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p,rt A Hello W here people are Welcoming visitors

P a r t ß  

W a tc h  & t a l k

Introductions Taking a m essage
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Communication trends

Describing locations

P ro g r e s s  c h e c k Units 18c 2

L e a rn in g  o b je c t iv e s • introduce yourself and 
others

• nam e your job and 
com pany

• answ er a call
• take a m essage

• greet visitors
• nam e th ings in the 

office
• say w here th ings are

K ey la n g u a g e • departm en ts and jobs
• w ords for te lephone 

calls

• office activities
• the  alphabet
• te lephone phrases
• num bers 1-10

• phrases for m eeting  
and greeting

• office equipm ent
• expressions of place

G ra m m a r • to  be

• question  w ords
• personal pronouns and 

possessive adjectives
• genitive 's

• subject and  object 
p ronouns

• c a n j  c a n 't

• requests w ith  can

• th e re  is 1 th e re  are

• th e  plural of nouns
• to  h ave

http://d-nb.info/113604776X


COLLEAGUES W O R K REVIEW S A  C O M PA N Y
A N D  C O M PA N IES SCHEDULES A N D  UPDATES VISIT

35 4 5 53 61
Business contacts Routines Was it a good year? A m eeting  in Bremen

You and your com pany W ork-life balance Giving updates A business dinner

W orkplace trends Inform ation trends

Units 3 & 4 Units 5 ,6  & 7

• talk  about yourself • talk  about w ork • say dates • talk  about journeys
• talk  about your • talk  about free tim e • talk  about the  past • talk  about agendas

com pany • give a report • give directions
• exchange inform ation • w rite  em ails • order in a re s tau ran t

• countries and • num bers and tim es • m onths . business travel term s
nationalities • days of th e  week • ordinal num bers • directions

• com pany facts • activities at work • regular business events • restau ran t phrases
• contact inform ation • free-tim e activities and activities

• sim ple present: . sim ple present: . w a s/w e re . sim ple past: m ore
affirm ative statem ents, negative sta tem ents, • sim ple past of regular irregular verbs,
questions w ith yes-no questions and and irregular verbs: questions and  short
question  words short answ ers affirm ative and answ ers

• adverbs of frequency negative sta tem en ts • verb + ing

Partner files 72 Chronological w ordlist 86 Acknowledgem ents

Audioscripts 78 A -Z  word list 99 Track list

Videoscripts 84 Places and nationalities 110


