecture to first year 

business students on advertising, and answer the questions. 

1 Why is advertising necessary? 2 What model of advertising is the lecture about? 

3 Explain what a USP is in your own words. 

Listening for detail: Listen again and mark the sentences T (true) or F (false). 

1 This is the first time Tony Barkston has talked about advising! 

2 AIDA stands for attention, idea, desire, action. ! 

3 The most important part of the AIDA model is that people buy the products.! 

4 There are a lot of good-quality products on the market.  

5 Products need to appear different so that consumers can recognize them. ! 

Discussion: How many different forms of advertising can you think of? Which forms are most 

effective? Why? 

Scan reading:  Scan the article about body advertising to find answers to the questions. 

l How many advertisements does the average person see in a day? 

2 How much was the winning bid for when a forehead was auctioned on eBay? 

3 Which type of sportsperson could be used effectively for body advertising? 

4 Name three companies who have made successful use of body advertising. 

Homework: search for the keywords customer satisfaction survey. What sons of surveys are 

carried out? To learn vocabulary belong to topic and make sentences. 















Lesson 12: SELLING. 

5.4. Speaking: Negotiating. 

5.5. Writing: Negotiating by email. 

5.6. Case study: Coolhunters. 

Objectives: to learn important terms and expressions for describing the core skills, strategies      

                     and preparations involved in a business negotiation.  

                   - Students learn how to negotiate in English.  

                   - the lesson plan includes a short negotiation dialogue and focuses on vocabulary,   

                    listening comprehension, and role play. 

Level: Intermediate + 

This lesson teaches useful language for learners who need to negotiate in English. After studying 

vocabulary for describing the different stages in a negotiation, students listen to two extracts 

from a negotiation and study the tactics and key structures that are used by each side to make 

proposals, bargain, and reach a deal. At the end of the lesson, the students role-play a negotiation 

using the language from the lesson 

Discussion: Work with a partner. Look at the pictures of negotiations. What are the people 

negotiating about? 

In small groups discuss the questions about emails. 

1 How correct should emails be? Is it OK to make grammar and spelling mistakes? 

2 What is email etiquette? What are your standards? Think about emoticons, subject lines, 

capital letters, openings and closings. 

Listening for gist: Listen to three negotiations taking p]ace. Where are the people and what is 

being negotiated? 

Listening for detail: Listen again and decide which negotiation is win-win, which is lose - lose 

and which is win-lose. 

Writing: Write Ms. Noonan's reply. Use the information below. You only have 500 dictionaries 

in stock at the moment. Delivery of the other 200 would be in one month. The catalogue is out-

of-date the current price is € 16 you can offer a 7% discount for payment within seven days. 

Brainstorming and presentation:  Work in small groups. You are going to launch a new car for 

one of the market groups. Choose one of the groups to market to. Brainstorm a list of features 

which you think are useful or necessary for your market group and add some of these to your 

product. Now present your ideas to another group, and give feedback on the other groups 'ideas 

Homework: Search tor the keywords market segmentation. Make a list of the different ways you 

can segment a market and some of the variables that are used. 

 















Lesson 13: THE ORGANIZATION. 

             6.1 About business: Enterprenuers. 

             6.2. Vocabulary: Types of companies. 

Objectives: to practice the rules for starting a sole proprietorship;  elements of a partnership    

                     agreement;  

                   - An explanation of the pros and cons of this type of partnership; A look at how this  

                     type of business functions; The roles of directors and shareholders 

Level: Intermediate + 

Listening for gist: Listen to Robin Hurd interviewing Ms. Patel, a start-up consultant, about 

being an entrepreneur and answer the questions. 1 Can anyone be an entrepreneur? 2 What stops 

most people from being an entrepreneur?  3 Which countries have a lot of entrepreneurs? 

Listening for detail:  Listen to the interview with Ms. Patel again and answer the questions. 

Why does Ms. Patel say these things are important when setting up your own business? 

1 Energy   2 A social security system   3 A legal system 

Scan reading: Scan the article about the German businesswoman Ingrid Roth to find answers to 

the questions. 1 What type of service does Ingrid offer?   2 Why did she set up a Ltd company? 

3 Does Ingrid spend a lot of time in England because of her company? 

4 How is it possible to set up a Ltd company in Germany? 

Vocabulary:  In each set of four, match an expression from the article on the left to the correct 

definition on the right 

1 gap in the market                      a) documents or processes that cause delays 

2 minimum equity                        b) a small amount of money as payment for a service 

3 red tape                                     c) the lowest amount of capital allowed to start up a company 

4 modest fee                                 d) this product or service doesn't exist, but there is a need for it 

5 Memorandum of Association   e) the central office of a company 

6 annual accounts you invested   f) if the company has debts, you only lose the amount of money 

7 headquarters                                   g) a document detailing who owns the company, how much 

                                                        capital is invested and where it is based 

8 limited liability                         h) yearly record of the trading results of your company 

Discussion: work with a partner. You ale entrepreneurs and you have decided to start a business 

providing a service for young professionals who lead busy lives. Decide together where you 

think there is a big enough gap in the market and think about what busy people don't have time to 

do. Decide what kind of service you are going to provide, where your headquarters will be and 

how you will make sure that your business is a success. Present your ideas to the class. 

Homework: to learn vocabulary, do exercises and skim the text. 











Lesson 14: THE ORGANIZATION. 

6.3. Grammar: Reported speech. 

6.4. Speaking: Interrupting in meetings. 

Objectives: To discuss the importance and drawbacks of small talk at meetings;  

- To teach some useful phrases for small talk;  

- To teach some useful phrases for starting a meeting;  

- To provide practice and feedback of the situation of starting a meeting. 

Level: Intermediate + 

Introduction:  The beginning of a meeting presents a major dilemma: is it better to get straight 

down to business, or is it important to allow or even encourage small talk? The texts in this 

lesson present arguments from opposing viewpoints, which may help students to question their 

own assumptions. The lesson goes on to introduce useful language for both small talk and 

getting down to business, with practice in the form of role-plays.  

Lead-in:  Elicit from the class a definition of ‘interrupting in meetings’ 

Reading: Students work in pairs to read the texts in order to see which points from the lead-in 

discussion they mention. One student in each pair should read the first text (Let’s stop wasting 

time and get on with it!); the other should read the second text (Small talk is the cement that 

holds businesses together). If you have an odd number of students, you will need to have a group 

of three, where two students read the first text.  

When they have finished reading, they take turns to summarize their texts to their partners, 

focusing especially on similarities and differences from their own lead-in discussions.  

Finally, discuss the two texts with the class, paying attention to difficult or important vocabulary 

(e.g. an attendee, to tick away, to appreciate sth, an excuse, to turn up,  to stick to sth, to hijack 

sth, (ir)relevant, to take over sth, concrete, to implement a decision, vital, to trust sb, to persuade 

sb to do sth, an interruption, a queue,  to flourish,  a misunderstanding, rigidly, appropriate).  

Getting the meeting started:  useful phrases Students discuss the phrases in pairs and then 

share their ideas with the class. Note that some of the phrases are not especially difficult to 

understand, but it is still worth drawing attention to them as they are useful to use. Afterwards, 

you can check students have understood by reading one of the definitions below to elicit the 

correct phrase. Students could also test each other in this way in pairs.  

Getting the meeting started: practice Students work alone to decide what their meeting will be 

about and to plan how they will introduce their meetings. They then work in groups of 3–4 to 

take turns to get their meetings started. Monitor carefully, and give and elicit feedback at the end 

on the effectiveness of the meeting introductions 

Homework: to learn vocabulary, do exercises and make a presentation. 















Lesson 15: THE ORGANIZATION. 

6.5. Writing: Agendes and action minutes 

6.6. Case study: Soup kitchen vs Gourment to go. 

Review 3-4 

Objectives: After this lesson, students will be able to 

  explain what an agenda and meeting minutes are and why they are useful. 

 identify the key components of agendas and meeting minutes.  

 indicate strengths and weaknesses of sample agenda items and meeting minutes.  

 prepare a set of meeting minutes. 

Lesson Analysis: This lesson includes a combination of activities (compare and contrast, hands-

on activities, large group discussion, small-group discussion, etc.) to appeal to different learning 

styles. It also covers a topic (meetings and meeting minutes) that is highly applicable to students’ 

routines, and it teaches them a measureable skill (how to write meeting minutes) that they can 

use right away.  

Level: Intermediate + 

Vocabulary: Agenda (write on board):     1. Before a meeting – agendas    

2. During a meeting – using agendas.         3. After a meeting – minutes   

4. Hold a small group meeting                    5. Homework - meeting minutes 

Discussion: Show slide two and define the term meeting. A meeting takes place when people 

come together (whether for work, clubs, sports, school, volunteer organizations, etc.) for a 

purpose. Discussion questions to the class: 1. What was the last meeting that you attended?            

2. What made that meeting satisfying/unsatisfying?  Let students discuss the questions briefly 

with a partner before sharing their answers with the group. Student answers will likely include 

problems such as no set time frame for the meeting, no agenda or plan, lack of participation, etc. 

Highlight these answers since they connect with the larger points covered in this lesson.  

Scan reading: Read the article on the importance of agendas for effective meetings. What 

information can you find on an agenda 

Writing action minutes: Action minutes give a short summary of what was discussed, and who 

will do what at which time. Listen to the meeting and fill in the action minutes of the meeting. 

Writing: Work with a partner. Look at the notes taken from the follow-up meeting with Firat, 

Lena and Adrian and write up full minutes. 

Discussion: You and your partner want to start up your own business and you need money from 

the bank. Think of four questions the bank might ask you about your new business. 

Homework: Writing a business plan: Brainstorm a business you would like to start in the food 

industry. Now write a business plan. Use the table in 2 to help you.  











Lesson 16: THE STOCK MARKETS. 

             7.1. About business: Keep it in the family. 

             7.2. Vocabulary: Dealing with figures. 

             7.3. Grammar: Will/won’t, be going to and first conditional. 

Objectives:  Lessons and worksheets for teaching, learning, and understanding basic investing    

                      and financial concepts. This category includes personal finance, money   

                     management, and investment educational resources. 

                     Teach and learn stocks, the stock market, investing, savings accounts, bonds, and                 

                     basic economics. Material also may be used to improve real-world math skills. 

Level: Intermediate + 

Discussion: You and your partner own a small company and need money for a project. What do 

you think are the pros and cons of borrowing money from: 

1 family and friends    2 your bank   3 a venture capital group? 

Listening and note-taking:  John and Gunter are discussing different ways of raising large 

amounts of money. Listen to the conversation and make notes of the advantages and 

disadvantages each way. 

Vocabulary:  You are going to read an article about the Bertelsmann group. Before you read, 

match a word or phrase on the left with a definition.  

1 to establish                           a) something that is necessary or that a rule says you must do 

2 unlisted public company     b)  to start a company 

3 requirement                    c) a statement showing the assets, liabilities, income and expenses             

                                                    that the parent company and its subsidiaries have 

4 consolidated                    d) The snares of this company cannot be bought or sold on the  

financial reports                  stock exchange 

5 considerable                     e) buying something from the person you previously sold it to  

6 stake                                 f) the part a business you own because you have invested in it 

7 IPO                                   g) the first time a company's shares are offered on the stock exchange 

8 buyback                            h) large in size 

Reading for gist:  Read the article opposite about Bertelsmann' Find answers to the questions. 

1 What kind of company is Bertelsmann? 2What kind of company is Group Bruxelles Lambert? 

Discussion: Work with a partner Decide which headline:   a) is good news for young consumers 

b) means goods and services have become more expensive  c) means there are fewer jobs 

d) means that people will have less money to spend in future 

e) is bad news if you have invested in companies like Adobe or Dell 

f) will affect the plastics industry and make their products more expensive. 















Lesson 17: THE STOCK MARKETS. 

                7.4. Speaking: Negotiations – making offers, agreeing deadlines. 

                7.5. Writing: Describing figures. 

                7.6. Case study: Trading stocks. 

Objectives:  to rise background information and an activity allows students to get familiar with  

                     the market. Additional activities and related lessons are provided for further study. 

                   - To get information marketers segmentation to identify the needs and  wants of   

                     consumers, and ways of doing this: age, social class, family size, family  lifecycle 

Level: Intermediate + 

 Negotiation: Work with a partner to negotiate the following situation. Student B turn to page 

114. Student A read below You would like to order some gifts with your company’s logo on 

them for an important trade fair which will take place in 30 days' time. 

Discussion: Look at the line graph below what does it show? what other types of graphs and 

charts do you know? 

Discussion: In small groups, discuss the questions about shares. 

1 What are the advantages and disadvantages of investing in shares? 

2 Are there any types of company you would not want to have shares in? 

3 Would you prefer to invest money in:  a) shares that are risky. i'e. you could make or lose a lot 

of money? b) 'safer' shares of large, well-known companies (blue-chip companies)? 

c) bonds that guarantee fixed interest rates?  d) a mixture of all of the above? why/why not? 

Reading for detail: Read the information about the five companies and add any other 

opportunities or treats they mention to the table above. 

Market segmentation: Marketers need market segmentation to identify the needs and wants of 

consumers. There are many ways of doing this: age, social class, family size, family lifecycle, 

and so on. 

Negotiating: shares in the five companies are currently worth € 1oo each' You have € 5,000 to 

spend on shares. Decide with a partner which companies you are going to invest in. 

Listening: Now listen to an economic report and decide whether you would like to swap any of 

the shares you have for other shares. Think to other pairs and try to exchange shares. 

Listen to a second report and decide whether you would like to make any further swaps. 

Listen to an interview with stock market analyst Sarah Johnson and find out how much your 

shares are worth and why. 

Homework: search for the keywords green technology to find out how companies are making 

profits from selling environmentally friendly products. 

 















Lesson 18: GOING GLOBAL. 

8.1. About business: Franchising. 

8.2. Vocabulary: Setting up a franchise. 

Objectives: to provide student with practice in talking about about francgising and know about  

                     types of bussinesses. 

Level: Intermediate + 

Discussion: Work with a partner. Discuss the questions about franchising. 

1 What is a franchise? Can you define it? 2 What types of businesses tend to be franchises? 

3 How much control do you think the owner of a franchise has? Think about salary uniform, 

equipment and decoration. 

Scan reading: Read the article about the Subway franchise and answer the questions below. 

1 Who is Fred Deluca? 

2 Approximately how much would you have to invest to open a Subway franchise? 

5 Where was the first Subway franchise opened? 

4 How many countries have Subway sandwich shops? 

Reading for detail: Read the article about franchising and mark the sentences 7 (true) or F 

(false).  1 There are more McDonald's restaurants in the USA than Subway sandwich shops. 

2 A Hilton Hotel Corp franchise is very expensive in comparison to a Subway franchise. 

3 A person who runs a franchise can decide what their employees wear. 

4 Fred Deluca's first franchise shop was very far from his first shop. 

5 Subway's first overseas franchise was opened more than 20 years after the first shop was 

opened. 

6 The franchisor is responsible for all tax and legal matters within the country the franchise 

is operating in. 

7 Franchising has had a positive effect on Fred Deluca's company. 

Discussion:  With a partner discuss the questions. 

1 Do you think a franchisee is really his,/her own boss? Make a list of the type of decisions a 

franchisee can and cannot make themselves. 

2 If you had the choice of buying a cup of coffee or a hamburger from a no-name company 

or a well-known franchise, which would you choose? Why?   3 If you wanted to start your own 

business would you think about buying a franchise? Why/ Why not? 

4 Do you think there any types of businesses that would not work as franchises? What are 

they and why do you think they wouldn't work? 

Homework: to learn vocabulary and search for the keywords global advertising campaign to 

find out more about why companies use global advertising. 











Lesson 19: GOING GLOBAL. 

8.3. Grammar: Past simple and present perfect. 

8.4. Speaking: Presentations – handling questions. 

Objectives:  • to present and practise with the structure ‘for’ or ‘since’ past simple and present   

                       perfect 

                      • to practise inferring the meaning of the new words from the context 

                      • to practise reading for gist and detailed information 

Level: Intermediate + 

Test yourself: Present perfect with for and since.  Complete the dialogue between Ruth and 

Paolo by putting for or since into the space 

2. Read an interview about siemen5,recent history between Peter Davis, a business journalist, 

and Chris Frank, a business analyst. Underline the correct tense. 

Discussion: Work with partner. Read the quiz about airports and decide what is correct answer is 

Listening for detail: Listen to the first part of a presentation by Ingo Anspach, the press officer 

at Munich airport. Complete the sentences below with the information you hear' 

Speaking:  Work in pairs. Prepare to talk for two minutes about your studies, qualifications and 

work experience. Prepare a list of questions to ask your partner  when you are talking use the 

phrases in exercise 4 to deal with the questions. 

A: I graduated from university in 2005.     B: What did you study? 

A: That's a very good question, my main... 

Handling questions:  Put the press officer's answer to the questions into the correct order. 

1 You said that over 27,400 people work at the airport. What do they all do?   a good That's very 

question. 2 What have been the most important developments at the airport since it opened? 

 OK, glad asked I'm me you that. 

Role play: At the moment your local airport only offers domestic flights, but it plans to expand 

and become an international airport. Your local newspaper has reported that: 

- the number of flights could increase by 30 a day to over 300 a day within the next five years. 

- a new railway line and motorway from the nearest city will have to be built. 

- two international hotels and a conference center are planned. 

- a 24/7 shopping center is planned. 

- the runway will be extended and a small forest will have to be cut down. 

- the groundwater in the area will have to be lowered because of the problem of fog in spring and    

autumn. 

Homework: search for the keywords company history to find out more about a company you are 

interested in. Tell your partner what you find. 











Lesson 20: GOING GLOBAL. 

8.5. Writing: Reports of recommendation. 

8.6. Case study: Choosing a franchise. 

Objectives: to exchange opinions on the use of various kinds of reports of recommendation. 

• to provide practice in reading and listening for gist and specific information 

• to introduce and practise new vocabulary 

Level: Intermediate + 

Discussion: Work with a partner. Have you ever had to write a report or make a written 

statement? What was it about? What kind of information or facts did you include? 

Reading and analysis: Read these extracts from a report of recommendation. Find answers to 

the questions. 1 what Locations does the report cover? 

2 How many selection criteria were used?  3 which location does the report recommend? 

Listening for detail: Listen to Ajit Singh, a relocation consultant, talking about the problems of 

building an electric motors factory in the location David Green has visited. 

Make some notes about the positive or negative points you hear 

Writing: Work with a partner and use the information in the table above to write a short report 

to David Green's boss about the pros and cons of building the plant at this location and make a 

recommendation. 

Discussion: work in small groups. Would you like to set up and run your own business? 

why/why not? 

Discussion: with a partner, decide which franchise above you would like to run and why' 

imagine that you are running the franchise you chose in 5 Look at the questions below and 

Fill in the table about the opportunities and threats that you face. 

opportunities:  What are your strengths and why do you think they would help you to run this 

business? What are the trends that will help your business grow (changes in politics, technology, 

life styles, populations etc.) ? 

Read the statements below and decide whether they would most likely be said by the 

owner of a small business, an employee or both. Write o (owner). E (employee) or B (both) next 

to each. 

Reading for detail: Read what franchisees had to say about their franchises and complete the 

table opposite with the information that is missing. 

Presenting: With a partner, prepare a short presentation about the franchise you have chosen and 

what the opportunities and threats are. Use the Prompts below to help you' 

Homework: Search for the keywords report + (a subject you are interested in) to find some 

reports that have been written about it. 















Lesson 21: CORPORATE CULTURE. 

9.1. About business: Work culture and placement. 

9.2. Vocabulary: Work organaziation and responsibility. 

9.3. Grammar: Past tenses and advice structures. 

Objectives:  to intoduse and practise  the culture of the workplace and the unwritten rules of  

                     behaviour that can be found in every organization. 

                   - To practice the vocabulary of organizational structure, roles and responsibilities,  

                     and employment. 

                   - To use of the past simple, past continuous and past perfect. It also introduces a set  

                    of advice structures. Students use this language to tell stories and give advice. 

Level: Intermediate + 

Discussion: Check that students know the meaning of work placement (a period of work, usually 

unpaid, that someone does in order to get experience in the world of work; also known as work 

experience, and in American English as an internship). 

Students will to discuss the questions in small groups. Useful words and expressions that may 

arise from this discussion are: to conform (to follow generally accepted rules) to fit in (to be in 

harmony with something or someone) to step out of line (to behave in a different way from what 

is expected) to rock the boat (to do something that causes problems or difficulties). 

Listening for detail: Ask students why organograms are useful. In this context, it helps an intern 

to get a clear picture of the structure of the organization and where responsibilities lie. 

In other contexts, if the organograms is from a customer’s company, it can help you identify 

contacts; if it is from a competitor, it can help you understand how they run their business. 

Give students a few minutes to look at the organogram. Get them to try to predict the words that 

are needed to complete it. 

Discussion: Students get a few minutes to brainstorm with a partner. Then, collect ideas and 

make a list on the board. Keep this list of ideas - it will be useful for exercise 7. 

Telling a story: Before students do this activity, you could work through exercises 8-12 in the 

Grammar and practice section (page118 in the Student’s Book, answers on page 116 in this 

book). This will provide students with some useful phrases to use when they are telling their 

stories. 

Giving advice: Ask students to match the sentences halves individually. Then get them to read 

aloud the correct, complete sentences. 

Counselling language: This handout gives a comprehensive list of important counselling skills. 

Read it through with students so that they get the overall idea of what is involved. 

Homework: to learn vocabulary, do exercises and make a presentation. 















Lesson 22: CORPORATE CULTURE. 

                  9.4. Speaking: Meetings one-to-one. 

                  9.5. Writing: A placement report. 

                  9.6. Case study: Counselley. 

Objectives: This module focuses on the ways of using diplomatic language to deal with 

difficult meetings. 

                   To practice writing reports and the language and style used in them. 

                   This module focuses on living and working abroad and the use of counselling skills  

                   and counselling language to discuss problems. 

Level: Intermediate + 

Discussion:  The questionnaire focuses on personal relationships and behavior at work. Read 

through the statements with students before they answer them. 

Listening for detail: Check that students understand the adjectives. Remind them to use the 

Wordlist on page 148 in their books or explain any unfamiliar vocabulary, e.g.: 

diplomatic (being skilful or tactful) frank (honest, direct). Also get students to pick out the 

adjectives with negative connotations, e.g.: impatient, dogmatic, threatening, insincere, and 

weak. 

This exercise focuses on specific examples of Simon’s language in the two versions of the 

conversation. Students try to complete the sentences before they listen.  

Diplomatic advice:  Students could work with a partner to make these comments more 

diplomatic. Point out that more than one answer is possible and encourage them to try two or 

three options in each case. When they have finished, students should read their revised 

comments aloud, paying attention to intonation. 

Skim reading: Ask students to cover the report extracts and just read the section headings. 

Ask them what kind of things they would expect to find in each section. Suggested answers in 

brackets. 

Recording script: Be aware that some students may not wish to discuss personal problems so 

point out that they could talk about less personal issues. Circulate while students are talking 

and assist where necessary. 

Students work: with a partner to add more phrases to the counselling skills. Then take whole-

class feedback, making a list of all the phrases students suggest.  

Role play: These role plays review the language practised in this module and allow students 

the opportunity to develop their own counselling skills. 

Homework: Writing Remind students about the discussion they had in exercise 1. If it’s appropriate, 

get them to refer to the results of their Internet research. Read through the phrases in the box and check 

that students understand them. 

 















Lesson 23: CUSTOMER AND SUPPORT. 

10.1. About business: Call centres. 

10.2. Vocabulary: Customer service and telephoning. 

Objectives: to examines the use of call centres in India by a wide range of companies and the  

                     global impact on employment practices. 

                  - To explores a range of vocabulary and expressions for describing problems and  

                     dealing with customer service. 

Level: Intermediate + 

Discussion: Students should discuss the reasons why someone would or would not want to work in a 

call centre. Take whole-class feedback and make two lists on the board. Refer back to the 

lists once students have done exercises 1-7 to see how their views match those presented in the article 

and the interview. 

Discussion: Get students to scan the article for references to the trade union viewpoint (paragraphs C, 

D, and H) and discuss the pros and cons of the trade union argument (i.e. betrayal 

of workers in the UK; strike action; exploitation of workers, wherever they are located). 

Summarizing: Read the introduction and the first paragraph aloud with the whole class. Elicit from 

students: a) the reason Sir Keith Whitson gives for using call centers in India (workers in India are 

smart, enthusiastic, efficient and well educated) 

b) and the reason given by the writer of the article (wages in India are much lower). 

Listening for detail: With lower-level classes pause the recording after the host’s introduction and then 

after each speaker’s turn to allow students more time to write their notes. 

Describing problems: Students work with a partner to match these ten sentences to the appropriate 

devices. Check answers. 

Collocations, Antonyms and Phrasal verbs:  bring together a number of useful words and phrases for 

talking about customer service problems. Students could complete these exercises individually or with 

a partner. Circulate while they are working and assist where necessary.. 

Listening for detail : Read the words and expressions in the box. Remind students that they have 

already have met some of them in previous exercises in this module. 

Extension activity: Students work in groups. They are a team of consultants with the task of improving 

customer relations in the following businesses: 

• a beauty salon • a dry-cleaning service • a coffee shop • a car repair shop. 

They should think of ideas for each business that will attract and keep new customers. Give students a 

time limit and circulate and assist where necessary. When students have finished, get each group to 

present their ideas, explaining why they think they will work. 

Homework: to learn vocabulary, do exercises  and make a presentation belong to the topic. 

 











Lesson 24: CUSTOMER AND SUPPORT. 

10.3. Grammar: Questions and intsructions. 

10.4. Speaking: Dealing with problems by telephone. 

Objectives:  to talk about  different ways of asking questions, making requests and giving  

                     instructions. 

                   - To deals with appropriate language and intonation for a telephone helpline  

                     conversation, and focuses on explaining problems, diagnosing causes, giving   

                     instructions, and promising help. 

Level: Intermediate + 

Internet research: An Internet search for FAQ learning English reveals that the most frequently 

asked questions are usually about how to improve the four skills (reading, writing, listening, 

speaking), grammar and vocabulary. Other questions refer to studying abroad, examinations, 

learning English for work purposes, and how to study online. 

Test yourself: Asking questions and giving instructions.  Write a few examples on the board 

and get students to match them to the rules given in the box:  Are you listening? (auxiliary verb + 

subject + main verb) When will he arrive? (question word + auxiliary word +subject + main 

verb) Who telephoned? (who is the subject so no auxiliary verb is needed 

Listening: Play the recording, pause at the beep, and ask students to summarize the features of 

the product (it’s found in every office; it’s small enough to put in your pocket; it uses electricity; 

it is connected with computers, but you don’t use it to speak to people. It isn’t expensive; it has 

replaced the floppy disk). 

Listening: Read the questions and get students to predict the kind of things that might be said, 

given that this is a telephone conversation on a software helpline. Play the recording and check 

answers with the whole class. Ask students: Did the helpline operator handle the call well? 

Was the customer satisfied? 

Improving a conversation: Student should to read the part of the customer, while you read the 

part of the helpline operator so that you can exaggerate the negative tone of the operator. Ask the 

rest of the class: How does the helpline operator sound? (e.g. rude and aggressive) 

How would you feel if a helpline operator spoke to you in this way? (e.g. annoyed). 

Role play: With lower-level classes you may like to construct a conversation using one of the 

problems as a whole-class activity. To consolidate the language work, get students to write down 

one or two of the conversations for homework. 

Homework: The BBC World Service radio programs typically include news, business, science 

and nature, health, technology, entertainment, sports, etc. so students should be able to find 

something to interest them. Lower-level students might prefer to choose a short program. 











Lesson 25: CUSTOMER AND SUPPORT. 

10.5. Writing: Formal and informal correspondence. 

10.6. Case study: Cybertartan Software. 

Review 1-2. 

Objectives:  - to explores aspects of formal and informal style in different kinds of business    

                     correspondence. 

                    - This case study examines the problems faced by a contact center - customer  

                     dissatisfaction, staff recruitment and retention, rising costs - and how they might be  

                     tackled. 

Level: Intermediate + 

Discussion: Students should think about grammar, vocabulary, style, opening, closing, etc. when 

they are discussing the differences between formal and informal correspondence. 

Give pairs a few minutes to discuss and note down their answers, then take feedback from the 

whole class. Make a list on the board of all the points they raise. Keep this list, and add to it 

throughout the lesson as other points come up. 

Skim reading: Question 1: Students should to skim read the emails quickly to identify who the 

emails are from. Question 2: Students can work with a partner to decide which two emails are 

formal and which two are neutral / informal. Students should give reasons for their answers. 

Reading for detail:   Students should re-read the emails in exercise 2 more closely to complete 

the grid. With lower-level classes, do the first email as a whole-class activity. When the grid has 

been completed, elicit from students the differences between the two columns, i.e.  in the formal 

column, the expressions are usually longer and more complex; in the informal column, they are 

shorter; unimportant words are omitted; vocabulary is less formal/ more colloquial, etc. 

Discussion: Read the list of customer problems with the whole class and ask them to give you 

some real-world examples of each one. This could be things they’ve experienced themselves or 

things they’ve heard about. 

Listening for detail: Play the first two lines of the interview – the interviewer’s question and 

Laurie McAllister’s response – and elicit the answer to the question. Ask: What other problem 

does she mention? Flow does the problem with salaries affect the contact center? (The salaries 

haven’t kept pace with the cost of living and the company can’t attract workers to the area.) 

Homework: Writing presentation slides:  Before students prepare their slides, brainstorm what 

makes an effective slide (use only short phrases or sentences; use headings and bullet points to 

make the text easier to read and remember, etc.). Students should pay attention that the slides are 

just about their recommendations, and each recommendation should have three parts - what it is, 

why it’s a good idea, and what the expected results will be. 















Lesson 26: PRODUCTS AND PACKAGING. 

11.1. About business: Packaging. 

11.2. Vocabulary: Specifications and features. 

11.3. Grammar: Relative clauses, articles, and noun combination. 

Objectives: - to examines the packaging of products from the point of view of manufacturer and  

                      consumer. 

                    - To practices describing products and outlining their main features in a product  

                      presentation.  

                   - To practices articles, relative clauses and noun combinations in the context of  

                     expanding notes and defining words. 

Level: Intermediate + 

Discussion: Bring in examples of pre-packaged goods, e.g. items of food and drink, stationery, 

batteries, a bottle, a carton, etc. Teach any new vocabulary, e.g. cellophane, blister pack, child-

proof top, cardboard, container, etc. Students can also look at photographs and identify the types 

of packaging they see in them. 

Listening for gist: Read the questions with students and play the whole interview through. Get 

them to compare their answers with a partner. Then take whole-class feedback. 

Listening for detail: Read the statements aloud or get students to read them aloud and see if 

they can respond to any before they listen again. Then play 2 1:28 again. Check answers with the 

whole class. Get students to correct the false statements.  

Scan reading: Get students to look at the photo. Ask: What is the man doing? Is he trying to eat 

this product? Look at his face - how do you think he feels? Read the caption ‘60,000 people 

a year are injured in Britain’ and ask: How do you think these people are injured? 

Read the questions with your students.  

Discussion: Give students a few minutes to put the stages of product development in the right 

order. Check answers with the whole class by calling on students to read the sentences aloud. 

Describing products: Students could put a range of items from their pockets and bags on the 

desk in front of them to do this activity. Without naming it or pointing to it, each student in turn 

describes an object while the other students guess which one it is. Circulate and check that 

students are using the target language correctly. 

Collocations: Read through the words in the box and the compound adjectives with the class. 

Draw students’ attention to the meanings of some of the adjectives, e.g. eye-catching and 

attention-grabbing have similar meanings; waterproof (does not let water through) is different 

from water-resistant (offers only some protection from water damage). 

Homework: to learn vocabulary and prepare presentation  















Lesson 27: PRODUCTS AND PACKAGING. 

11.4. Speaking: Presentations – structure. 

11.5. Writing: A product description. 

11.6. Case study: Big Jack’s Pizza. 

Objectives: - to focuses on how to organize and deliver an effective product presentation.  

                    - To provide students focuses on the features and benefits of consumer products and  

                      requires students to write their own production description. 

                   - To draws together the work on product packaging and making an effective   

                     presentation by asking students to consider ways that a pizza company could  

                     strengthen its brand and improve its packaging. 

Level: Intermediate + 

Brainstorming: give students a list of topics to think about, e.g. structure of the lesson, lecture 

or presentation, content, delivery, teacher / speaker, visuals, pace, timing / length. At this point, 

students should simply note down key words and phrases. Take whole-class feedback and make 

a list on the board. Students should to expand on their basic points by giving examples to clarify 

what they mean or anecdotes about real situations they have experienced. 

Listening for gist: Play the first part of the recording, up to ‘... enormous potential for this 

product’* and ask students: What is wrong with the opening of this presentation? 

How does it compare with the points in the checklist in exercise 1 ? 

Pronunciation: Students could do this exercise on pausing and intonation with a partner. 

Encourage them to say the words aloud so that they can hear what they sound like. When they 

have finished, ask a couple of students to read their paragraphs aloud and get the rest of the class 

to comment. Then play the recording and have students check their answers.  

Discussion: Check that students understand the difference between a feature (a factual statement 

about a product) and a benefit (the value or advantage customers get from the product; a positive 

outcome or result that will make them want to buy it). 

Scan reading: Get individual students to read each section aloud and then call on other students 

to select the best section heading from the box. 

Reformulating: When students have completed the task, focus on the language used to describe 

benefits and features as this will be useful for the writing task in exercise 5. 

Scan reading : You could do this as a whole-class activity by reading the first question aloud 

and giving students a few minutes to find the answer in the texts. They should then raise their 

hands when they have found the answer. Wait until most of the class have raised their hands and 

then call on a student to give you the answer.  

Homework: Get students to write a short report on their recommendations to Big Jack’s Pizza. 















Lesson 28: CAREERS. 

12.1. About business: Career choices. 

12.2. Vocabulary: Careers, personal skills and qualities. 

Objectives: - to explore the ways in which working life has changed in recent years. It considers  

                      what motivates individuals in their choice of career and how to make more  

                     successful career decisions. 

                   - To practise vocabulary and expressions which enable students to discuss activities  

                     and performance in the workplace and the effect it has on career development 

Level: Intermediate + 

Discussion: Get students to read each pair of statements aloud. Explain any new vocabulary, 

e.g.: status (position of somebody or something in relation to others) priorities (things that are 

regarded as more important than others). 

Predicting and listening: Discuss the two statements with the whole class, making a list of their 

predictions on the board. Students should to explain the tree / surfboard metaphors used by 

James Waldron in their own words. Then play the second part of Part 1 and get students to note 

down the differences between vocation, career and job. Get them to compare their answers with 

a partner. Then take whole-class feedback. 

Listening for detail: Read the questions with the students and play the whole of 2:01 again 

Discussion: First students discuss what they think these statements mean. Then they should 

decide if they agree or disagree with them. Students might also want to consider other, related 

questions, e.g. Does everyone make a conscious career choice or does it happen by accident? 

How easy is it to combine your interests with your choice of career? Take whole-class feedback. 

Scan reading:  Before students start reading the text, explain any of the colloquial expressions 

which may be new to them, e.g.: light someone’s fire (make someone enthusiastic) passion (a 

thing for which someone has great enthusiasm) pick someone’s brains (question someone who 

knows a lot about something in order to get information) up in the air (uncertain, not yet 

decided) earth-shattering (having a powerful effect). 

Discussion: Students could do this activity with a partner or in small groups. Take whole-class 

feedback. You could also ask students to rank the benefits from the viewpoint of different kinds 

of people, e.g. a 25-year-old recent employee; an employee in their 40s with three children; a 55-

year-old. 

Collocations: l Do this matching task as a whole-class activity. Explain any new vocabulary 

e.g.: initiative (willingness and ability to realize what needs to be done without being told) 

negotiating skills (ability to reach an agreement through discussion). 

Homework: to learn vocabulary and prepare presentation  











Lesson 29: CAREERS. 

            12.3. Grammar: Present tenses. 

            12.4. Speaking: Job interviews. 

Objectives: - to practise use of the present simple and continuous and on the present perfect    

                      simple and continuous. It also practises the past simple. 

                     -To explore language and expressions useful for answering questions at a job  

                      interview. 

Level: Intermediate + 

Internet research: Students will find numerous websites offering grammar explanations if they 

search under English grammar practice. Before students do this task, agree with them a list of 

questions to use when assessing each website, e.g.: Are the grammar explanations clear and easy 

to understand? Are the exercises useful? Is the site easy to navigate?  

Test yourself: Present tenses: Start by reading the notes on the present simple and continuous 

in the Refresh your memory box with students. If they seem unsure of the two tenses, work 

through exercises 1-5 in Grammar and practice on page 124 in the Student’s Book. 

Present perfect and past simple: Read the instructions with the whole class and give 

students a few minutes to skim read the table. 

Listening: present perfect simple and continuous: Play the recording, pausing after each 

situation to allow students time to write. Students compare their answers with a partner. Students 

are using the tenses appropriately and forming their sentences correctly. 

Asking questions: Write sports club and community arts center on the board and ask students to 

tell you what kinds of jobs might be available in each place (e.g. sports club: receptionist, tennis 

coach, swimming instructor, yoga teacher, etc; community arts center: receptionist, marketing 

manager, exhibitions organizer, etc.). 

Discussion: Students work individually to answer these questions. Are you ambitious? Are you 

making plans for your future career?  How do you deal with conflict / difficult situations? 

Will you make a good leader / manager? Are you self-aware? Can you identify your own 

shortcomings? How do you handle stress? Will you be effective under pressure? 

Role play: Read the instructions and the job ads with the whole class and explain any new 

vocabulary or allow students to look them up in a dictionary. 

Candidates should refer to the Internet research they did on interview tips and advice. If they 

have not done this, elicit from the whole class a list of topics that they could ask questions about 

(e.g. details about the job itself; information about the company and department; opportunities 

for training and developments; benefits, etc.). 

Homework: to learn vocabulary and prepare presentation  











Lesson 30: CAREERS. 

             12.5. Writing: A CV. 

             12.6. Case study: Gap years and career breaks. 

             Review 3-4. 

Objectives: - to explore on the content, organization and style of CVs. 

                    - To practice reasons for and experience of taking time off from your career to do        

                       something different. 

Level: Intermediate + 

Discussion: Start by reminding students that CV stands for ‘curriculum vitae’, a Latin term 

meaning ‘course of life’. Resume has a similar meaning; it is more commonly used in American 

English. Students discuss the questions in small groups. As the answer to most of these questions 

is likely to be ‘it depends’, encourage students to give reasons for their answers.  

Skim reading: Give students a few minutes to put these categories in order individually or with 

a partner. 

Reading for detail: This exercise highlights the degree of formality usually found in CVs. Get 

individual students to read each of the sentences aloud, while the rest of the class finds the 

matching sentence in the CV. Focus on the useful verbs and verb phrases, e.g. liaise, coordinate, 

run, represent, play an integral part in, students can use in exercises 4 and 5. 

Ordering and reformulating: Students could do this task with a partner. Circulate while they 

are working and assist where necessary. Then get students to exchange their CV with another 

pair, who check the organization and choice of language. 

Brainstorming: Explain that gap year usually refers to the time taken off  at the beginning of a 

career, while career break refers to the time taken off at a later stage of life. If students have 

difficulty getting started, give them the brief outline of a story to comment on, e.g.: A friend of 

mine had been working for 7 years in a big company. He enjoyed the work, but the job was 

stressful and he wanted a break from the pressure and the routine. So he left his job and decided 

to take some time off and do something different... 

Scan reading: Read the title of the article with the whole class and get them to explain what 

they understand by the two expressions change the world (make a difference to other people’s 

lives) and want a change (do something different, for yourself). 

Listening: 2:19-2:24 Play the recording. Pause after each speaker to allow students time to 

answer the questions. Then get students to comment - which of these gap year options would 

they have chosen to do themselves and why? 

Homework: Writing and role play: This activity could take place over two lessons -completing 

the application form in one lesson, and conducting the interviews in another lesson.  















Lesson 31: MAKING DEALS. 

13.1. About business: Relating. 

13.2. Vocabulary: Negotiating and relating. 

13.3. Grammar: Conditionals and recommendations. 

Objectives: to practise ways in which companies are trying to increase online sales through  

                     specific marketing techniques. 

                  - To practise  key expressions for negotiating and describing the process of an e-tail  

                     transaction. 

                 - To explore to uses of the first, second and zero conditionals and on verb patterns  

                   with recommend, suggest and advise. 

Level: Intermediate + 

Discussion: Question 1: Give students a few minutes to discuss this question. Then take whole-

class feedback and make a list of the pros and cons of website and store shopping on the board. 

Question 2: Ask students to think about why less than 5% of people visiting a website turn into 

paying customers.  

Scan reading: Students read the article and look for examples of what are doing to encourage 

visitors to websites to buy products. Add these ideas to the list you made on the board in exercise 

1. Get students to comment on how effective they think these ideas would be. If they have any 

personal experience of live web chats with sales reps or animated characters, get them to 

comment on their reaction to them. Reading for detail: Students do this sequencing exercise 

alone, and then compare answers with a partner 

Role play:  Give students a few minutes to read the instructions for the role play and re-read the 

article quickly, if necessary, remind of the main points that they will need for the role play. 

Discussion: Do this as a whole-class activity. Get students to brainstorm ideas and write them on 

the board. Encourage students to think of positive and negative aspects to shopping in an e-store 

and shopping in a high-street store. 

Collocations:  Students could complete these exercises individually or with a partner. Allow 

them to use dictionaries, if they wish. Circulate while they are working and assist where 

necessary. Check answers with the whole class. Then ask students to pick out any collocations 

that are new to them or that they are unsure of, and review their meaning and use. 

Listening for detail: Give students time to read the minutes silently, or read them aloud with the 

whole class. Higher-level classes could try to predict what similar words or phrases they might 

hear in the recording.  

Homework:  write about a situation at work, agreement with a family member or friend, in a 

holiday job, or during a work placement 















Lesson 32: MAKING DEALS. 

13.4. Speaking: Negotiations – bargains. 

13.5. Writing: A Proposal. 

13.6. Case study: St.John’s Beach Club. 

Objectives:  to rise students awereness  language and skills needed for successful negotiating. 

                   - To explores the structure and content of a business proposal and requires students  

                     to write their own proposal. 

                   - To explore students negotiate a deal between a company and a buyer to get the best  

                     price for a company incentive trip. 

Level: Intermediate + 

Discussion: Students should first decide what their ‘bottom line’ is, i.e. what they want to 

achieve, what they want to get out of the sale, e.g. a minimum price they will accept or a 

concession that they are prepared to make, such as having the bicycle serviced before selling it or 

delivering the item to the buyer’s house. 

Listening: 2 2:41 Read the questions with students and play the conversation through. Explain 

any new vocabulary, e.g. logistics (the organization of supplies and services for an operation). 

Play the recording. Pause the recording if necessary to allow students to note down their 

answers. Get students to compare their answers with a partner and then take whole-class 

feedback. 

Negotiating: With lower-level classes, read the instructions with the whole class and elicit from 

them the kinds of things they might say at each stage of the negotiation. Remind them of the 

value of trying to reach a win-win conclusion. While students are speaking, circulate and assist 

where necessary. Check that they are using the conditional tenses correctly and stressing the key 

words appropriately. 

Scan reading: Read each question aloud and get students to scan the letter for the answer. When 

they have found the answer, they should raise their hands. When most of the class has raised 

their hands, ask one student to give you the answer, and then ask two or three other students if 

they agree or would like to add anything. Repeat this procedure with the rest of the questions. 

Writing: Get students to read the sentences quickly and identify the tenses used to express the 

options and contingencies (conditionals). 

Discussion: Do this as a whole-class activity, getting students to brainstorm ideas. Write a list of 

advantages and disadvantages on the board. 

Listening for detail: Read the statements aloud before you play the recording. Pause at 

appropriate places to allow students time to note down the reasons for their answers. 

 















Lesson 33: COMPANY AND COMMUNITY.  

14.1. About business: Corporate social responsibility. 

14.2. Vocabulary: Meetings, ethical behaviour and social performance 

Objectives: to practise the issues around corporate social responsibility and examines the  

                     approach taken by one multinational in particular. 

                   - To presents and practices vocabulary in three areas and develops the themes of  

                    corporate social responsibility. 

Level: Intermediate + 

Discussion: 1 Brainstorm a list of groups of people a company has a responsibility towards. 

What conflicts of interest are there between the different groups? Scan reading 2 Read the credo 

below and identify the four groups of people that Johnson & Johnson prioritize. The words in 

grey are explained in the Wordlist. 

Reading and discussion 3 Read Johnson & Johnson’s credo again and discuss who should 

decide what is meant by: 1 maintaining reasonable prices (line 5)    4 just and ethical actions  

2 making a fair profit (line 8)      5 our fair share of taxes (line 26)                        

3 fair and adequate compensation (line 14)         6 a fair return (line 40).  

Discuss the questions relating to Johnson & Johnson’s credo opposite.  

1 Which ‘good works and charities’ (line 25) should multinational companies support?  

2 What kind of ‘civic improvements’ (line 27) should the company encourage?  

3 How should the company protect ‘the environment and natural resources’ (line 30)?  

4 Are there any points in the credo you disagree with or items you would like to add?  

5 Does a credo really change the way a company operates or is it just good PR?  

6 Do small businesses have the same responsibilities as multinationals?  

Listening for gist: You are going to hear an interview on NPR , a US news provider, with 

author Marc Gunther, who believes corporate America is changing for the better.  

Meetings: 1 Match up the phrases you might use in a meeting.  

1 I have received two                                                        a) a copy of the agenda?  

2 Has everybody received                                                 b) the meeting.  

3 If we can’t agree, I think we should take                       c) apologies for absence.  

4 It’s getting late, so I propose we close                           d) the agenda.  

5 I think this would be a good time to break                     e) a vote.  

6 We have lots to discuss, so let’s stick to                        f) for lunch.  

7 It’s five past nine, so I’d better open                              g) side-tracked. 

 8 Can we start by approving                                             h) any other business.  

9 We seem to have reached                                                i) handout.  

Homework: Read the business pages of an online newspaper to find interesting comments and 

quotes from people and companies in the news. Tell a partner what was said. 











Lesson 34: COMPANY AND COMMUNITY. 

14.3. Grammar: The passive and reported speesch. 

14.4. Speaking: Meetings – teamwork. 

Objectives: to explore  the meaning and use of the passive and reported speech within contexts  

                     related to corporate social responsibility. 

                  - To explores appropriate language and behavior at meetings and provides contexts  

                     for students to discuss issues of ethical behaviour. 

Level: Intermediate + 

Test yourself: The passive: 1 Change these active sentences to the passive to avoid mentioning 

the agent. 1 Your company sometimes releases illegal levels of nitrates into the river. 

2 Your department is making too many mistakes at the moment. 

      3.    Unfortunately, you made a poor decision in hiring unqualified staff. 

Reported speech 2:  Complete the extracts from a report of a public meeting about a pollution 

problem. 1 ‘Nitrate levels in the local water supply are slightly higher than normal.’ 

CEO Ben Straw announced that _________________ 

2 ‘It is possible that the factory is responsible.’ Mr Straw admitted_________________ 

3 ‘There was a small chemical leak last Friday.’ Plant Manager Jane Lee explained___________ 

Read the four extracts from newspaper reports. Then say who made the twelve statements 

below and explain how you know this. What phrases helped you? 

Listening and reporting: A manufacturing plant in Kassra, a small town in Algeria, has just 

made 100 people redundant. Listen to six extracts from a conversation between Geoffrey 

Bullard, the Plant Manager, and Leila Belabed, a member of the mayor’s staff. For each extract, 

decide how Leila reported to the mayor, using appropriate verbs, as in the example. 

1 I complained that 100 people had been made redundant and I reminded Mr. Bullard that 

he had promised to create jobs for the town. 

Role-play: With a partner, role-play a conversation between a dissatisfied customer and a 

salesperson. First decide what the customer bought, and make a list of promises the salesperson 

made. Use reporting verbs from the boxes, as in the example. Point onwards. 

Discussion: 1 Discuss how acceptable you find the following gifts from a seller to a corporate 

buyer.    a corporate pen,    lunch in a good restaurant,    a free sample of the product 

a case of champagne,   a free weekend ‘seminar’ on a yacht,   cash,   employing a relative 

Work in small groups. Hold a management meeting to decide what to do in the following 

cases of employee misbehavior in your company. For each case, discuss: 

Homework: What are the essentials of a successful meeting? Search for the keywords “golden 

rules of meetings” to find out. 











Lesson 35: COMPANY AND COMMUNITY. 

14.5. Writing: Reports and minutes. 

14.6. Case study: Phoneix. 

Objectives: to provides practice in using the appropriate grammar and vocabulary for writing    

                      reports and minutes of a meeting. 

                  -  To practice students  together the themes and language practised in the unit  

                      requiring students to roleplay interest groups at a public meeting about the site of a  

                     new vehicle recycling centre. 

Level: Intermediate + 

Discussion: 1 Why should companies invest time and money in community projects? 

Brainstorming: 2 How many different alternatives can you think of for the words in the box? 

              but     and      so      say   tell   think 

Skim reading: Migrate Industries, a subsidiary of a multinational manufacturer of compressors 

for refrigerators and air-conditioning units, has a plant in the small Polish town of Bychawa. 

Read the report which Mirratec sent to Head Office, and the minutes of a management 

committee meeting at Head Office, and answer the questions. 

1 What are the arguments for and against involvement in the community center project? 

2 What did  a) Head Office   and   b) Mirratec decide?  

Reading for detail:  Read the quote below and identify five more impersonal structures used in 

the report in 3 to express the views of Mirratec’s management.  ‘… it was thought that the 

benefits to the company’s image justified more active and extensive support … ’ 

Listening and writing: Listen to a discussion of the second point on the agenda of the meeting 

in 3. Take notes. Then, with a partner, write a short summary of the discussion and decisions. 

Discussion: 1 Would you like to have a recycling center near your home? Why (not)? 

Reading:  2 Read the Internet page about Phoenix and answer the questions. 

1 What kind of corporate image does the company try to project? 

2 What do you imagine working at Phoenix is like 

Listening: Listen to part of a meeting at Phoenix’s head office in Sydney and answer the 

questions. 1 Why is Port Katherine a good choice for Phoenix’s new site? Give four reasons. 

2 What are the pros and cons of sites A, B and C from your group’s point of view? 

3 What do you think ‘Operation Charm and Diplomacy’ is? 

Reading and discussion: 4 In your groups, prepare for the public meeting by reading a message 

and answering some questions. 

Role play: 6 Role play the public meeting using the agenda above. 

Homework: to l earn vocabulary, do exercises and skim the text. 















REVISION. 

Objectives: - to raise students general knowledge of classroom language 

- become aware of  classroom language for future teaching 

- become aware of role of the course for professional development 

- a practical understanding of the importance of social, personal and organizational issues 

of classroom language   

-  developed a range of teaching skills including questioning, eliciting, giving instructions, 

etc., to promote communication in the classroom 

- developed an ability to critically analyze different samples of classroom language  

Level: Intermediate +  

Activity 1   CLASSROOM LANGUAGE  

Give information to the students overall aim of the course 

Aim: To provide students with guidance and assistance in using English effectively as a medium 

of communication in the classroom 

Objectives: By the end of the course students will   

 

le to use English as a means of instruction, elicitation, and class organization to promote 

a meaningful language practice 

 

 language and voice projection  

Reviews: These units can be used in three ways: to consolidate language covered in the units, to 

catch up quickly on any lessons missed, and to revise before tests or exams. 

Additional material: This section contains all the extra materials students need to do pair or 

group work activities.  

Grammar and practice: The section gives a very useful summary of grammar rules with clear 

examples, but also provides further practice of the essential grammar points in this level of the 

course. 

Recordings: Full scripts of all the audio recordings are given for reference, allowing students to 

check or study the audio dialogues in detail. However, encourage students not to rely on reading 

them to understand the listening. 

Wordlist: In the modules, words which intermediate level students may not know are in grey. 

Definitions of grey words are given in the wordlist, often with examples. Words in red are high-

frequency items, which you should encourage students to learn and use.  

Distribute handout 1to each participant. Ask them to fill out the shield on the handout. 

Next, put participants in 4 groups and invite them to share. When they have finished, ask them to 

put their names on their A4 sheets and stick them on the all.  

Homework: to learn vocabulary, do exercises  and skim the text. 
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The Business 2.0
Unit 1 Additional activities: Corporate culture� Teacher’s Notes

Speaking: Qualities of a good manager

Type of activity: Ranking activity followed by a presentation activity. Students have to substantiate why they 
think certain managerial qualities are more important than others. 

Preparation: Make one photocopy of the Unit 1 cut-outs for each group of two or three students. Cut each sheet 
into 14 strips.

1	 Ask students to write down at least four key attributes of a good manager.
2	 Students then take it in turns (working in pairs or in groups of three) to say one necessary attribute each, 

without repeating what anyone else has said. For example:
	 Student A: A good manager can be trusted.
	 Student B: A good manager is always fair.
	 They should continue until they can’t think of any more to add.
3	 Give out the ranking exercise, cut up into strips. In pairs or threes, students select the top five most 

important attributes and order / prioritize these, justifying their choices to each other. Tell students they can 
make short notes about what is decided, but that they should not write down the sentences word-for-word.

4	 A representative from each group then reports back to the whole class, giving clear justifications for their 
top three choices. Encourage students to give two justifications for each choice, for example:

	 A good manager needs to have a good sense of humour, as humour can be used to calm down awkward 
situations. It also creates a positive working environment, which in turn can make the company more 
effective.

5	 Ask students which managerial attributes they think they possess at present, i.e. would they make good 
managers?

Reading: New bosses, new rules

Type of activity: Information exchange. Half the class reads one text and the other half reads another. Students 
then exchange information with a partner who did not read the same text as them.
Preparation: Make enough photocopies for half of the class. Cut the photocopies in half.

1	 Elicit ways in which inequalities manifest themselves at work (pay differences, holidays, treatment by boss in 
terms of work allocation, etc). Also elicit possible reasons for inequalities (gender, age, etc.). Pre-teach a few 
words such as: undermine(d), suspicious, anxious, unjust, outraged, deteriorate. 

2	 Give half of the class the text about Catherine ( Text A) and the other half, the text about Vincent ( Text B). 
They will both need to make notes in a grid format. Write this up on the board or make it into a hand-out 
without the answers in grey.

3	 Ask students to read their texts alone or with another student who is reading the same text and complete 
their part of the grid. Circulate and assist where necessary. 

4	 Then ask students to work with a partner who read the other text and to exchange information orally and 
complete the rest of the grid. Make sure that the initial texts are covered, and that they only use their grids 
and  memory.

Details of 
employee 
(age, name, 
job)

Problems met at work and 
why (the unwritten rules)

The 
employee’s 
personal 
reaction 

Steps taken by 
them

Consequences

Text A Catherine 
Albery, 29, 
assistant 
manager in a 
large printing 
company

New boss gave more 
interesting work to her 
colleagues; she didn’t see eye 
to eye with him; didn’t get 
any recognition; felt it was 
because of being a woman; 
very competitive work culture.

She felt 
undermined 
and lost 
interest in her 
work.

She resigned. She now has a job in a 
smaller company where 
company culture suits her 
better.

Text B Vincent Prior, 
49, office 
manager 

Colleagues who’d joined the 
company many years after him 
were receiving much better 
benefits. Created a culture 
of suspicion and he felt the 
company culture favoured 
younger employees.

Very angry. 
Felt it was 
unjust.

He resigned 
even though 
risky at his 
age.

He found a less well-paid 
job in a smaller company 
where a culture of trust is 
encouraged.

5	 Ask students to tell you / each other what they would have done if they were Catherine or Vincent.
6	 For homework, get students to read their partners’ texts. They should make a record of new words and 

phrases.
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A good manager is able  
to listen effectively.

A good manager is able  
to keep calm under pressure.

A good manager has  
good qualifications.

A good manager  
commands respect.

A good manager has a  
good sense of humour.

A good manager has  
a wealth of experience  

and expertise.

A good manager has good  
ideas and vision for  

the company.

A good manager prioritizes 
equality and transparency 

between staff.

A good manager is able to  
motivate employees.

A good manager is able to see  
the whole picture, not just  

the detail.

✂

Unit 1 Additional activities: Corporate culture� Speaking

A good manager is able to 
identify talents in each of  

his/her employees, and exploit 
them appropriately.

A good manager  
delegates effectively.

A good manager is  
relatively young.

A good manager is able  
to prioritize and focus  

effectively.
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Unit 1 Additional activities: Corporate culture� Reading

✂

Text A

Catherine Albery, 29, was working in a well-paid position as an assistant manager in a large printing 
company, when she started to feel that things were going wrong. Although she had been reasonably 
happy at her place of work for over six years, a new boss meant great changes. ‘I realized that I was 
working at least as hard as my male equivalents, and certainly wasn’t getting the same recognition.‘ Her 
new boss then started to assign the more interesting and innovative work to her colleagues. Catherine 
began to feel undermined and her commitment to the job started to wane.  After discussing the issue 
with her line manager, she talked to her boss directly and things improved slightly for a few months. 
However, soon after, the situation deteriorated further.

‘I just knew that I was never going to see eye to eye with my boss. He just didn’t like me for some reason.  
I am sure it was because I am a woman – he questioned my loyalty. I simply didn’t have the energy to 
fight.’ Feeling completely disillusioned, Catherine resigned from her post last spring, and was unemployed 
for six months. She was eventually offered a position as manager in a small graphics company and has not 
looked back since. Working for a smaller company, being in the position of decision-maker, has turned out 
to be a very positive move for her. She works shorter hours, and does not feel the need to prove herself all 
the time, or compete with colleagues.  

Catherine looks back positively at the events of the last year. ‘As a manager, I have made a self-pledge to 
listen to my employees; to treat them with equality and fairness; to create a very positive culture in the 
workplace. I feel this experience has made me into a better manager, and arguably a better person!‘  

Text B

Ironically, it was at his firm’s Christmas party that Vincent Prior, 49, discovered that he was being treated 
unfairly, after being employed by the company for 17 years. He was the office manager in a leading car 
rental company, and found out in casual conversation that his younger colleagues of a similar position 
were all receiving far greater benefits.  These ranged from a slightly larger Christmas bonus to longer 
holidays. In one case, a colleague had been given a very substantial pension plan, considerably larger than 
the average. These had all been introduced since the arrival of a new boss, 12 months earlier.

‘I was absolutely outraged,’ he said. ‘One sits in the same open-plan office with these people, works the 
same long hours and to similar deadlines.  These managerial decisions seem totally unjust and encourage 
suspicion between colleagues.’ Vincent was convinced that the cause was due to age differences.  The next 
working day, Vincent went to speak directly with his manager. He was informed that his colleagues were 
new to the company, and that the various benefits had been part of their initial packages. In recognition 
of Vincent’s good work, his manager promised to reappraise some of Vincent’s own benefits.

‘At that point, something just snapped inside me,’ said Vincent. ‘I decided I couldn’t work in a culture 
like that any more.’ After considering the issue very carefully, he decided not to take his case further, but 
simply to resign. Realizing that this was a very risky decision at his age, he was understandably anxious.   
However, immediately after resigning, he was fortunate enough to meet an old friend who was able  
to offer him a similar post in his own small company, a company which hires out heavy-duty gardening 
machinery. Although his new job is slightly less well-paid, he is now working in an environment of 
trust. ‘All in all, I feel very positive about what happened. These events have made me re-assess what is 
important in my working life.’
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