
Countries aNd languages 
',lumbers 
Objects in the office 
Jobs 
Days of the week 
,\Ionths 

Greetin gs 
Opposites 
Clothes 

l i:1 she or II/ English 
I';)u l clothes or /01 cloth 

Opposites 
See, hear and tal k 

/3:1 her 
III busl' or IA! bus 

Opposites 
Directions 
,\Ione" 

DO 0 0 
Ibirleell or Ibil't)' 
181 th ink 

Customers and selYices 
Food 

i l l shop or ItJI chop 
l u: / food or lui foot 

• IFbat:, YOllr I/ddress? • I 
bal'e tI res(,l'mliol7. • A sillgle 
1'001/1 wilb {/ sboller. • HoII' 
rio ,rOil spell Ibat? • Crill I see 
yo!ll' (i(I,I;'j'!OIP • U;l)a l do ,1'011 

dOl. Wbo do )'U/I Il'ork/i)r' 

• drire, "/ie(lk. 11.1'[', pial', 
COli nl. (111."11'£,1' 

• 11011' do ),011 dO.I/Holl' IIreyol/l 
• rill loo!..Iillg /01' "vllleibilli!, 
Ib(/I cosl,' . • 1'111 IIji'(//d 
11m!:, lao milch. 

• I/lIslI(lll), (1Ike,\ bcl' ... 10 gel 

to lcork. • Do YOII rellltiliher 


me' • I'd like 10 rlisCl/ss 

sOlllelbing lI'ilb YOII. • Lei lilt' 


loo!..! in 11/) ' diar)'. 


• oj/ice, SI//;III'/;, salal'), 


• bal'e break/cisi/a slxHn'l' 
• I don 'f kllOll'. . Cal1 YOII Ie/I 
lIIe Ibc IM()' 10. . I • Turn 
I'li!,bIIle/l. • Go slmigbl abead. 
• I latS hom ill . ,. • rill 
I'er), inlel'ested in . 
• l!'(Iim:e mallager, 
apprelllice, I'ecepliOIlI~,1 

• neces'aI:r 

• Sde, ilre incl'l!II.I'ing. 
• III/ glad 10 b~CII' l!Jal. 
• Whal kind oj)i)ud /Lv/lldyo/l 
like 10 eat' • Wbal do YOli 
.l'1I,fj/.WSt' • ll'lJ{{1 ahOll1 . 
• ,\r)lIle olber lillie (ir>rb(lji.l'. 

• Ca1/ I lakeJOUI' order nOli" 

• I'd like 

ng 

-hops 

Contents 


Country, nationality and 
language 

Personal information 
Checking into a hotel 
Spelling vour name 
Ti mes and numbers 
Objects in an office 
Talking about jobs 

Introducing yourself 
Greeting people 
Shopping 
Cloth es 

Describing a job, a working 
dal and conditions 

Discussing a time and place 
to meet 

Daill activiti es 
[)i rections 
interl'iew questions and 

answers 
\dvertisements for jobs 

Describing job 
responsibilities 

Food and restaurants 
Ta lking about what you 

want and don't want 

lI'iJe/'e is , . . 
lPbai limf! IS it' 
W!Jal:"yollr IWllle' 

lIe/S!Je is ji'OIii . 

.\'lJeiHe /Corks ill . 
Pre positions 
C(iIl /call'l 

Questions 
Personal pronouns and 

possessive adjectives 
HoI/' lIlucb.'IHo/i ' lIIaIll'.' 

Present Simple 
Questions 
:\egatil'eS 
Prepositions 

Present Simple/Progressive 
Short answe rs 
!Jas/bave got 

Frequency adverbs 
I fike/I'd like 

I th ose' 



Describing companies 
Time 
Changing arrangements 

II dm at work 
\laking plans 
Compa ring people and things 

Telephone calls 
Asking abo ut flights 
Dates and numbers 
Airport announcements 
Prob lems and ad\'ice 

Education and previous 
experience 

Gtttll1g and gil'ing personal 
information 

Showing interest 

'Delicate' questions 
Asking for and gil'ing adl'ice 

Gil'ing and taking messages 
\laking requests 
Talking about the future 

Describing a product 
Materia ls 

Past, present and futu re 
u-as/were 

Regular and irregular past 
Comparatives 
Ibil1li so 

asflball 
SOllie/ali), 

Past Simple 

Short answer:; 

Short questions to sholl' 


interest 

forlaNo 
sbollld 

colild 
11'1/1 

Superlatil'es 
Adjectim and adl'erbs 

Time 
\umbers 

IPresent or past 

baZ'e 
'In between' words 

I Stres, 

l.ea\·ing and arril'ing 
,\'LY! 

Ih l here 
I:el bad or lei hed 

uel 
\\'(lI'ds with two meanings 

19i get or Idy jet 
lsi this or 171 is 

Feelings 
SC(J' and Ie/I 

/ iu:.! you 
odd one out 

Tra\'el 
lake or fiO 011 

-ing and -I'd acljecti\'es 

Ihl \'esterday 

lelld or bOl'rO/l ' 
\iateriais 

If'I! du or I do 

• Tiw colII/Ial/l' /l/alic-i. fm/}/O )s. 
1II({1111/t(c/III'CS. /illlll," 10 . 

• 711(' liIalli ojlice is /owled ill 
• Sales (Ire /lui my ,W)()(/. 

• rill a/mid. • 1'/1/ ((>l'l'iI)l)' 
son) '. • COlIl'fll telll 

• Sbe dft/nl/edleIJ lid/. 
• /J(I! '(, II /l/eding (('Ilh 

• Wb(!/~,' 111'0111:{' • I II '(II Iled 
10 . • 1m,:), 

• Call .1'011 bold' • As emil' liS 

/lOssible. • LI'I:I' see. 
• ba/'e (/11 iII;~lIl11e1!l 1I 'llb 
• goodji'if!l(/.' 

• be /;01'11 ill . • gl'l)ll' ilp 
ill ., • go 10 scbool • !:iel ({ 
degree • lea/'u IlIIi/'el:'I(1' 
• gel a job • ,ljJeUtll!:l(' III . 
• II"Z,((I do ) '11 11 /ilall 10 do 
11011'.' • Here ~I' "!)' emd 

• so/ilml'e • ({I'ebllecl 

• rill glad /I 'I! cOlild lIIee!. 
• / bopl')'oli (lIIdcl:,'1allrl. 

• 11\ coll(ideilliu! 
• jJolile • Sill ill' 

• iVollldyou lilie 10 leal'e (( 
message' • as SOOIl as 
possible • aIm), all busilless 

• ill'/i1!1l1 

• ./lIsl a 11101111'111. plmse. 
• malie lIoles • (;0 Oil. 
jlleIIS£'. • II drleslI! 1I'f1l'k. 
• 711(' Ijllalill' is /11111,1'( 1((/11' 

big/.!. • IIwlerials 



!IIld'us, ~1IIf!lo))', 

I~(/!l.' II) 
It!' I~' loctlled ill 

.,1',' 111)/ relY ,~ood 

• I'm lerrihl)' 
Ilim / 

II 
" r et)' 11'141 

,ug leill! 

~,' • Ilmllled 
. r- ..... 

'd' • ,is em'l)' liS 
. see 

~:IIi/enl II lib 

• gro/{' If/, 

':/l'mf • ,~e! 1/. . ..... "'Iu 'cr"il)' 
j{/It:~'e ill 

"!(I11 io do 
/I" , Cilrd 

• , , 'hi/ttl 

'Iddmet! 

)11 (/S 

• 111 bl/sint','s 

........ct1fl• I ..... 11'11 

~ I 

Feelings 
't 

Talking about ambitions 

:t'i JV1..P1.a f.J"!i .... 

\!onel' and finance 
Plans and intentions 
Oe~cribing a cOlllpanl"s 

financial performance 

,tTl ',?r..f';, r::?lll =-:J 
Talking about a job in 

detail 
,\ letter of application 

nn ''''J ='ij~AiII 

\iaking :l good impression at 
intelyiews 

Things IUlI'd like to do 

\Iaking a job offer 
"king for opinions 
:',iaking decisions 

vOl'e 10 
sl)melbing/{/ll)'Ibirlfi/llol/.Jilig 

guilll] 10 
l/ilii/ilho/II'/iicb 

Present Perfect Progressil'e 
some/llily 

Present Perfect Simple 
Three verb forms 

Past participles 
Question t~gs 
See!'l 

Feelings 
Dimensions 

I Stress ~nd weak forms 

I/oil!')' 

millie or do 
ilfl or dOll'iI 

I;)UI moment or ,'01 

modern 
IJI she 

\'erhs and nouns 
\\'ords people confuse 

\erbs and nouns 
some 

"t()' or le// 
make or do 

Stress 
Sa me or different 

mee!, inlrodllce and 
kliOIl 

[mce, ci)sl and I'III1/e 

[ WellkjiJl'!lIs 

• illcretlS~ sal6 q/, • II ~" 


in III)' rejioli, • H/~I' relll 

allibilioll 1!'tIS 10, 
 • II'), 

bl/ld el10llgh 


• 1Fi){11 do ,roil kiIOI/' (/ho/l l 
Ibeir(i!ltlilcial sil/ltllio!l~ 

• 77.11:)' didll '! du 100 /l'e/I , 
• fJriilf!. 0111 (/ 1If1/, prodllcl 
• Pmj)t.;jdl/rose, • 77J1!re:,' 
nolbing 10 "'0)')), aholl/' 

• (!.rac/ jlglll'c!s 

• 11'01'11 II'I)' clr~\'e()' lI'ilb , 
• I bal'C! Ibe imjire..\I'ion Ib{/I , 
• I llill /iFiling 10 yO/l 011 Ibe 
recommendation ol, • I 

enclose, , • I looli fimmrd 10 
yOllr repll', 

• j'i!ll looA' worried • All !II)' 

e,lperimce bas beel/ ill , ' 

• f)o )'UI/ !!Il!IIil I sbould , , 

• No, 0/CO/ll:,e 110/' • bare 
Ihe "1Vllg ejj('Cf 011 , • !IIake 
(/ good impressioil • in Cl/se 
Ibere is a delay 

• Whlll ewe/IF l~' 1111 IIJI:'
abol/t( • Wh{/I t:mclll' dl! you 
IWIII 10, ,~ • HI' liJe /I'll)', 

• I'm ilol.lllre, • I hili '('II 'I 

iJemdji'()))) you jill' , 


• AI'.!i)r n(p'eI( • ollier/ 
(ICee/11 1/ jill! • Olle ojlbe 
lW,\,{i!lS I (/m lIIrilill,r; !lOU' I~\' , 

• I,el me e,l/llain Ibe sill/allOlI , 

• l/ie/il/llllcial side 

• IIdm!/fag(~' 

"-a1llNlr Summary (p ~IJ 
plm,"e, 

1/ I Iro I'll, 
III1I/SI!It/I)' 

/' 

Te,oscri}It (JJ92J)6) , 


