Map of the book

Marketing Human resources

Starting new business activities

Unit Reading Listening Writing

| Briefiobdescriptions

Aletter of enquiry about careers
Anemallapplyingforajob

| Telephone language
o :;Enqu;nng about a ;ob

Anemail g ngmfoma on
An am il 'skmg f@r mfomatmn

A 1@‘:&34“ of enqufry to a
ranchiser .

Grammar workshop 3 (Units 9-12) 62-63 Tenses in time clauses, The second conditional, Comparing and contrasting ideas, Modal verb

4 Map of the book



Speaking Vocabuiary Language work

|l Qrscussaon Who shc}uld pa’y for traz' ing?
" Preparmg a; s‘kaff trammg scheme

‘ Pmmotsonai a&:ttvtzes .

lLauhéhngapmduct . | Vorketingvocabulary
‘ Raie pay Promatfnganewsemce ~ .

Di scusszsn ﬂew pmducts and ﬂega)tsatmg
’Rcke«p ays Establishing a busi re!ataonsh;p
. Oﬂastand atatrad ?

Structuring a presentation . | Equipmentforpresentations
Abriefpresentation. - ' , ..
Role-play. Presenti ing ygur bus nass d@a
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Unit Readmg Listening Writing

Business travel

New technologies, innovation, and change

Customer relations

‘Business hotels s accsmmef:i&tmn | Conferenceproblems The results of a survey
and sales Planning a lively sales ,
conferences 64-67 | conference

Business | Aconference programme LA ang mnferencefaa lties
c«mfammes - - “Namfoﬁmgata(}anf%ma

o itheFotth,Cen{eramé}céntréﬂ ‘, A

, msma@ss | Think before you meet
_meetings - -
78

1 7 New twhmi&gies Tha Internet and shanga
andchange | Changeat Adobe sys’(ems
82-85 . -

Usingthe Website design . ,’-E~shappng atTesw com ,:,,;,@;Emaiireqws&hng an
Internet86-89 | . Websites and busmss . “'Urz}grads to awebsite

A staft smiey Headingarepoﬁ Aw@rkmg paﬁy _’ - j Remrt on staff sufvaym -
Offshoring and ', e outsaurcmgwerk o ,"'V*What should we offshore?

outsourcing smal busmesses‘? . Qﬁsmmg fmm Bntam

94.-97

Grammar workshop 5 (Units 17-20) 98-99 Used to, Articles, Reported speech

Asupemarket and cuistamméya@ |

2 4 Customer loyalty

From satisfaction to loyalty
100103 ~ '

k‘Tur‘nin‘g complaints toyour Qommumcat ng wzth sustomers -

2 Communication
. with customers advantage . atEspresso
Training in customer Customer communication at Net

104-107

, semmunxoat;on akm Jus Fc:md

" A iettw about a new service Alett &mut sw séwice

Corresponding Prapar:ng;a letter of complaint |

23 with customers A letter from a dissati sfed ﬁa%ettar of f::ompkamt
custemer

1081

. Adverttaemaﬂffo#a .
business seminar

2 | Abusiness
‘ seminar {12115

Grammar workshop 6 (Units 21-24) 116-117 ~ Relative pronouns, Expressing Causes, Expressing results

Sample answers for writing exercises 118

EXAM SKILLS AND EXAM PﬁAc‘rzca e

Contents of exam secttan ~ o
Answer Keys 154
Transcripts 170

6 Map ofthe book



Speaking Vocabulary Language work

‘ "fiExprassmg cr:tacxsm {moda perfects) '
; ;Gomrastmg odeas

| Hotel vmcabu ary, subscn@ers‘cham etc;
Conferenice vocabu ary: keynate speech
f&ff(?f etc. .

Discussion: The needs of the business travelier
Mini-presentation: business *fravei
Planning a canf&reﬂc&

' Roe—p ay: Netwc}rkmg -
Discussion: Choosing a conference destination

NeMar&ing, reinventing, enhaneing, efc.

Saying what charts show
Discussion: ‘P;iva‘te jets .

vocabuiary for expréssing changes Using the passive

| Types of mesting; Mesting vocabulary
| Verbsfor meetings, comerstone,
‘S&t(}mf to zatc Expressrng apsmens

Discussion: Meetmgs -

| Toqand;sheugh‘

- ,Newtechnolagy, customefbase | Usedtofor past actions/habits
? | knowledge worker, licence fees, | Thedefinite article
‘,~kjappifcaz‘xcsns,etc ; o

What is smpoﬂant' e
e»p%ay |ntmducmg new tech '

| ,Compu’tera internet ,
, :Sfralghtforward target audience, atc

Reported speech
Reporting verbs

kffFie}gib’!ef wﬁquing; Expressing numbers

:;‘;Dscuss" nphrases | Expressingcauses
| undant, assurance L
o sharehefder efc.

Outsauromg to reduce sk

| Discussion: What makesyouaiaya cusmmeﬂ | Bondrevenue,vendor.etc, | Relativepronouns

e e methc:sds of a@mmuﬂsoatzon | Customer collocations
| Adviceon dealing with compamtsf , .| Rappont, retain, etc.
| Roleplay: Deaimg w&th ssmg oustomers o . ‘ ‘

‘ Exp‘réssir:}g results

| Discussion: What people Dtscoursemarkers for short talks | Expressions followed by -ing forms
| nbispess ' . . ‘ .
~ Speaking at a business sem

Map of the book 7



