
Contents
I t ’s my jo b /  Business 
Company profile know -how

Project Listening Reading Speaking W ritin g Language spot Vocabulary Pronunciation

1 N ew  jobs •  p.4

Condé Nast How to  avoid 
tim e-w asting

W riting a report 
on a magazine

Describing routines 
in a job

How to  survive in a 
new job 
My new job

Agreeing and 
disagreeing

W riting a personal 
profile

Present Simple v 
Present Continuous

Business sectors

2 Buying and selling *p.10

Jamie Hughes H o w to  get
energized at work

W riting a report 
about purchases

Describing
purchases

You w ant i t - b u t  
doyou need it? 
M arket forces

Requests Emailing requests 
and responses

Past Simple v Past 
Continuous

Economicterms Polite requests

3 M a rk e t in g *  p.16

Tesco Mobile phone 
etiquette

Talking about my 
generation 
How to  market

Opinions W riting a 
marketing plan

Present Perfect
Simpleor
Continuous

Acronyms

4  Leadership •  p.22

Sasha Hussain Are you a born 
leader?

Talking about firs t 
bosses

Inspirational
leadership
B u lly ing -ones top
advice

T hink ingtim e Emailing a friend 
w ith  advice

should have, had 
to, d idn’t  have to, 
w ill have to

5 Changing th e  w orld  •  p.28

Google How to  search on 
the  Internet

Reviewing and 
comparing tw o  
websites

The bigger picture Addingand
contrasting
inform ation

Emailinga 
colleague w ith  a 
suggestion

will, be going to, 
w ill have to, w ill be 
able to, in fin itive

Digital world

6  W orking abroad •  p.34

Lucia Betozzi H ow to  improve 
your English

Researching Talking about 
culturallyappropriate cultural issues
behaviour in a 
country

Changing 
countries 
Job adventures

Suggestionsand
objections

Completing an 
application form

must, can't, may, 
m ight, could

Personality Reinforcing 
adjectives adverbs

7 Ethical trad ing * p  40

Innocent Green office tips Researchingthe 
ethics o f a large 
m ultina tional 
company

Discussing 
companies and 
the ir ethics

Fairtrade 
Business scandals

Giving reasons 
why

Emailing your boss 
with explanations 
and suggestions

The Passive Finance

8 Diversity •  p.46

MaxJanssen M eetingand 
working w ith  
disabled people

W riting about 
discrim ination 
against wom en in 
the workplace

Presentation 
about improving 
diversity in the 
workplace

Discrim ination at 
work
Women in the 
workplace

Correcting
yourself

W riting about the 
approach to 
diversity in your 
school or 
workplace

Conditionals W ord-building Word stress



W ritin g  bank •  P-52 , ..._ __________________________________

Notices Reports 2 -D escrib ing trends Letters 2 -Covering le tte r - jo b  Agendas and M inutes Writing bank key |> r.s
Emails 1-O rdering  Emails 2 -Form a l and inform al application CV1
Reports 1 - Planning and w riting  language Notes and messages CV2
Memos Le tte rs l-M ak ingpaym ents  Emails 3 -A rran g ing  a conference

9 Brands and values •  p.66

Nike, Inc Preparing a Inventing, naming Discussing Building great M atching W riting a personal Past Perfect
personal and presenting a sponsorship brands sponsors w ith statement
statem ent new product What's in a name? sponsorship 

opportunities 
Explanations and 
reasons

10 Office life •  p.72

Ratana
Kittikachorn

How to  irrita te 
your co-workers

Planningan ideal 
office space

Working in a'cube 
farm ’
News from  the 
workplace

Surprising news W riting a le tter o f m ust have, can’t  
application for a have, m ight, could 
job  have

11 W orkplace skills *p .78

Nokia How to  work in a 
team

W riting tips on Giving 
soft skills instructions and 

describing 
mistakes

The need fo r soft 
skills in the 
workplace 
Tips 4 better 
discussions

Turn-taking Describing your Third Conditional 
soft skills

Personal qualities

12 P re s e n ta tio n s *p.84

Pippa Fox Effective meetings Presenting and 
answering 
questions about a 
business idea

How to  give a 
good presentation

M akinga 
presentation 
about a product 
Bad news

W riting a handout Reported speech 1: 
about your school said, told, and 
orworkplace questions

Presentation
accessories

13 Big business* p.90

Honda Task m anagement Performing a 
SWOT analysis on 
a large company

SWOT analysis Behind big 
business

Making guesses
about famous
m ultinational
companies
Expressing
certainty,
probability.and
possibility

W riting a SWOT 
report for a large 
company

Verb + to  or verb + 
-ing

Business term s

14 Entrepreneurs *  p.96

Kasem Srisai Are you a born 
entrepreneur?

W riting a report 
on an
entrepreneur

G ivingfinancial
advice

A sense o f 
adventure-young 
entrepreneurs

Complimentsand 
saying no

Making 
compliments, 
requests and 
saying no by email

Defining and non­
defin ing relative 
clauses

Personal money

15 Job hunting  *p .l0 2

Semco Handling a 
challenging 
in terview

Advising an 
entrepreneur on a 
new product

Successfuljob
seeking

G o ing fo ra job : 
Case interviews

Problem solving 
Dealing w ith  
d ifficu lt 
conversations

W riting a le tter of 
application for a 
job

Reported speech 2: 
orders and advice

Speaking activities •  p.108 G ram m ar reference •  p.116 Listening scripts • p.122 Glossary *p.131


