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How the course works

English for Everyone is designed for people who want to teach
themselves the English language. The Business English edition
covers essential English phrases and constructions for a wide
range of common business scenarios. Unlike other courses,

English for Everyone uses images and
graphics in all its learning and practice,

to help you understand and remember
as easily as possible. The best way to learn
is to work through the book in order,
making full use of the audio available on
the website and app. Turn to the practice
book at the end of each unit to reinforce
your learning with additional exercises.

Unit number The book is divided
into units. The unit number helps
you keep track of your progress.

Past events

The past simple s often used when talking with
co-workers about events that started and finished
at a specific time in the recent or distant past.

-Choosmg ajob

PRACTICE BOOK

Learning points Every unit
begins with a summary of

the key learning points.

©° New language The past simple
‘Aa Vocabulary Actiities outside work
P New skill Talking about past events

The past simple describes

121 KEY LANGUAGE REGULAR VERBS IN THE PAST SIMPLE

events that happened
in the past. The past
simple forms of regular
verbs end in “-ed The
negative uses ‘did not"
plus the base form of
the main verb.

Language learning — . :

| watched the game
last night. It was great!

1 didn't watch the game.
I stayed at work late.

<)

Modules with colored

AL

backgrounds teach
new language points.
Study these carefully
before moving on to
the exercises.

The past forms of most
verbs do not change with
the subject.

12.2 HOW TO FORM REGULAR VERBS IN THE PAST SIMPLE
u

He walked to the office. * [}

2.2 FURTHER EXAMPLES REGULAR VERBS IN THE PAST SIMPLE

* o
She didn't walk downtown. M_ﬁ We didn't arrive on time. T ﬁ!
ot
?

)

70

FREE AUDIO
website and app
www.dkefe.com

o)

Audio support Most
modules are supported

by audio recordings to help
you improve your speaking
and listening skills.

COURSE BOOK

Modules Each unit is broken down
into modules, which should be done
in order. You can take a break from
learning after completing any module.

18.4 MARK THE SENTENCES THAT ARE CORRECT
m t They didn't stay for long.
They didn'tstayed for lang,
[ 1] | played soccer after work last night.
’L..t I playd soccer after work last night.

-] 2~ Hedidn'twalked to work today.
He didn't walk to work today.

v @ & * | works from 9to 5 yesterday.

I worked from 910 5 yesterday.

o She lived in Paris for four years.
She lives in Paris for four years 0
© %M. | talked to lots of people on my trip.

t B 1 did el o lots o people on my trip.
)

18.5 KEY LANGUAGE SPELLING RULES FOR THE PAST SIMPLE

The past simple of all
regular verbs ends in

greaoris o 2N astlrris e
verbs, there are some Wash Stop dance
spelling changes, too.
washed stopped danced tried
o Jostaddanar. 2

=

18.6 FILLIN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

Myfriend __caoked __(cook) some pasta, but| didn't try (not try) it

O we {arrive) late, but our boss (not shout) at us.
(1] (wash) my car, but it (notlock) clean.

1] (watch) the film, but | (notenjoy) it
O (stop) raining, but then it (start} snowing.
o1 (not walk) to work, | (cycle).

"
)

Exercises Modules

with white backgrounds
contain exercises that help
you practice your new
skills to reinforce learning.



(Language modules

New language is shown in the context of common business scenarios. Each
learning module introduces appropriate English for a particular situation,
as well as general points of English language to improve your overall fluency.

Module number Every module

is identified with a unique number,
so you can track your progress and
easily locate any related audio.

Module heading The teaching
topic appears here, along with
a brief introduction.

Past continuous

Past simple
~ Ve

32.54KEY LANGUAGE PAST CONTINUOUS AND PAST SIMPLE &

Many workplace mistakes are caused by an unexpected
event that interrupts something else. English uses the past
continuous and past simple together to describe this.

3

(l'm so sorry. | was writing an email when | spilled water on my keyboard.

Ll

i

a4 N

o)
. )
| |
32.6 FURTHER EXAMPLES PAST CONTINUOUS AND PAST SIMPLE
I was working on my presentation when the CEO called me.
[] i [ i [ i N e i
The courier was driving to your office when her van got a flat tire.
L 7

32.7 HOW TO FORM PAST CONTINUOUS AND PAST SIMPLE

The past continuous describes a longer background action, and
the past simple describes an action or event that interrupts it.

PAST CONTINUOUS OBJECT
| was writing Je an email

D

Vocabulary Throughout the book,
vocabulary modules list the most
common and useful English words
and phrases for business, with visual
cues to help you remember them.

Write-on lines You are
encouraged to write your own
translations of English words to
create your own reference pages.

— . R
)

Sample language New language points
are introduced in common business
contexts. Colored highlights make

new constructions easy to spot, and
annotations explain them.

Graphic guide Clear, simple visuals help
to explain the meaning of new language
forms, and show you business situations
in which you might expect to use them.

Supporting audio This symbol
indicates that the model sentences
featured in the module are available
as audio recordings.

Formation guide Visual guides
break down English grammar into its
simplest parts, showing you how to

“WHEN" PAST SIMPLE REST OF SENTENCE :
recreate even complex formations.
- when | spilled water on my keyboard.

K Use “when" to link the past
continuous and past simple.

5.1 INTHE OFFICE
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f
Practice modules

Each learning point is followed by
carefully graded exercises that help to fix
new language in your memory. Working
through the exercises will help you
remember what you have learned and
become more fluent. Every exercise is
introduced with a symbol to indicate
which skill is being practiced.

Module number Every
module is identified with a
unique number, so you can
easily locate answers and
related audio.

E 41% FILL IN THE GAPS USING o

THE WORDS IN THE PANEL

GRAMMAR
Apply new language rules
in different contexts.

READING
Examine target language
in real-life English contexts.

LISTENING
Test your understanding
of spoken English.

Exercise instruction Every exercise
is introduced with a brief instruction,
telling you what you need to do.

Sample answer The first question of
each exercise is answered for you, to

help make the task easy to understand.

Aa

Od

VOCABULARY

Cement your understanding

of key vocabulary.

SPEAKING

Compare your spoken English

to model audio recordings.

Space for writing

You are encouraged
to write your

answers in the book
for future reference.

Speaking exercise

This symbol indicates that you should
say your answers out loud, then
compare them to model recordings
included in your audio files.

s
LSS you have ensugh bread? e—
o s
(1] ? I've eaten many chocolates.
2] 'w/ How glasses do we need?
] mf'l There's too sauce on this.
(4] é How should we tip here?
much much many
too —enough
©)
N J

Supporting graphics
Visual cues are given
to help you understand
the exercises.

Listening exercise This symbol
indicates that you should listen to
an audio track in order to answer
the questions in the exercise.

D 4.7 SAY THE SENTENCES OUT LOUD, USING SHORT FORMS

lam not very busy today.

I'm not very busy today. 2

@ These polo shirts are not made in Vietnam.

R

@ This restaurant does not use British meat.

@ The onions in this market are not local.

@ | am not Brazilian, but I work in Brazil.

© The company does not have overseas clients.

20.6 LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER

THEY ARE DESCRIBED
o

or o = S
v *
-l

Supporting audio This symbol shows

that the answers to the exercise are
available as audio tracks. Listen to
them after completing the exercise.




/ .
Audio

M

)

LISTENING EXERCISES

English for Everyone features extensive supporting audio materials.
You are encouraged to use them as much as you can, to improve
your understanding of spoken English, and to make your own
accent and pronunciation more natural. Each file can be played,
paused, and repeated as often as you like, until you are confident
you understand what has been said.

This symbol indicates that you should
listen to an audio track in order to
answer the questions in the exercise.

SUPPORTING AUDIO

This symbol indicates that extra audio
material is available for you to listen
to after completing the module.

— []

FREE AUDIO

‘))) website and app

www.dkefe.com

Checklists Every unit ends with a
checklist, where you can check off
the new skills you have learned.

kg;"shun answers []  Aa Contactinformation [] e Exchanging contact details []

P
Track your progress

The course is designed to make it easy to monitor your progress,
with regular summary and review modules. Answers are provided
for every exercise, so you can see how well you have understood
each teaching point.

NEW LANGUAGE

Review modules At the end of a
group of units, you will find a more
detailed review module, summarizing
the language you have learned.

<2 REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1-7

SAMPLE SENTENCE

-y

Check boxes Use these boxes
to mark the skills you feel
comfortable with. Go back and
review anything you feel you
need to practice further.

INTRODUCING YOURSELF
AND OTHER PEOPLE

Good morning. My name’s Alisha Sharma
This is my colleague, Edward.

PRESENT SIMPLE TO DESCRIBE
ROUTINE WORK ACTIVITIES

CCOUNTRIES AND NATIONALITIES

We have a team meeting every Tuesday.
The CEO works weekends if we're busy.

These new mopeds are from ltaly.
I'm Brazilian, but | work in the US.

(] UNIT
lD 11,15
O 21

O 4.1,42,43

NEGATIVE SENTENCES

I'm not French. I'm Canadian.
The printer doesn’t work!

[} 46

ASKING QUESTIONS

Do you have an appointment?
Where is the staff room?

L 61,64,6.8

EXCHANGING DETAILS,
SHORT ANSWFRS

Is this your email address? Yes, it is.
Do you have a business card? No, | don’t.

o 71,7277

A s Find the

29.2 @)
@ It's a special one for fire safety.

@ There's a nice café across the street.

© We're meeting clients later this afternoon.
© | have saved all the documents.

29.3

@ 15 your stapler broken? You can use mine.
@ She doesn't have to come to the training
session, She did it last year,

© You have to turn off the light if you're the
last person to leave the office

@) He has to test the fire alarm every
Wednesday morning.

© We don't have to wear a jacket and tie in
the summer months.

294
@ Not given @ False @ True
O True @ False

29.8 )

@ Could you tell Jan to call me back?

@ Could you check this report?

© Would you mind ordering more pens?
@ Could you mop the floor, please?

© Could you come to today’s meeting?
@ Would you mind calling back later?
@ Would you mind turning the light off?
© Could you wash these cups, please?
@ Could you pass around the reports?
@ Would you mind booking me a taxi?
@ Could you show our clients around?

29.9
@ False @ False @ True @ True

29.10

1. Could you book a meeting room?

2. Could you send Sam Davies an email?

3. Could you call our supplier?

4. Would you mind booking a meeting room?
5. Would you mind sending Sam Davies

an email?

6. Would you mind calling our supplier?

answers to every
exercise printed at
the back of the book.

Exercise numbers
Match these numbers
to the unique identifier
at the top-left corner
of each exercise.

Audio This symbol
indicates that the
answers can also
be listened to.




Meeting new colleagues

You can use formal or informal English to introduce
yourself and greet colleagues or co-workers, depending
on the situation and the people you are meeting.

¢¢ New language Alphabet and spelling

Aa Vocabulary Introductions and greetings

P New skill Introducing yourself to co-workers

1.1 KEY LANGUAGE INTRODUCING YOURSELF

English uses a variety of polite phrases for
introducing yourself and greeting your co-workers.

This is a formal greeting. You can also say
“Good afternoon” and “Good evening.”

vf
Goo&r:;::g% Hello, Alisha. My J
Alisha Sharma. name’s Tom Robinson.

A
n

This is an informal way
to say your name.

|4
[l'm Sally James. }
.

You can also say “It's
nice to meet you.”

It s good to
meet you, Sally.

This is a formal way
to say your name.

This is very formal.

My name is It's avpleasure to
idi Ali. i
Sidique Ali meet you, Mr. Ali.

‘\ Using titles and

last names is
very formal.

= {Cad
=l

Hello. My
name’s Carla.

You can also say
“Good to meet you”
or “Nice to meet you.”

This is an informal greeting.

{Hn Lee. Imjana.)
/Hv vi\

Hi, I'm Lee

“Hello” can be used in formal
and informal situations.

“I'm” is implied
before “pleased.”

Pleased to
meet you.

This means “Great
to meet you, too.”

Great to
meet you.

—>wpe
=:*cb
¢

o )

12



E 1.2 FILL IN THE GAPS USING
THE WORDS IN THE PANEL

It's good to meet you.
@ Hello. My Sebastian.
® Good . My name is Joe Carr.
@ Hi, Marie. Clive.
O It's great to meet you, , Sven.
Oltsa to meet you.

afternoon pleasure —meet—

I'm name'’s too
)
\ J

1.3 PRONUNCIATION THE ALPHABET

Listen to how the letters of the alphabet are
pronounced in English when they are said individually.

d N

Aa Bb Cc Dd Ee
Ff Gg Hh 1i Jj Kk
LI Mm Nn Oo Pp
Qg Rr Ss Tt Uu
Vv Ww Xx Yy Zz

&1/ J

%

’ '| 4 LISTEN TO THE AUDIO AND MARK THE NAMES YOU HEAR

)
LORNA
(& 5]
\_

! ! I KATIE
(4] @ 4
RA BORIS
SAND ZANDRA I - poris
() I | = o |




1.5 KEY LANGUAGE INTRODUCING OTHER PEOPLE

You can also use polite formal and informal phrases
to introduce your co-workers to each other.

This is a formal introduction. This is an informal
f introduction.
\4
May | introduce Maria .
Diaz? Mariais our sales | | It's good to meet Amit, meet Edward.
manager for Europe. you, Maria. Edward, Amitand | Great to meet
\C work together. you, Edward.

It's a
pleasure

® %

a4,
na

Use “this is” to introduce other
people in less formal situations.

AVAY

'/ This is a formal introduction.

to meet
you too.

N

*

n

I’d'like outo "'/
meet Zo}al Cuarr It’s nice to This is my new Hi, Levi. Good
: meet you, assistant, Levi. to meet you.
Ms. Carr. [ I . ©
(BH_ | : glahr W*
o W)
e J
E 1.6 REWRITE THE SENTENCES, CORRECTING THE ERRORS
AUElE S Nic? e ByoL @ This my new colleague, Martin.
Hells, Sam. Nice #6 meet you.
@ To meet you, it’s a pleasure, too. © Marisa, meeting Roula, my partner.
@ Hi, I'm name’s Adedeyo. @ It's good to meet to you, Katherine.
© Greet to meet you. @ | may introduce Claudia Gomez, our new CEO?
o)
- J

14



1.7 LISTEN TO THE AUDIO AND
ANSWER THE QUESTIONS

¢ 9

Jill has started a new job. She
goes to a meeting with her new
colleagues, Mr. Singh and Daniel.

What is Jill's role at the company?
Design assistant []
Finance manager @’
Intern []

@ What is Jill's last name?

Greene []
Cheam []
Green []

@ How long has Mr. Singh been working
with Spandone and Co.?

14 years []
15 years []
16 years []
© What is Mr. Singh’s role at Spandone and Co.?
Lawyer []
CEO L]
Accountant L]

@ Which two people are meeting for the first time?
Jilland Daniel []
Jilland Mr. Singh []
Daniel and Mr. Singh [ ]

D 1.8 SAY THE SENTENCES OUT

LOUD, FILLING IN THE GAPS USING

THE WORDS IN THE PANEL

May | _ingroduce Marta Lopez?
Marta and | _wdrk together.

o
Hello, Mr. Lucas. It's a to
meet
L2 N
Ashley, André. André and
| work on the project.
(3]
, Sophie. My
Rachel Davies. Great to meet you.
o .
is my colleague, Hayley.
We went to college
e ‘
It's to meet you, Cori.
name’s Angel.
0
Hello, James. really nice

meet you. My name’s Alex.

(t.

T

(-.

T

T

good together It's My to
—intreduce Hello
meet WOk

name’s  pleasure

same you This

o)
))

Qa Alphabet and spelling []

Aa Introductions and greetings [_] ﬁ. Introducing yourself to co-workers [_]

15



Fveryday work activities

Use the present simple to talk about things that you 8" New language Present simple
do regularly, such as your daily tasks or everyday Aa Vocabulary Work activities
work routines. P New skill Talking about workplace routines

2.1 KEY LANGUAGE THE PRESENT SIMPLE

[
Use the present simple _ ] 0
to talk about things RIS ﬁTﬂTrl\g\
that happen regularly EIEI N

as part of a routine. Every morning, we prepare the food and Justin sets the tables.

©)
\_ Y,

| L
2.2 HOW TO FORM THE PRESENT SIMPLE

With regular verbs, use the base form of the verb to make the present simple with
“I""you,” “we,” and “they.” With “he,” “she,” and “it,” add “s” to the base form.

SUBJECT ? VERB REST OF SENTENCE
I / You / We / They X) prepare )
the food every morning.

6

He / She E) prepares

- vV -

2.3 FURTHER EXAMPLES THE PRESENT SIMPLE

“Be” with “I"is “l am.”
The short form is “I'm.”

Present simple form of “be”
with “he,” “she,” and “it.”

Ef \‘i':\ I'm a lifeguard at Fﬁ;r.* ¥ Miais an excellent
——=u the local pool. NI T tour guide.

- They have a meeting S e We usually stop for
|£|1—-|ﬁﬂ\!| every morning. H*'ﬁ_ tea and coffee at 11.

Present simple form of “be”
with “we,” "you,” and “they.”

0
bﬁ Stephanie works from & '.Jé"é? We are always busy
&‘ N homeon Mondays. I‘I'I H‘II " in the evening.
D)
\_ v
16




2.4 MATCH THE PICTURES
TO THE CORRECT SENTENCES

*

5 He brings the team
¥ tea and coffee every

afternoon.

=
sl

I'read the bulletin
board every
morning.

She walks around
her office every
30 minutes.

@%;
e
—

&

He opens all the
windows in the
afternoon.

o
"

HE

=-z$

She shouts at the
computer every day.

o Riid

W)
N o

2.5 FILL IN THE GAPS USING
THE WORDS IN THE PANEL

b

%']ﬁ We __have __ ameeting every day.
[ ]
i She a hairdresser.
0 '4’ [l
B . .
(2] $= He by train every morning.
O
(3] 2\ _/\ She work at 6pm every day.
1
y
O 17E She coffee twice a day.
P fe
(5 ) |—‘n'lﬁ[ He lunch at a local café.
eats is drinks
leaves have travels
)
N

' 2.6 LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Zoe has started a new job in a café.
Her manager tells her about her
everyday tasks at work.

i

The café opens at 10am.
True /] False [ | Notgiven [ |

@ All the staff arrive at 8am.
True [ | False [ | Notgiven | |

@ Zoe checks the tables before the café opens.
True [ | False [ | Notgiven | |

-

© Everyone has a break at 11:30pm.
True | | False [ | Notgiven [ ]

@ Employees eat lunch in the kitchen.
True | | False [ | Notgiven [ |

© The café closes at 6pm.
True | | False [ | Notgiven [ |

17



2.7 A COMMON MISTAKES THE PRESENT SIMPLE WITH “HE,” “SHE,” AND “IT”

It's easy to forget to add Add an “s” to the base form of the verb.
“s” to the base form of the

verb in the present simple The CEO works on Sundays. @&
with third-person singular
pronouns, “he,” “she,” and “it.”"

The CEO work on Sundays. €3

\This is wrong.
% /

E 2.8 CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

0
\%%J? She make-/ makes tea and coffee before the team meeting every Friday.
]

(1] The head of marketing speak / speaks for about an hour at every team meeting.
]‘gl =F
() g 21  Arianna and Gabriel read / reads their emails first thing every morning.

© N=Q1¥% The photocopier stop / stops working if we don’t load the paper carefully.

(4] ﬁ‘ﬁ’i-ﬂ The owners of the hotel visit / visits it at the end of every month.
© [ ]
(5 ] -\V‘/ﬁ-mn The cleaner start / starts work at 6am every day. The office is always clean in the mornings.
° D)
NG J
D 2.9 USE THE CHART TO CREATE EIGHT CORRECT SENTENCES
AND SAY THEM OUT LOUD
I wark from ! from Monday to Frid
Nou y to Friday.
ME"E‘;{{“Y z0 She a meeting every morning.
riday.
i My manager
R
o)
N J




2.10 READ THE ARTICLE AND ANSWER THE QUESTIONS

Meet the manager

Our Head of Customer Services describes a typical working day

s umiko Akimoto, our Head of Customer Services,
describes a typical day at work. “Every morning,
even in the winter, I ride my bicycle to work. I arrive at

work early and then walk through the departments to
talk to the staff. It is important for me to know what is
happening in the company so that I can share any
useful information with clients. Next, I read my emails
and use them to help me write a list of things to do
during the day. I rarely do everything on the list, but
it’s useful to help me plan my day.

During my morning coffee break, I talk to my team
members about my list and sometimes delegate tasks to
them. At lunchtime, many of my colleagues go to a local
Iralian restaurant to eat, but I stay in the office and eat a

packed lunch. I like to deal with all my emails by

5 o’clock. Sometimes I can leave work at 5:30, but I
usually leave at 6 o'clock. To help me relax after work
I'turn off my phone as soon as I get home.”

)

H Sumiko cycles to work every day. True [T False [ \
@ She reads her emails first thing every morning. True [ | False [ ]
@ She writes a list of things to do that day. True [ | False [ |
© She meets her colleagues to talk about the day’s work. True [ | False [ ]
@ Sumiko goes to a local restaurant for lunch every day. True [ | False [ ]
© She tries to deal with all her emails by 5 o'clock. True [ | False [ ]
@ Sumiko always leaves work at 6 o'clock. True [ | False [ ]
@ She turns her phone off when she gets home. True [ | False [ ]
\ J

QQ Present simple |:| Aa Work activities |:| ﬁ. Talking about workplace routines |:|
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Vocabulary

3.1 COUNTRIES

N\
A |

Canada

)

Netherlands

.\‘ W\

Czech Republic

Switzerland

Poland

ted Arab
irates (UAE)

20



anss; 3.2 CONTINENTS

Russia Mongolia
...................................... Y gy
\\.,;;, North America

SouthKorea | | =

Africa

Australasia




Business around the world

English uses “from” or nationality adjectives to talk about
where products or people come from. “From” can also

refer to your company or department.

Q"" New language Negative statements
Aa Vocabulary Countries and nationalities

P New skill Saying where things are from

4.1 VOCABULARY NATIONALITY ADJECTIVES

Nationality adjectives are based on country names. Most end

" "o

in “-ese,

.......................... [ “_ESE" ]
China Japan
Chinese Japanese
o
------------------------- [ II_ISH" J--n---.--------.----'----.
Britain / UK Spain
British Spanish
............. V/A ;\...........-...-....-.,......‘ ?ﬁ? eensessaases
.......................... [ n_IAN" J....
Argentina Brazil
Argentinian Brazilian
.............. e R < ) W
nyay

an,”“-ish,” “-ean,” or “-ian,” but some are irregular.

.......................... [ “_AN" }‘
America South Africa
American South African

ea e _:

v

South Korea

¥

Chilean South Korean
.......................... \\ ,'l',, sesssesensnes
.......................... [ IRREGULAR ]
France Greece
French Greek
u
.............. I-
= 2 SR8 E = o
[= = =




4.2 KEY LANGUAGE COUNTRIES 4.3 FURTHER EXAMPLES COUNTRIES
AND NATIONALITIES AND NATIONALITIES

To talk about where products were made or what
country people come from, use “from” with a country

L These smartphones
name, or a nationality adjective.
are from Japan.

L 7
_ i S E | The new CEO is
i‘]‘ “FROM" + COUNTRY from Switzerland.

These new mopeds are from ltaly.

These Indian dresses
are excellent value.

|
=3
= 3
S

NATIONALITY ADJECTIVE

RN =
These new mopeds are Italian I'm Russian, but | "=
- ) ) regularly visit the US. A &
~ R J

E 4.4 CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

Ve GReeess are e i - 2iess © We sell leather shoes from Spain / Spanish.

@ I'm on the Europe / European sales team. @ My job is to watch the Asia / Asian markets.

@ Our Chile / Chilean office is in Santiago. © Book a trip to Mexico / Mexican with us.

q )

! 4.5 LISTEN TO THE AUDIO AND MATCH THE PRODUCTS TO THE
PLACE NAMES

2% i e
\/},

Canada [ Asia ] [ Italy ] [ Africa ] [ India ]
-
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4.6 KEY LANGUAGE CONTRACTED NEGATIVES

Adding “not” makes a positive statement negative.
“Not” is often used in its contracted form.

: | .
The printer does not work! We do not sell many Swiss products. | g
i a& —
The printer doesn’'t work! =% We don'’t sell many Swiss products.
‘\ “Does not” contracts to “doesn’t.” “Do not” contracts to “don’t.”
| am not French. e He is not from the sales team.
® e o o
v /'} \ 4 & ) |
) He's not
I'm not French. . ,
ot Frenc He feritt from the sales team |
‘\ “l'am” contracts to “I'm.” ‘\
You can't say “amn't.” “He is” contracts to “he’s,” or

“is not” contracts to “isn't.”

They are not from the UK. . - It is not a shoe factory.
v | v T 4
They're not " It's not
They aren’t [ from the UK. i It isn't a shoe factory.

“They are” contracts to “they're," or
“are not” contracts to “aren’t.” 1))))

_

D 4.7 SAY THE SENTENCES OUT LOUD, USING SHORT FORMS

| am not very busy today.
S : © The onions in this market are not local.
I'm wot very busy today.
Y busy today @ °
(Q
@ These polo shirts are not made in Vietnam. @ | am not Brazilian, but | work in Brazil.
| @
@ This restaurant does not use British meat. © The company does not have overseas clients.
Y | ¥
D)
- v
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“From” can also refer to a company or department.

I'm George. I'm from the marketing
department in New York.

\
[

4.8 KEY LANGUAGE SAYING WHERE YOU WORK

And this is Barbara. She's -
from QuickStyle Printers. ”AP

I'm Nisha. I'm
from finance.

People often leave out “the” and
“department” when they say what
department they are from.

=

e

4.9 READ THE COMPANY PROFILE
AND ANSWER THE QUESTIONS

.'

Guitar City is a new company.

True [ | False @/

@ Giorgio Michalis is from Greece.
True [ | False [ ]

@ Giorgio has one Guitar City guitar.
True [ | False [ |

© Pete Donnelly works in production.

True [ | False [ |

@ The guitars are made of wood from rainforests.

True [ | False [ |

© Each guitar has a beautiful wood pattern.

True [ | False [ ]

@ Some of the artists are Polish.
True [ | False [ |

About us

Established in 1965, Guitar City makes
guitars for some of the most famous
musicians in the world. The award-winning
Greek guitarist Giorgio Michalis always
USes our guitars and believes that they are
the best that he has ever played. “The
sound of all my Guitar City guitars is
amagzing,” he says.

’ Our guitars are mostly made from recycled aluminum and are
much lighter than the usual, wooden ones. Pete Donnelly from
our production department also says that these guitars are
better for the environment. “We do not use any wooden
l materials from rainforests and we make all the main guitar body
parts from recycled materials.”
Guitar City guitars also look really great. They do not have the
( natural beauty of wood, but each guitar is hand painted by a top
artist from our creative design team. With artists from Kenya,
] Poland, Mexico, and Laos, we have designs to suit everyone.

-

QQ Negative statements |:|

Aa Countries and nationalities [_] ﬁ. Saying where things are from L]

25




Vocabulary

5.1 IN THE OFFICE

bulletin board (US)
notice board (UK)

water cooler

trash can (US) w\/f
bin (UK) filing cabinet

W)
% /
photocopier phone printer
cell phone (US)
scanner USB / flash drive hard drive headset mobile phone (UK)




5.3 STATIONERY
=] :
“‘ :—‘——_—;‘\ ] Ol
\___g\ S 7 : ]
nn— £ N\ planner (US)
letter envelope diary (UK) clipboard files / folders
hole punch stapler pencil sharpener pencil pen
E eraser (US)
adhesive tape rubber bands notepad paper clips rubber (UK) ruler
)
S
screen monitor
apop e R el
computer
mouse . mm B R @z
tablet keyboard
................................................... ‘)))
/




m Asking questions at work

It is important to use the correct word order and question
words in English questions, depending on whether the
questions are open-ended.

d& New language Forming questions
Aa Vocabulary Office equipment
Pee New skill Asking colleagues questions

6.1 KEY LANGUAGE SIMPLE QUESTIONS WITH “TO BE”

Is this where

No. Our machines
are broken.

Are the meeting
rooms all busy?

| can pay?

CYes. I'm afraid

LD)
. /
| l

6.2 HOW TO FORM SIMPLE QUESTIONS WITH “TO BE”

In a statement, the subject comes ThlS iS where | can pay

before the verb. In a question, :

the subject and verb swap places. \

Is this where | can pay?

\_ Verb ) ‘\ Subject )

E 6.3 REWRITE THE QUESTIONS, PUTTING THE WORDS
IN THE CORRECT ORDER

(this J(_Is  J( deske J(_ my ]| ©] your | [ filesz J[ these |[ Are |

Ls this my desk?

(1) Qypen?J 'windows | | the || Are ] 0 thatJL ls || drawer | | locked? |

(2 B phong lworking?] @ your ] © | deskJ . his ] (cle\an?J —

L
)




6.4 KEY LANGUAGE SIMPLE QUESTIONS WITH “DO”
To form questions in sentences without the verb
“to be,” start the question with “do” or “does.”
Does he work
bo yet haveian No. Could | make one with you? Yes, he works in
appointment? :
for today, please? : my office.
e o
0 @ 0 : -
: @‘ h o/l
1 REN nNIRE
o)
N o )
6.5 HOW TO FORM SIMPLE QUESTIONS WITH “DO”
_— ‘ REST OF SENTENCE
Do | / you / we / they
an appointment?
Does E) he / she
A A
“Does” is the third person form of “do.” \\ Use the base form of the verb.
_ /
E 6.6 FILL IN THE GAPS USING ’ 6.7 LISTEN TO THE AUDIO AND
“‘DO” OR “DOES” NUMBER THE QUESTIONS IN THE
ORDER YOU HEAR THEM
Do they come in early? = , & Karen has just started a new job
ﬁf@ and asks her colleague Kim some
(1) he have a key for this drawer? Il Il questions about the company.
5] your laptop have a DVD drive? () Are the refreshments in the kitchen free? [ |
© Jim and Tom have new screens? © Do you have parties for everyone? []
(4] you keep pens in your desk drawer? @ Are there weekly team meetings?
(5 ) Sarah write the minutes? @ Is there a code for the Wi-Fi? L]
(4 ] all employees have wall calendars? (@ Does the CEO visit the office regularly? []
o)
- /L J




6.8 KEY LANGUAGE ASKING OPEN QUESTIONS

Use question words such as “when,” “where,” “how,” or “why”
to ask questions that can't be answered with “yes” or “no.”

w
staff room?

here is the

Go down to the
second floor.

Mia start work?

When does

She usually
starts at nine.

o)
N | J
6.9 FURTHER EXAMPLES OPEN QUESTIONS
The auxilary “do / does”
comes before the subject. - - - PY
Rinc ) ) 1 dm e
How does the scanner work? === “ What would you like to drink? m “
Invert the subject and the verb to
form open questions with “to be.” & o
P [ ]
Where is the cafeteria? w ‘i_ Why is he late? ‘ﬁ'd;km g
" ] I
& The main verb comes at the end
in questions without “to be.”
A & &°
Who is giving the presentation? | When does the meeting start? " H
D)
e vy
E 6.10 CROSS OUT THE INCORRECT WORD IN EACH QUESTION
When /Whatare you going on vacation? @ Why / Who is this drawer always locked?
© Where / How are the cups? © Where / When does the cafeteria open?
@ Who / What is the photocopier code? @ Why / Who do | ask for printer ink?
© Why / How do | turn off the screen? € What / When do you discuss at meetings?
)
Ve J
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Where is the stationery cabinet?

Who do | ask about taking a day off?

When is the restaurant usually busy?

How does this coffee machine work?

) & & &S

of
of
© | Why s the stationery cabinet locked?
o
o

What time does the meeting start?

f

6.11 MATCH THE QUESTIONS TO THE CORRECT ANSWERS

[ You need to talk to Anne in HR. J

[ So that Marie can control the stock. ]

It's across from the meeting room.

[ At 2 o'clock. We usually start on time. ]

[ It's always full on weekend evenings. ]

[ Turn it on and then select your drink. J

o)
))/

E 6.12 MARK THE QUESTIONS
THAT ARE CORRECT

semss  Whois in your team?
T whatis in your team?

g» & Whatlcando to help you?
N alll What can I do to help you?

o &

) Do you know where the key is?
iR

Does you know where the key is?

O m
L]

When does the store open?
When do the store open?

o 00 od (0N

Who do | connect the keyboard? [ |
How do | connect the keyboard? [ |

Why is her desk always a mess? [ |
vﬁﬁg Why does her desk always a mess? ||

o)
)/

u 6.13 SAY THE QUESTIONS OUT

LOUD, FILLING IN THE GAPS
USING THE WORDS IN THE PANEL

How __do you travel to work?

(c.

1] are the paperclips and pens? o
[
i ?
(2] is for lunch today? N )
?
(3] do we use old computers? N )
ice?
(4] do they close the office? N )
’ Where Why
When +How What
)
\_ w

QQ Forming questions L]

Aa Office equipment L] ﬁo Asking colleagues questions L]
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Fxchanging details

When making new business contacts, there are
several phrases you can use to ask for their
details and offer yours in return.

QQ New language Short answers
Aa Vocabulary Contact information
P New skill Exchanging contact details

7.1 KEY LANGUAGE EXCHANGING CONTACT DETAILS

It is useful to know how to ask
for contact information from
a client or co-worker. Certain
stock phrases can be adapted

to many different situations. “Give me a ring”
is also common,
particularly in
UK English.

Qist give me a call.g
e Call me. Here's
my number.

Drop me aline.

How can | reach
you for more
information?

Yes! Here's my
card with all
the details.

These products look great!
Do you have a website?

‘\ In UK English, .

“Have you got...?" r.
is also common.

o)
N )

7.2 VOCABULARY BUSINESS CARDS

Daniel Thompson Director

23 Long Lane

Redchester BIG
RC3 7AP films
United Kingdom

0192308934 = d thompson@bigfilms.com
www.bigfilms.com
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7.3 PRONUNCIATION EMAIL ADDRESSES

There are set conventions
hyphen underscore

for how to pronounce email
sue@super-cleaning_team.com

address symbols such as
“@" and “" in English.
This is pronounced as one word, but domains like .co.jp and
.co.uk are pronounced with initials: “dot co dot yoo kay”

o)
’

o
7.4 LISTEN TO THE AUDIO, THEN
NUMBER THE EMAIL ADDRESSES

E3
IN THE ORDER YOU HEAR THEM

ARRARTY

Six people are giving
their contact details to

someone they have met.

7.5 CROSS OUT THE INCORRECT
WORD IN EACH SENTENCE

Just make / give me a call when you're ready.

@ Do you do / have a website | can look up?

© Your job title / name isn't listed here.

() cjjones@global-exec.com [] © Just fall / drop me a line for more details.
() joe@worldmail.co.jp [] @ How can | reach / touch you to follow up?
(@ cjones@global-exec.com [] © |s this your phone number / address?
@ jayjones@globalmail.com @ Here's my contact / business card.
@ globalmail@jonesbrothers.com [] @ say / Call me to arrange a meeting.
@ cjjones@global-exec.co.fr [] () Drop me a line / word to follow up next week.
»
NS /L o
7.6 LOOK AT THE BUSINESS CARDS AND ANSWER THE QUESTIONS |
McKay & Sons
McKay & Sons is a travel agent. True [ | False @/ o mﬂ,‘;‘fﬁgﬁm
steven MoKay
@ McKay and Sons has a website. True [ | False [ ] Mapkaas
@ Steven McKay is a Web Designer.  True | | False | | -'1 | ¢_ 1200 400 589 »
sz s.mckay @mckayandsons e
@ Nancy Li has a website. True | | False [ ] Ci o
| . | ity Zoo
@ City Zoo is on Madison Avenue. ~ True [ | False [ | St Mo e e B
© Nancy works in Human Resources. True | | False [ | Nancy Li
@ Nancy has an email address. True [ | False [ ] Assistant Zoologist
(608) 233-4487

-

nancyli@cityzoo.org

-

Vill
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7.7 KEY LANGUAGE SHORT ANSWERS

You will often hear short answers such as
“Yes, | am” in English-speaking workplaces.
It is more polite to use a short answer than
to just answer “Yes” or “No.”

Is this your current Yes, it is. Ema|l Are you on
email address? me any time. JobConnect?

[y

No, I'm not. | have a blog, though. ]

Do you have a
business card?

Does your company No, it doesn't.
have a website? ® It does have a

mailing list.

:J

lro

A
. \ Answer uses “be” to

|

match question.

Answer uses “do” to
match question.

N

Yes, | do. All my
details are on here.

J

»)
J

\
E 7.8 MATCH THE QUESTIONS TO THE CORRECT SHORT ANSWERS

Do you have a portfolio? [YES, they are.

Is this your office number?

[No, we don't.

Are these your work details? [Yes, they do.

— Y

0|
0|
© | Do they have a website?
0|
0|

No, | don't.
Does your company have a website? [Yes, it does.
Do all of you work for Y9B & Co? [Yes, itis.

N

)
J
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D 7.9 RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
Do I have your phone number? @  Does your website have a contact form?
Yes, ou do ) No, :
es Y N ) o N
@  Isthat your company’s address? © Do they have a brochure?
No, . (.. Yes, . ('.
@  Are these details still correct? @® Do you want to arrange a meeting?
Yes, ; (.. Yes, : ('.
@ | Do you have a website? @ Do you have an office in the city?
Y ) N )
es, M & A
o)
N )

QO

Short answers [_| Aa Contact information [_] ﬁo Exchanging contact details [_]

<2 REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1-7

"“

INTRODUCING YOURSELF Good morning. My name’s Alisha Sharma.

s O oy I8
AND OTHER PEOPLE This is my colleague, Edward. bl
PRESENT SIMPLE TO DESCRIBE We have a team meeting every Tuesday. O 21
ROUTINE WORK ACTIVITIES The CEO works weekends if we're busy. ’

These new mopeds are from ltaly.

COUNTRIES AND NATIONALITIES s - .
I'm Brazilian, but | work in the US.

g 4.1,4.2,4.3

NEGATIVE SENTENCES I'm not- French. | m Canadian. 0 46
The printer doesn’t work!

Do you have an appointment?

ASKING QUESTIONS .
Q Where is the staff room?

O 6.1,64,6.8

EXCHANGING DETAILS, Is this your email address? Yes, it is.

SHORT ANSWERS . ? 1, D 7.' 7.2 J.;
J/

- W,
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m Skills and experience

English uses the verb “have” to talk about people’s skills, " New language “Have “have got," articles
experience, and professional attributes. You might also Aa Vocabulary Jobs and skills
hear “have got” in informal UK English. P New skill Writing a business profile

8.1 KEY LANGUAGE “HAVE"

Use “have” with nouns to talk about

7 - . “Have” is an irregular verb.
people’s qualities or experience.

The third-person form is “has.”

~

| have good computer skills. My assistant has an excellent phone manner.

<

W)
)

8.2 FURTHER EXAMPLES “HAVE” AND “HAVE GOT”

g v

He has excellent negotiation skills. 'l “
[ ]

“Have got” is used in
informal spoken UK English.

@nd’n

. l' »
They don't have good people skills. ‘i ‘ﬁ’ She's got a positive attitude.

In negatives, “do not” or its short || n “ ‘\ This short form of
form “don’t” sits before “have.” “has got” is informal.

.

W

<
Have you got any catering experience? i\ g
n

|

8.3 HOW TO FORM STATEMENTS USING “HAVE”

SUBJECT “HAVE" / "HAS" REST OF SENTENCE

I/ You/We /They I') have

good computer skills.

e X

He / She E) has
A

L \\ With “he,” “she,” and “it,” use “has.”




E 8.4 CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

He have / has excellent typing skills. © We haves / have monthly training sessions.

@ They don't / doesn’t have interviews today. @ He don't / doesn't have experience with animals.

@ He haven't / hasn't got a diploma. @ He's have / has a Master’s degree.

© | don't have / don't got any experience. © They have / got a lot of inexperienced staff.

@ Do you has / have good IT skills?

\

© She’s got / have super negotiation skills.

0)
o
8.5 READ THE ONLINE PROFILE AND MARK THE STATEMENTS
THAT ARE CORRECT

{‘ = ® o Sam has never edited photographs. [ |

L S ————— ey Sam has edited photographs. A

. photographer i S
Sam Bradley ph grap @ Sam loves working with children. L]
CcT

\ Wome | sKiLLs [ CONTA Sam loves working with animals. L]
|
| . . .
| Experience: , @ Sam won a regional competition. ]
“ | have a lot of experience in digital photography and Sam won a national competition ]
‘ photo editing. | love working with animals and nature, i I petition.

| i .

| and | won my first regional L i i )

" competition when | was 13. In @ Sam didn't organize field trips. L]

‘\ college, | chaired the Photography Sam organized field trips at college. [ ]

| Club and arranged speakers,

| training, and field trips. | have;ome @ Sam worked in an office. L]

i experience of working in an office, L . :

‘\ having spent a summer working for Sam didn’t work in an office. L]

‘ magazine. .

‘ a nature mag © Sam has excellent photography skills. [ ]
e ' Sam has good negotiation skills. ]

\ e | have excellent photography and editing skills learned

| .

. from my degree and many years of expene:;e. - © Sam's degree is in photography. ]

} g, my own, and with animais. .
\‘ * | enjoy working in teams, on my Sam’s degree is in dance and drama. [ |
‘ Qualifications: @ Sam has a photography diploma. L]
« BA Dance and Drama (2014) _

\ « Diploma in Pet Photography (2016) Sam has never studied photography. | |

|

L . y
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8.6 KEY LANGUAGE “A / AN / THE"
Use “a” or “an” to talk about jobs and workplaces if you are
mentioning them for the first time. Use “the” to talk about
something specific, or something you have mentioned before. Use "a” because vou are mentionin
the restaurant foZ the first time. s
i I iter. | i I
'm a waiter. | work in a popular restaurant.
il el A i beliepoby
The restaurant is always busy.
A\ Use “the” because you have already mentioned the restaurant.
)
& | | /
8.7 FURTHER EXAMPLES “A / AN / THE"
Use “an” before a vowel sound. @
& v a*
0 ' I'm an intern at an advertising agency. ,4’ " Isaac is a good hairdresser.
[ ]
==F"""1 a gV
g== The agency is next to a café. d " The hairdresser who works
I-_|:’ weekends is terrible.
)
. y
E 8.8 FILL IN THE GAPS USING 8.9 LISTEN TO THE AUDIO, THEN
“A “AN,” OR "THE" NUMBER THE PEOPLE IN THE
ORDER THEY ARE DESCRIBED
He works in a hotel.
@ Oh, yes. | know hotel you mean.
© Susan has diploma.
(3 )1 meeting on the second floor?
@ | work for large recruitment agency.
@ There’s ad for a chef here.
® | hired PA to help me out.
@ He works at hospital down the road.
© Is there office in Mexico?
o)
. J
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8.10 KEY LANGUAGE THE ZERO ARTICLE
When English leaves out “a,”
“an,” or “the” before a noun, Refers to interviews in general,
this is called the zero article. not specific interviews. \%} .
Use the zero article with ) ! ﬁ H
plurals when you are talking | get very nervous before interviews. '
about things in general. e
: : -2
We're looking for people who can sell our products. = T
A\ " I [AY
Refers to people in general, not specific individuals.
N )
E 8.11T MARK THE SENTENCES E 8.12 READ THE COVER LETTER
THAT ARE CORRECT AND CROSS OUT THE
INCORRECT WORDS
Online profiles are really useful. %l
The online profiles are really useful. [ | Dear Mr. Baxter,
@ He was out of the office today. L] I am writing to apply for the /4 role of Library

He was out of an office today. Assistant, which I saw advertised on your website.
I have / got two years’ experience working as a
part-time assistant in my local library. The / A job

involves working with a / the team of people and
© What skills do you need for this job? [ | the public, so I have good people skills / the good
. . people skills.
What a skills do you need for this job? [

[]
@ | have the excellent people skills. []
| have excellent people skills. []

I do not have / have not a degree in Library and
Information Studies, as an / the ad requested,
but I have / has a degree in English Literature.

@ Have you read the job requirements? [_|
Have you read a job requirements? [ ]

© she’s aarchitect for a top company. [ ['look forward to hearing from you.

She’s an architect for a top company. [ | Yours sincerely,

@ The new designer is very good. L] j:,w{y Stein,

A new designer is very good. L]
& Ve Judy Stein

N @) W,

QQ “Have,” “have got,” articles |:| Aa Jobs and skills |:| ﬂ- Writing a business profile |:|
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Vocabulary

9.1 JOBS
‘ E ' o
businessman businesswoman sales manager sales assistant receptionist

=&

hairdresser / stylist gardener cleaner / janitor train driver taxi driver

A ,
3 ‘ﬁ‘ h
construction worker
(US) / builder (UK) engineer mechanic
L J
-
-, / \ e |
i e I
flight attendant travel agent tour guide journalist
L
/
full-time (F/T) part-time (P/T) permanent temporary shift
[a complete [an incomplete [a long-term, [a short-term position  [a period of work with
working week] working week] salaried position] with a known end date]  a set number of hours]




e

vy I o
2 !
U= %
personal assistant /

P

N

scientist

waiter waitress chef
| ¥
I = NN ‘ -
sy Joys R ’ W
ALTA NN 74 ==
/Lt i1/ I im L= :
rs
librarian teacher judge police officer firefighter
-~
3 g i
b+ (RS L
surgeon doctor nurse dentist vet
~ e |
| 5
\‘[ ! '|;| no
v I8 B
writer designer artist musician
)
4
t ] A
; : *01
co-worker / assistant
manager colleague [someone who does intern apprentice
[the person responsible [a person you work routine tasks for a [a person who works [a person who is
for directing employees] with in a profession] senior person| to gain experience] learning a trade]
)
/




Choosing a job

Verbs such as “like,” “enjoy,” and “hate” express feelings " New language “Like ‘enjoy,’ and "hate”
about things. They are often used to talk about what Aa Vocabulary Workplace activities
activities people would like to do in a job. P New skill Finding the right job

10.1 KEY LANGUAGE LIKES AND DISLIKES

nu

Use verbs such as “like,” “enjoy,” and “hate” to give your opinion
on workplace activities. These can be followed by a noun, or by

a gerund (“-ing” form of the verb) and a noun.
Verb Noun

N
@n’t want to work in IT. | hate computers.

( So, what kind of job

i.i
are you looking for} oY
.r’- {I want to be a sales manager. ]
|

| like giving presentations.

Verb j \ Gerund \ Noun 1;))
4

10.2 FURTHER EXAMPLES LIKES AND DISLIKES

.

[ ] o)
,/n‘ | enjoy business trips. \}::ﬁ She hates writing contracts.
ﬁ . o @
%IE[I He doesn't like interviews. ﬁ.—ﬁ)":.:\ | like meeting clients.
)
- J

|

10.3 HOW TO FORM LIKES AND DISLIKES

Use a verb followed by SUBJECT

& VERB NOUN '
a noun to give your [ o
opinion on a thing. I I) like / enjoy / don't like / hate ) business trips. j
.
Use a verb followed by ~ SUBJECT VERB ' GERUND NOUN | ‘
a gerund and a noun t» . . - o ;
o eyereplien | I) like / enjoy / don't like / hate ~ ) giving ) presentatlonq
\q

on an activity.
Add “-ing” to the verb j J

to form the gerund.
\
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E 10.4 CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

Do you enjoy seet / meeting clients? © | hates / hate long meetings.

© she don'tlike / doesn't like using computers. O We don'tlike / doesn't like lazy employees.

@ He likes training / train new colleagues. © She enjoys work / working in a team.
)

_

! 10.5 LISTEN TO THE AUDIO AND MARK WHETHER JORDI LIKES OR DISLIKES
THE ACTIVITY IN EACH PICTURE

L

ol ke 14 12

@ Likes [] @ Likes D O likes ] O Likes L]

ikes !
l;)\shkes 1. Dislikes D | - Dislikes _ﬂes D | - Dislikes D
10.6 READ THE JOB ADVERTISEMENT AND _
ANSWER THE QUESTIONS T .
our Guide

needed for top tourist attraction

The tour guide might work with children. True [/ False [ ]

D

@ Not many tourists go to Notwen Castle.  True [ | False [ ] frglfloauulZ;X?i%lgifuigzgk
Notwen Castle i

© The job involves greeting visitors. True [_| False [ ] popular castles 1;2?12 Zilﬁrr;w
Every visitor to Notwen Castle

© The tour guide must like working alone. ~ True [_] False [ | is special. It will be your job to
welcome them to the castle. You

O The tour guide always works inside. True [ ] False [ ] must enjoy working as part of a
team and have great customer

© The job involves weekend work. True [ | False [ ] service skills. The job includes
working outside and on weekends,

-

Q° “Like," “enjoy,” and "hate” [_] Aa Workplace activities [_] ﬂ. Finding the right job [_]
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Describing your workplace

One way of telling people about your company is 8" New language “There is’ and “there are”
by using “there is” and “there are.” Use “Is there...?" Aa Vocabulary Office equipment
or "Are there...?” to ask questions about a workplace. P New skill Describing a workplace
11.1 KEY LANGUAGE “THERE IS” AND “THERE ARE"
wbotone thing and go L 0 Eoe
“there are” to taI'k about ‘-i- (.'. L] r-\ '-H. (ﬁ.(. L
more than one thing. 0 _
) | l l O (]
There is always a supervisor on the factory floor.
There are six well-train