Unit

First impressions

Then & now

A company tour

Big plans

It’s a deal

Changing times

Out of the office

At a trade fair

Culture matters

Progress checks
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Transcripts

Smooth operations

Table of contents

talking about responsibilities and current projects
describing companies and products

giving contact details

introducing yourself and your company

- talking about your job experience and your past
- talking about skills and abilities

making telephone calls

+ welcoming visitors and socializing

talking about rules and regulations
describing a process

+writing emails

developing small talk tactics

- talking about plans and projects

looking at graphs and sales figures
practising taking part in a meeting
placing an order

discussing terms and negotiating a deal

- talking about differences

comparing prices and terms

- talking about experiences

discussing and making arrangements
updating a diary

+writing emails to make and change appointments

talking about recent activities and new developments
practising small talk and saying goodbye

making polite complaints

listening for information in presentations

describing features and benefits of products
distinguishing formal and informal emails
reading a report

- talking about a company’s history

making conversation at a restaurant
making and dealing with complaints

talking about supply chains
discussing hypothetical situations and consequences

- talking about future training plans

Answer key (exercises and progress checks)
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