[l nimber

Themes and functions

Roview ) 0-13) |

Country, nationality and
language
Personal information
Checking into a hotel
Spelling your name
Times and numbers
Objects in an office
Talking about jobs

1 (i 14-17)

Introducing yourself
Greeting people
Shopping

Clothes

2 (p 1521

Describing a job, a working
day and conditions

Discussing a time and place
to meet

Daily activities

Directions

Interview questions and
answers

Advertisements for jobs

4 (p 26-29)

Describing job
responsibilities

Food and restaurants

Talking about what you
want and don’t want

Griemmar

Where is ... ?

What time is it?
What's your name?
He/She is fron . . .
She/He works in . . .
Prepositions
can/can 't

Questions

Personal pronouns and
possessive adjectives

How much?/How many?

Present Simple
Questions
Negatives

Prepositions

Present Simple/Progressive
Short answers
hasthave got

Frequency adverbs
1 like/I'd like

Vocabulary and provunciation

Countries and languages
Numbers

Objects in the office
Jobs

Days of the week
Months

Greetings
Opposites
Clothes

/is/ she or /1/ English
/au/ clothes or /v/ cloth

Opposites
See, hear and talk

/3:/ her
/1/ busy or /A/ bus

Opposites
Directions
Money

gl -~ Ha
thirteen or thirty
/6/ think

Customers and services
Food

F/[/ shop or /tf/ chop
nux/ feod or /v/ foot

Useful phrases and other
vocabulary

® What's your aderess? ® |
bare a reservation. ® A single
room with a shower. ® How
do you spell that? @ Can | see
Jour passport? ® What do you
do? ® Who do yout work for?

® drive, speak, use. play,
count. ansier

* Houw do you do?/How: are you?
® ['m looking for something
that costs ... ® I'm afraid
that's too much . . .

® It usuadly fakes her . . . lo get
lo work. ® Do you remember
me? ® ['d like lo discuss
something with you. ® Lel me
look in my diary.

® office, subwrh, salary

® have hreakfast/a shoier

® [ don't know. ®Can you lell
me the way lo ... 7 ® Turn
right/lefl. ® Go straight abead.
® [uwas born in ... ®I'm
very intevested in . . .

® lrainee manager,
apprentice, receplionist

® necessary

® Sules are increasing.

® ['m glad to bear that.

® What kind of foud wordd you
like to eat” ® What do you
stggest? ® What about . .. ?
® Some other fime perhaps.

® Can | lake your order now?
® [dlike . . .




(el number
ihemes and functions

5 (p3i-i3)

Describing companies
Time
Changing arrangements

6 (/) 3+-37)

A day at work
Making plans
Comparing people and things

T (p38-it)

Telephone calls

Asking about flights
Dates and numbers
Airport announcements
Problems and advice

8 (p 12-95]

Education and previous
experience

Getting and giving personal
information

Showing interest

9 (p6-49)

‘Delicate’ questions
Asking for and giving advice

i

10 (p 50-33)

Giving and taking messages
Making requests
Talking about the future

1V (p34-57)

Describing a product
Materials

Grammar

Past, present and future
was/were

Regular and irregular past
Comparatives
think so

as/than
somelany

Past Simple

Short answers

Short questions to show
interest

Jor/ago
should

could
will

Superlatives
Adjectives and adverbs

Time
Numbers

Vocabudary and pronunciation

Ll’resem or past

have
‘In between' words

l;}t:esa;

Leaving and arriving
see

// here
&/ bad or /e/ hed

get

Words with two meanings

/g/ get or /d3/ jet
/s/ this or 77/ is

Feelings
say and sell

/jui/ you
odd one out

Travel
lake or go on
-ing and -ed adjectives

|7@/ vesterday .

é |

Ls SRS

lend or borrow
Materials

LJ‘II do or I do

I'seful phrases anid other
vocabulary

o The company makes. employs,

manufectures. plans fo . .

o The main office is located in
. ® Sules are nof very govd.

® I'm afiaid ... ® I'm tervibly
sorry. ® convenent

® She didn't feel very well.

® have a meeting wilh . . .

® Vhat's wrong? ® [ wanted
... ®bhusy

® Can you hold? ® As early as
possible. ® Lel’s see.
® have an argument with

® good friends

® be bornin ... ® grow up
in... ®goloschool ® geta
degree ® leave university

® gel a job ® specialise in . . .
o What do you plan to do
now? ® Here's my card.

® software ® architect

® /'m glad we could meel.
® | hope you understand.
o Jt's confidential.

® polite @ smile

® Would you like to leave a
message? ® as soon ds
possible ® away on business
® urgent

® Just @ moment. please.

® make notes ® Go on,
Please. ® It doesn 't work.
o The quality is wnusually
bigh. ® materials
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Talking about ambitions

Money and finance
Describing a company’s

14 (1 66-69)

Talking about a job in
detail
A letter of application

Mmg a good impression at
interviews
Things vou'd like to do

Making a job offer
Asking for opinions
Making decisions

Grammar
bave lo
ting/anyihi -

going o
thathcho/which

Present Perfect Progressive
somelany

Present Perfect Simple
Three verb forms

Past participles
Question tags

Vocalulary and pronunciation

Feelings
Di mensions

| sress and weak forms |

Money
make or do
up or down

/ou/ moment or /D/
- modern
/§/ she

Verbs and nouns
Verbs and nouns
some

say or fell
make or do
Stress
Same or diferent

know
price, cost and ralue

Weak forms

Jour reply.

{ :n'éjfo'(/ /)/_rr:'/.'.'i*.s and olber
vocabulary

® increase sales of ... ® Il
in my: reporl, ® His real
ambition was to ... ® hy

® What do vou know about

® They didn't do too well . . .
® bring oul a new product

® Profits fell/rose. ® There's
nothing to worry ahoul.

® eacl figures

® work very closely with . . .
® [ have the inpression ha . ..
® [ am wriling lo you on the
recommendation of ... ® |
enclose .. ® 1 look forward lo

® Jou look worried. ® All my
experience bhas been in . . .

® Do you mean ! should . . . ?
® No, of course nol. ® have
the urong effect on ... ® make
a good impression ® in case
there is a delay

© What exactly is all this
about? ® What exactly do you
wanl fo ,..7 @ By lhe way. .. .
® [ not sure. ® | haven!
beard from you for . . .

® As for myself. ... ® offer/
accepl a job ® One of the
reasons | am wriling now s . . .

® [el me explain the situation.
® (he financial side
® advanlages

Tapesaripd (b 92-96)




