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What makes a great topic?

* |t generates discussion

* |t rises motivation and engagement
 |tis personalized

* It is interesting or funny

e |tis useful
e ?
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What are they talking about?
Are they enjoying it?

OZSC ‘dr‘n

“This is the nicest conversation we've had in weeks,
Let’s not spoil it by talking.”

PEARSON



Catchy topics:
 Food for thought
« Useful skill

 Conversation trigger
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Conversatlon trlgger GUS’S TRAVEL TIPS

Low—cost airlines

I think low-cost airlines are not as cheap as they seem. I've just booked a flight to Vancouver.
When you book with Fly High, you have to pay for checking in your luggage, with additional
charges for sports/skiing gear, not to mention the food and drink on the flight. So, sorry, I
just don’t agree that these airlines are doing us a favour by seeming to be low-priced. What
are they going to charge us for next? The flight attendants’ uniforms?

POSTED BY GUS AT 12.13 ) COMMENTS

I agree with you about those additional charges, Gus. But I've
Smooth Jets, except for the occasional delay. I think you’ll find their flights aren’t that
expensive if you book in advance. And I think it’s great that families with young kids can
board first.

POSTED BY KERRY AT 12.19 ) COMMENTS

sevecccccae 006000000000 0000000000000000060e2000000000000000000000000800C00C00000000000060000000000008086 e esseeseee

You've got a point there*, Gus. Budget airlines aren’t that cheap. We’re flying to Bucharest
next month with Whoosh Air and the airline’s charging me for checking in each bag and for
boarding first — I'm travelling with my elderly mother. Then there’s travel insurance, as well
as the credit card charge. And another thing: the airports that low-cost airlines fly to are
usually out of the way™ and you end up paying for an expensive cab* ride to the hotel. I'm
going to fly with a regular airline next vacation. Definitely. Does anyone else agree with me?

POSTED BY MO AT 12.43 ) COMMENTS
you’'ve got a point there: you're right

out of the way: area where there are few people
cab: taxi

SRS g e sy A dL Uie THIUITIENTS

hemtaae . a|r||nes
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Learning by

makin mistakes

they are part of business. ut: too many- compames try to cever g ‘
_them up rather than admit* :

Drucker argued that there are dlfferent krnds of talent i in any
~ organization. He believed there ar 0 kinds of performers’*
Drucker said one type of employee does consistently well but
lsn’t exceptional. He added, ‘nether man will perform oni /
adequately under normal circumstances but will ther%en‘orm :
like a true star.’ Drucker continued, ‘The one man to drstmst*
however, is the one who never makes a mtstake ot

In the 1950s, ‘Drucker thought there was only one way to 551
manage geople correctly belrevrng that everyone will be 22

wan crowdsourcing solve
my career dilemma?

Before leaving college, I planned to have a long and succe:
career and imagined becoming the youngest CEO of a glof
multinational. [ expected to get a job quickly and have ma
happy years of training and promotion before retiring you
at the age of 55. That was the plan, anyway.

Many of my friends found it difficult to get even a job
interview, but I was lucky fo find a position soon after
completing my electronics exams. I have my own office, a
regular salary and good promotion prospects. But there's &
problem. Although I enjoy working with my colleagues, the
work itself no longer interests me. I've realized that I want
work in the medical profession. I considered discussing the
situation with my line manager but it's not easy to talk to
Anyway, it's no use trying to explain anything to him, he'd
probably just point out that it would be crazy to leave a g
job. Besides, how could I afford to train as a doctor even if
I gota place on a course? I need to make a decision soon.

You might have heard of crowdsourcing: it's a way of using
the internet to get ideas from a large group of people. So.
an experiment, I'm going to hand decisions about my
over to you intelligent blog readers out there. I look forw
hearing from you. I'll follow whatever you decide to felf
do. Here’s the first decision I'd like you to make for me.
the button next to the action you think I should take. I'll
you posted about what happens.

On Monday morning I'll ...

continue in my job at the electronics comy
I'll attempt to save most of my salary so
go back to college and retrain when I'm o

risk explaining the problem to my manages
I'll ask to work part-time for six months
voluntary work in the medical profession &
if it is a career that I really want to pursug

PEARSON




Useful skills

© O NEN GO N

1

procrastination: delaying doing thing
lack of: when there isn’t enough of g

TIME
STEALERS

These are the most common things tha
work. Tick (v) the top five which are th
to your own time management — your 4

Interruptions ~ telephone, email an
Meetings

Tasks you should delegate
Procrastination* and indecision
Dealing with team members

Crisis management

Lack of* information or technical kr
Unclear communication, objectives
Lack of planning

10 Stress and fatigue

Inability to say ‘No’

12 Desk management and personal dis

B Is improvisation a natural skill or is it something people
can learn? Why? Read the article and find out if the writer

agrees with you.

1s.
ften improvise?

\provise because of unexpected
srovise much in your job? How?

f

The skill of improvisation

Organizations n
to look ahead a
future. They als
improvise wher
happens and ad
situations. Imp1
a natural talent.
people can lear
more organizati
improvisation e
train their staff.
experts? Surpri
company traine
Improvised ¢
most risky fornm
also one of the
no scripts, so n
words in advan

Fortunately, there are strategies you can use to manage |
your time, be more in control and reduce stress,

TIME MA

Listening: Making small talk

n Small talk is light informal conversation. How many small tallftd}iis’x:an-ybu find?

televisionsportspoliticsfashionartnovelsfamilyarchitecturethe
economicclimatemusicpetstheweatherreligionfoodandrestaurantstravel
experiencesholidayplansthenewssalariesyourhometownheal thweekend
activitiesfilmsandcinemayourjobhobbiescelebritygossipfestivals

a Which items in exercise 1 are your favourite small talk topics?
Which topics are not suitable in a lot of local situations? Why?

a Look at the blog entry. What does this woman say are her favourite small talk
topics? What is her theory, and how does she get her customers talking?

I'm the queen of small talk because I'f
are: weather, travel, what are you reac
my never-miss topics is pursuing my t
amazingly beautiful and special place
places even in areas that you wouldn’
a bit, they will share and it's so cool tc
things that only the locals know about; iwe-warerrans; reras orowers; 7 We Can Say: 1 71eard Some News or
architecture, historical monuments, etc. People love talking about where It's an interesting piece of news, but not
they live and how it’s cool — and | LOVE learning from my customers, so tHread-a-news-about him:

| ask a lot of questions ~ it's like an imaginary vacation.

PEARSON




! ’)) You are an investor interested in Instant Desks.
sten to the start of the presentation again and make

S Communication stra gies Being assertiv

u
l | S e I l I I S k I I I Listening: Handling difficult people
n Some people can be difficult to get along with at work or in life in general.

Read about some different personality types. What's the best way of handling them?

1ese questions.
- What exactly is Instant Desks?
. Who are ‘deskers'?

| How does it work for advertisers?

The hothead

Hotheads get angry and lose their temper easily, which can
‘make them terribly difficult to work or live with. They might
: d nasty when people don’t

e e——

. How does the website make money?

=l Would you invest in the website? Why?/Why not?

Tick (V) the presentation techniques that Sam uses to
e his talk more interesting. Which techniques do speakers
use in your culture? Anything else? What?

Handl
difficult eople

unding enthusiastic

~ Connecting with the audience
Telling a joke

Telling a story or anecdote

Giving a surprising fact or statistic
Using positive language

Asking rhetorical questions

Using a quotation

Whingers are always complaining. They ¢
things are, but they don’t want to change

T T Q0 o

The people
pleaser

It's easy to like these people, but they're difficult to
work with because they can't say ‘no. They’re notoriously

unreliable because they take on more work than they can handle,
which means delays and broken promises.

) Look at these sentences. Which of them make a better
impact in a presentation? Check your answers in the audio
ipt on page 151.

1 a Here are a few facts about me.

b Let me tell you a bit about myself. \

a I'm an e-commerce entrepreneur, which is my real
passion.

.
b I'm an e-commerce entrepreneur. B3 %) 1.34 Listen to a counsellor's suggestions for dealing with the

personality types in exercise 1. Match them to the correct person.

3 a It's my new comp

. i [ L] Suggestion = The hothead
u W DUSI
Suggestion = The whinger
a Now I'm going tq Suggestion = The people pleaser

b So, how does In a ’)) Listen again and/or look at the audio script on page 144.

a You're probably thinking, ‘How much does it cost?’ Do you think the counsellor’s suggestions would work?

b This is what it costs.
a The great thing about Instant Desks is it's absolutely free.
b Instant Desks is free.

B2 Match the correct sentences in exercise 8 to some of the
presentation techniques that Sam uses in exercise 7. P E A R S O N




Food for thought

Got a fantastic idea? Don’t know who to
pitch it to? Send it in and we will feature the
seven best ideas every day on our website,
Here are the ideas that we selected today.
Think you can do better? Then send us a
pitch in no more than three sentences.
Remember - short is sweet!

A How much time do you waste waiting in queues
each day? We offer a service where someone will
stand and wait for you while you're free to go and do
something more interesting.

B Packing your suitcase before you go on a business
trip is a boring and time-consuming job. Just give your
clothes measurements to our service. We'll deliver

a ready packed suitcase to your door two hours
before you leave, including clothes, toiletries and an
interesting book to read on the plane.

C Want a very special party outfit to make your
special event go with a bang? This service will design
8 costume and make it to your measurements, all
made from balloons. We can include company logos
or any other message you want.

D Do you need to find a way to escape from
someone who won't stop talking? We'll call your
phone anytime you want and you can pretend that you
need to leave urgently. Just one press of a button and
you're free!

E Does your garden look like a jungle? Do you have
better things to do than cut the grass? Then why not
rent some goats to eat your problems away?

F Is your son or daughter an only child? This
company will match them to another only child in the
neighbourhood so they have someone they can play
with and climb trees with.

G Do you love to watch horror movies but feel too
scared to watch them on your own? This escort
service will provide someone to accompany you to the
cinema and say calm and soothing things when you
get frightened.

g Look at this puzzle. You have to make words
that contain the letter N. How many words can
you find in three minutes?

f’r 9

Mental abilities
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€ffective speaking

Word focus: Body language

u
n Look at the photos and describe what each person is
doing. Which poses make you think the person is confident or
unconfident? Why?

g Body language generally consists of facial expressions and
physical gestures. Put the words in the box in the correct category
below. Can you find examples of these in the pictures? Add two
more words or phrases to each column.

bite nails crossarms/legs fidget frown
give thumbsup grin nod raise eyebrows
shake head shrug stand /sit upright yawn

Y . &
Dear Luéy® 9/

Facial expressions Physical gestures

a What does C u I8r mean? Where do you usually see it written?

B Look at this message and punctuate it. Then read the first paragraph of the article
and check your answers.

i sadly will be late for our meeting the underground is running with long delays

Making a
C u 18r informality good

Last week | received a text message from a young The results prove that the pendulum has swung
colleague that read: ‘I, sadly, will be late for our from informality towards correct usage. In 2000

- L
meeting; the Underground is running with long delays.”  than a quarter of emails were entirely written in | I m r‘ e S S I O n
He’s a 26-year-old man. So if he sends punctuated casi.a:r:er;é/rrecem et ooy o) ol 0k
text messages, does this signify the end of an era? =p L
Could it be that the lower-case, c-u-I8r age of business  In my earlier audit there was a rich variety in emal
language is over? sign-offs, but almost all were ugly. One of the most
common was ‘rgds’, a horrible little abbreviation. But in
the recent group there was only one ‘rgds’, and instead
'Hi'. Instead it started: ‘Dear Ms Kellaway'. It was an Yours sincerely' and even ‘Yours faithfully’ have come

invitation to speak at an event and finished: ‘I look Dtk
forward to hearing from you'. The message was signed  There has been a corresponding return of surnames.

The next day | read an email from the UK head of
internal communications at Google. It did not begin

off “Yours sincerely’. If Google employees have given Nearly 40 per ce ed me

up the language of the internet and are now composing  as ‘Ms Kellaway’

emails in this manner, something must be changing. and before the n - g

To find out more, | have just carried out some research T, i H I n f O r I I l a | I t I n
and discovered some surprising results. | examined This is no surprig

the latest 100 unsolicited* emails in my inbox and people to put on

graded them for style, punctuation and formality. | then  kindly on capital

-
compared the results with those of a similar test | did are losing their jd -
in 2000. words seem like W r I I I l g

unsolicited: unwanted
the pendulum has swung away: tendency of ideas to change regularly to the opposite
on the way out: soon to be replaced by something else

PEARSON



11 Communication strategies

Conversation trigger

& Do you think networking has a bigger impact on men’s
careers than women's? Why?/Why not?
Nk socializing is a good skill to have

Networking See

of employees get promoted. | mean, in most jobs
you have to kaise* with other people - have good
interpersonal skills. While some people spend little
time at their desks, they have solid relations with
other departments, customers, co-workers, etc.
Very useful to have! | find troubleshooting® easy
because I'm fully aware of what's going on in the
organization. While | leave my desk only for short
breaks, I'm visited all the time by other people for a
chat. It's really made my life easy knowing everyone
and getting the inside gossip® on what's going on.
OK, some of it is pure entertainment but work-
related info is always useful.

ing at work really
?

epend on what type of work you

people pers
[ exchang
ther depar
ing: finding solutions to serious problems
inside gossip: talk about people’s fives and things that have
been happening at work

a Read another message to the forum. How would you
respond to this person?

Networking -
behaviour

Recent research by Forret and Dougherty (2001)
identified five types of networking behaviour:
maintaining contacts, socializing, engaging

in professional activities, participating in the
community and increasing internal visibility in
the company.

Further research by Forret and Dougherty
(2004) indicates that only some forms of
networking behaviour were related to longer-
term career outcomes. In this study, the two
most career-enhancing types of networking
behaviour were increasing internal visibility
and engaging in professional activities.

But these networking behaviours were
related to career success for men only. Their
results show that networking behaviours are
not as advantageous for women as for men.

As part of my job | am expected to attend a jot
of functions, receptions and award dinners. | am
expected to circulate and meet potential business
contacts. But, to be honest, sometimes | just

I don't want to tak to strangers. Can you give me

i a few suggestions on feeling more comfortable

! networking at these events?

boss
i0ss? What made him/her a good boss?

alking about a present or past manager.
¢ e s s e e e~-dSS these questions with a partner.

1 Does the speaker think their manager is/was good or bad? Why?/Why not?
2 Would you like to work for this particular boss? Why?/Why not?

a 7)) Listen again. Who says the following? Match the speaker to the information.
Speaker 1 His/Her boss allows some staff to work less than others.

a
Speaker 2 b His/Her boss recognized and credited the staff's good work.

Speaker 3 ¢ His/Her boss didn’t like to mix with staff.
Speaker 4 d His/Her boss preferred to communicate by email.
Speaker 5 e His/Her boss doesn't overwork the staff.

Grammar: Obligation in the past

n Put the correct past forms of have to, need to and be allowed to in the table.

Obligation in the past

There is no past form of the modal verb of obligation must.
Instead we use the past forms of have to and need to.

Present Past Example

1 haveto had to I'had to do most of it.

N

need to

w

don't have to

S

don't need to

v

isn't/aren’t allowed to

6 Weuse! and
We use 2 and

when something was necessary in the past.

when something was not necessary in the past.

Weuse3___________ when something was not permitted in the past.

>> For more information on obligation in the past, see page 168.

Memorable boss

PEARSON



-
U S ef u I S k I I I S istening: Interview styles

n Work in groups. Look at the photos and discuss what is
happening in the three television interviews by studying the body

3 RSN Interaction Crisis management P

Rel I I l n de r Present perfect and past simple page 27 + Grammar reference pages 157-159

Reacting to news page 33

Word focus: Euphemlsms a Match the expressions in 2 with their ‘plain English’

PEARSON



Story with a surprise element

Nothing but
The canoe the trUth?

man mystery

Past simple and past perfect

Reading: The canoe man mystery

Read the first part of a true story about a man who disappeared. What do you think happened to him?

r \
On 21 March 2002, John Darwin went canoeing in the sea and didn’t come back. He was 53 years old and

he’d been married for 29 years to Anne, a girl he’d met on the bus going to school. They had two grown-

up sons, and they lived comfortably in the north of England. John drove a £40,000 Range Rover and they

had an investment portfolio with 12 homes that they rented out. John told his family that they would be
millionaires by the time he was retired.

When Anne reported he was missing, the coastguards launched a large-scale search. As they couldn't find =5
him, Anne had to break the news to their two sons. They were devastated. John’s broken canoe washed up = =
on the beach six weeks later. His body was never found. o

a Answer these questions. = |

1 What happened after John went canoeing? 2 Do you think the Darwins had enough money for a good lifestyle?

e,

_%a a Read about John's wife, Anne. Why were her sons concerned about her?

After John had been missing for more than a year, he was officially declared dead. Anne received life
insurance money and a widow’s pension and she continued to live in the house they’d bought together.
On the anniversary of John's death, she bought a bunch of roses and threw them into the sea. She kept one
rose from the bunch next to her bed. Her sons were worried that she didn’t sleep or eat enough. She didn’t
seem to be able to overcome her grief.

PEARSON



English for Work LIfGS l.JlG

Socialising Travel

English for work, socializing & travel

Elementary
16 Units - 4 sections

12 Units — 5 sections
Upper-Intermediate
10 Units — 5 sections

lwonna Dubicka & Margaret O'Keefe

PEARSON



Speaking: |'d like to be
able to sing

a Read the instructions and write
your answers inside the shapes below.

1 Whenw 1 Something that you could do well
| can reme. when you were younger but can’t do
2 Beable aread

You can/w 2 Something that you can do better
3 A now than you could ten years ago.
i 3 Something that you can never

You mig o remember.

4 Weur 4 Something that you think you'll

I could/wz never be able to do.

| couldn’t |

 What do you have a good/bad memory for? For example: actors’ names, faces, birthdays,
shopping, passwords, prices. :
« Are you right-handed or left-handed? What activities could you try with the opposite hand? P E A RS O N
= =%



Listening

Listening: Life skills

n What skills do you need in your job? Complete three of

the sentences. Then compare with a partner. Could you do
his/her job? Why?/Why not?

a 3)) 1.18 Listen to a recruitment specialist talking to a group of job
seekers. Make a note of the skills that they say employers look for.

B ))) Listen again and complete these notes with one to three words.

1 Employers would like all staff to have certain skills, called _________ skills.

2 They want people who are able to express well, and who are good

3 You need to be able to work with all

4 Being organized and maintaining a shows you can work efficiently.

5 You'll need to research and find

6 Looking at routine problems and using is part of most jobs.
7

Show you are prepared to improve professionally by i

PEARSON




Vocabulary

u Match these job skills wit
phrase below. Choose three skills from exercise 6 which you

think a person needs for these jobs.
e team worker/player

® common sense |
civil servant
e logical thinker flight attendant

e good attention to detail

journalist
@& a sense Of humour sales rep
e problem-solving lawyer
e work on your own initiativg dancer
chef
surgeon

software engineer

| PEARSON



1 Do you know anyone who often resists new ideas? Think of examples. Speaking: Improvising and

2 Do you know anyone who's good at improvising and coming up with new organizing
ideas? Think of examples.

Work in pairs or groups. Read ’ 5 7 7 "NZ I’f l
3 Do you think training in the ‘Yes ..., and ... technique sounds useful? gout the si‘tsation agd br:instorm es ceey and o e ls a pO e u

Why?/Why not? some ideas. When you disagree with

E Find four expressions in the article in exercise 3 that you could say if you :’:’T‘?tgi:'::g::;izi:::::?y,z:?” teChnique With tWO p art,s o The ﬂrSt

like an idea. Then find one expression you can say if you don't. Hnd® “iodhrigue o buld oniideas

Work in pairs: Experi ithithe 'Yes ..., and ... technique. Use th . ¢ ’ h‘ h ‘I’ll g
pahrasezrinlrh’e)atl)rosxt:F:;Ilzesr:gv;:stitorTs S e part is the yes whnicC means O

The head of marketing

Tgtasenian wigvines | 0along with* that'. The second part
uying everyone in the office a mobile phone our weeks time.

riving across Australia on your next summer holida i e o A .

T e | is the ‘and’ which means you have
Building on ideas i :2:9“:“% a0 STt b 2 I ke —~ . . ] n
What if we ?
P a Work in pairs. Experiment with the ‘Yes ..., and ... technique. Use the
Why don't we 74

phrases in the box to make suggestions about these ideas.

1 First have a 'Yes, but ... conve
ideas. Try to resist your partner’s ic

2 Thenhavea'Yes...,and..."cc
add to your partner’s ideas.

Learning to ride a motorbike

2 Which one was easier? Why? Taking Classes in Latin

s amomeemer Buying everyone in the office a mobile phone
Driving across Australia on your next summer holiday

your mind. Do you agree? Why?/V
Building on ideas

What if we ? Yes, I'll go along with that and ...
Could we ? Great idea! And we could ...

Let’s ? Sounds good to me. And ...

Why don't we ? | Fantastic! And what we could do is ...

\. .

Compare the conversations y
1 Which conversation generated

-~ PEARSON
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B: Look at the

134, Act out
oles.

TTS has developed a series of one-day or two-day courses using theoretical knowledge*
and modern psychology. Training is in groups or one-on-one. s Choose

(s) for you
nd negotiate
er. The

Assertiveness Advocacy and Mediation specialists with knowledge of Weousou

2 them to let

Learn to communicate your preferences In these advocacy training sessions, you in the target country. Additional -
language classes can also be prov

while taking into consideration other learn the art of effective persuasion. —
people’s needs. Delegates practise how  We teach you techniques that lead to Playing Golf with NLP
to express their own needs in an honest, positive results quickly and easily. This premeg i
direct and positive way and build their  two-day seminar provides a systematic
self-confidence. approach for anyone who has to

L
r
<
v
é

’ (You are

Reduce negative self-talk and cre» %o

the course.

positive game plans. Using fast, ==

. Will you

At m— e > b e

: . persuade others: directors, managers, effective N_LP (Neurq-linguistic e

' Presentations Across Cultures salespeople and consultants. Programmlng) techniques, you o
Our cross-cultural course on . learn to stay in control and i“.“Pr; Sl
presentation skills assists managers, Ex-pat Relocation your performance when playing e

even in the most challenging gan

academics and salespeople to improve  How can we reduce the impact of

tﬁ?fl;rzg(?;:nff‘iz OCfO mtercultu.r(eill cult’)[ure 1shock dfi)g people ‘w.ho are g(?zlng Gall us to discuss your specific

. urse provides to be relocated*? Our training provides . *

: : : i ; requirements*. Courses run from
analysis of presentation styles and looks an introduction to the country and gives ¢ day to Saturday. One-day cc
at how people deliver and understand you an understanding of the culture’s €349 + VAT: two-d a}; o o
presentations internationally. Learn values, customs and etiquette in work VAT per p eli . ’
how to adapt your presentation in areas  and social life. We give tips on working '
such as: content, using your voice, body ~ with international colleagues and knowledge: information, skills and under:
language and maximizing impact. how to deal with cultural differences. gained through learning and experience

C : b i relocate: move to a different place
ourses are given Dy Cross-cuitu requirements: something that someone ne
3
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n Complete the sentences with the correc
of can or be able to.
1 Nowadays most people unders
some English.

a aren'table b couldn't ¢ can
2 | spenta long time doing the sudoku but
| complete it.

a couldn't b wereableto ¢ wasable

3 Being type is a very useful skill»
using computers.

aableto b can c able
4 She would like
she isn't very confident.
b be ableto ¢ tobe ablet

speak more flue

a be able

5 Our computers crashed so we
the work.

a couldn’t

6 He speak some German years
he ______ remember any of it now.

b weren'table ¢ can't

a could/can't b cant/couldn't ¢ we

to / be able to
7 How will you get a good job if
don't study harder?

acan b beableto c are ableto

8 Have you to think of some new
for the project?

a ableto b could ¢ been able

a Read the definitions and complete thes
related to learning.

1 Process of teaching and learning

3 Course or qualification that is given by .
university orcollege d _ _ _ _ _

4 Available through the internet o _ _ _
5 Gotoameetingorclass a_ _ _ _ _

6 Ability to do something well, especially
you have trained forit s _ _ _ _

7 Someone who teaches the particular sk

8 Job or profession that you do for a long
of your life ¢

9 Someone who learns using the interne’
face-to-face e-

10 Another word for requirements n _ _

ALWAYS LEARNING

0 rut eacn worda in the DOX 1NLo e Lorrect group
according to the topic of conversation.

4 movie Grand Slam  boiling novel author :
leading actor  director changeable screen
politician flood bestseller vote role
government champion storm sportsman
literature  freezing translate medal
~ local council match  mayor
. 7

Cinema

'
|
|
f
}
|
|
!
H
|
i
|
i
|
|

Sport |

Weather

|
|
{
|
|

Politics

i
|
f
i
]
|

S

nse a-h.

uch. How about you?

en a long time, hasn't it?

‘e just done a course.

ee you, too! How are the kids?
Please do.

<s. It's really interesting.
»ought them in the sales.

n'tit?

sssible.

I have to study much on the training course last wee

you study much on the training course last week?
need to study much on the training course last wee
ouldn’t reduce the training budget.

ustn't reduce the training budget.

sre able reduce the training budget.

1't have to stay until late if you don’t want to.

't stay until late if you don’t want to.

1't need to stay until late if you don’t want to.

the words in these sentences in the correct order f
dvice.

let Don't trainers choose staff.

|d degree | you online think do an.

ew might You skill a want about learning t
se be their better let courses to It'd everyc
ou've you Maybe passed when me could k

{ us to courses allow What work-time is do
in.

lerline the word that has different word stress.
¢ friendly relaxed quiet

e punctual recruit employ

yrate organized sensible efficient

>

le easy-going intelligent responsible

lasive assertive efficient logical

ical hard-working confident literate
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1UCI0 SCripts = — Lifestule
R 4a

Conversation 2
H = host, G = gue ig di
s H 1 For small and big differences, use a lot,
"ﬂg forms much and far to indicate a big difference in

H: Have some moi
a comparison.

G: No, no. It was t 4 B Pa e 3 8 E ® Use
' ¥ xe rc' Se s a n h We use -ing to form part of the continuous tenses. Studying online is much more flexible
than attending full-time classes.

H: Some more shri
Young Europeans are still reading books.
We use slightly, a little and a bit to indicate

G: No really, I'm fu
. . . She was waiting for 20 minutes before her coffee arrived. > : 5
H: You don't need RS — R tm t I t A J b 9 a small difference in a comparison.
G: | do! ecru I en speCI a l S ! — O See Eome adjectives end in -ing. It's also a bit cheaper than a traditional
It's surprising, isn't it? course.
H: Just a few more
i 2 - O see e r 2 We use the adjective ending -ed to talk about how the person feels. We use the 2 We use the same as to say two thing are
:Well ... maybe j adjective ending -ing to describe the person or thing that causes the feeling. equivalent.

H: Good, and a litt He gave a very interesting talk. (Interesting describes the talk.) Doing a course abroad costs the same
| was interested to hear his talk. (Interested describes the reaction to the talk.) as staying here this summer.

G: No really. I'll hay RS W ” k h I =
: e a n OW t at e m p Oye rs a re IOO kl 3 -ing forms can also be used as nouns. We can use them when an activity is the We use as + adjective/adverb + as to say
that things are similar in some way.
- ® — . boo TN

f ;
3D, Page 31, subject o 'a senten‘ce

G = Gabriella Skl”S whe Z
1 negative, we use

G: Hello.
erb + as.

e skills thatComparative and superlative adjectives =

G: Not too bad. Hc
Mg = Vo OGITICE . and
Moscow Mexico City Beijing dverbs

G: Oh ... I don't thi

G: Itsoundsgretatt, SuggeSt \‘

Marketing and Acc . e e . e
Simeyons  A. (S50c Population 10.4 million 19.2 million 17.4 million o
i slowly than him.

G: Thanks for thinki

SUETE b ThoyaCostofliving [ 55666 $5$ $55$ D

G: No, no, | insist. It 1 pe your binnaay present.

N | 1 Taleun ran camatimes be as cold as

G: OK, | will. And have a lovely birthday on Sunday. + of adverbs
.g. more slowly.

G: Bye.
U se »f adverbs ending
S fully.
3D, Page 31, Exercises 10 and 11 nost carefully.
the same form

5= Gabriela, = Sandy 1 We use comparative adjectives to compare two things: riolam
to form the

: Hello.
der, hardest, fast,

5: Hi, Gabriella, it's Sandy. b >

5: Sandy! Great to hear fiom you. How are you? Be’.”ng IS ’arger than MOSCOW- Pt
5: Pretty good thanks and you? i = B ’ = "+ 1 H s
5t 0 b vt Beijing is more expensive than Mexico City but it is less expensive than ;

5 , same as ever. Listen, what are you doing this Sur

5: Oh, nothing exciting. I've got somgexams Soming u MOSCOW-

‘m studying all weekend.

:arsyan you take a break? It's my birthday and I'm havingz We use su pe rlative adje(:nves tO com pa re th ree or more thlngS:

5:Oh ... I don't think | can. Sunday, you say?

i Yes, we're just inviting a few close friends and Peter’s MeXiCO City is the ’argest City in the WOI'Id.

ooking lasagne.

5: It sounds great, but | have two exams the next day — & b 2 - 1+1, 1

o s pccomimg - ey - Maxico City is the least expensive of the three cities and Moscow is the

iz Oh, what a pity. H

3: I'm really sorry but | have to study. mOSt expens've'

: It's OK, | understand.

: Thanks for thinking of me. Look, when my exams are over, P E A R S O N

rhaps you and Peter can come over to my place for a meal?




Accepting and re

Situation cards

If you come over at

1
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| think that it's best

Response cards
&=

The appraisal meeting
=

STUDENT A

You are the team manager’s line manager and you are having your annual appraisal with him/her.

He/She has the following problems:

® doesn't keep his staff fully informed of what's going on

® is lacking some crucial skills in IT

® isnota good time manager and often takes too long to complete a task

® spends too long away from the office at lunchtime

He/She is good at ...

* involving others in making decisions
e giving staff credit when they do well

® creating a good atmosphere in the office

Run the appraisal meeting, using modal verbs of advice and obligation. Explain your point of view and
listen to what your appraisee has to say.

&=

STUDENT B
You are in charge of a small team of employees and you are due to have an annual appraisal with your line manager.

You think you ...
* are doing a good job and are popular with staff

* perform adequately in the area of IT but are aware that you are not as good technically as others
who work under you

* work hard because you spend long hours in the office in the evening

* deserve more money

¢ lighten the atmosphere in the office by making jokes

Explain your point of view and listen to what your line manager says.
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