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EXPERT UNIT 4 (B2)



Activity group(s): 2 Number of exercises: 250



Expert Unit 4a (21 activity (ies) 02:14:04) Keywords [17 word(s)] application candidate chairperson colleague commission consultant contract deadline department employer to hire (v.) human resources in charge of to motivate (v.) to report (v.) salary sales manager



Picture/Word Association with speech recognition [6 exercises] 1 a boss a maid a babysitter a driver a nurse a florist



© Copyright 2003-2004 Auralog S.A. All rights reserved



Page 1/47



2 a meeting a boxing match a party an examination a wedding an Olympic event



3 a salesperson a dentist a captain a mailman a butler a housekeeper



4 a technician an opera singer a plumber a caretaker a photographer an architect



5 a magazine a book a video a filmstrip a CD a website



6 a newspaper a magazine a brochure a novel a manual a comic book
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Dialogue: Explore [1 exercises] 1



You have just started working for Andrew & Co. in Boston where you are in charge of a new product. What will you be doing the first day? I have a meeting with the boss. Studying the product. Studying the company's organization.



2



You'll have to choose one. Direct sales are risky. Good idea.



3 3 3



What kind of positions will you be hiring for? A Sales Director. Salespeople. Installation technicians.



4



4 4 4



What methods should you use to increase sales? 5 12 6



Lots of advertising. Good after-sales service. Motivated salespeople.



5



What type of advertising? In trade magazines. On television. In regional newspapers. On the Internet.



6



2 2 2



The product - electronic display advertising boards - is designed for small businesses. What type of distribution do you think you will use? A distribution network. Direct sales. A franchising system.



3



Very wise! It is a very good one. You want to know who does what.



9 9 9 9



TV ads are very expensive!



How do you think you'll motivate your teams? 8 7 7



Bonuses. Growth potential. Travel incentives.
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7



Do you think that will be enough? 8 8



No, not at all. Yes, probably.



8



What type of income are you proposing? 11 11 11



Fixed salary and variable. A percentage of sales. Salary plus commission.



9



What advertising slogan will you use? 10 10



"Electronic displays sell better". "Your partner: Andrew & Company".



10



What will your budget be? $1 million. $100,000. Not a great amount.



11



You do things in a big way. You won't get much in return.



Does money really motivate? 12 12 12



Yes, it helps. There are other ways too. It's the only way.



12



You hear that your product has some technical problems. What do you do? 13 13 13



I pinpoint the problem. I call the technical team for a meeting. I do more thorough tests on the product.



13



12 12 12



And what's your solution? It depends on the problem. We change the product. We find a technical solution.
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14 14 14



14



The problem remains, sales are sluggish. What should be done? I fire the technical team. I resign.



Your resignation is refused.



Sentence Pronunciation [40 sentence(s)] I have a meeting with the boss. Studying the product. Studying the company's organization. A distribution network. Direct sales. A franchising system. A Sales Director. Salespeople. Installation technicians. Lots of advertising. Good after-sales service. Motivated salespeople. In trade magazines. On television. In regional newspapers. On the Internet. Bonuses. Growth potential. Travel incentives. No, not at all. Yes, probably. Fixed salary and variable. A percentage of sales. Salary plus commission. "Electronic displays sell better". "Your partner: Andrew & Company". $1 million. $100,000. Not a great amount. Yes, it helps. There are other ways too. It's the only way. I pinpoint the problem. I call the technical team for a meeting. I do more thorough tests on the product. It depends on the problem. We change the product. We find a technical solution. I fire the technical team. I resign.
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Key grammar explanations [2 grammar point(s)] 1



Use of the passive



2



The impersonal structure
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Grammar Practice [1 exercises] 1



Reformulate as in the example. Example: so that profits will be higher



for the sake of higher profits



to reassure the boss



for the sake of reassuring the boss



in order to compare



for the sake of comparison



for the good of the company



for the company's sake for the sake of the company



because he will like it



for his sake



for the good of the children



for the children's sake for the sake of the children



in the interest of Pete



for Pete's sake



'For the sake of' - 'On behalf of'



Sentence Practice [6 exercises] 1



Rewrite the following sentences as in the example. Example: Fixed salaries were proposed. (management)



Management proposed fixed salaries.



Many units were sold. (the new ads)



The new ads sold many units.



$100,000 was spent. (that client)



That client spent $100,000. That client spent one hundred thousand dollars. That client spent a hundred thousand dollars.



The product was given high marks. (the trade papers)



The trade papers gave the product high marks.



Use of the passive
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2



Rewrite the following sentences as in the example. Example: Fixed salaries were proposed. (management) The problem was not solved. (the technical team)



The technical team did not solve the problem. The technical team didn't solve the problem.



He was transferred to our Chicago office. (the management)



The management transferred him to our Chicago office.



They were fully trained. (Mr. Crowley)



Mr. Crowley fully trained them. Mr. Crowley trained them fully.



Use of the passive



3



Object pronouns



Rewrite the following sentences as in the example. Example: Fixed salaries were proposed. (management)



Management proposed fixed salaries.



You were received coldly. (your client)



Your client received you coldly.



Discrepancies were found. (accounting)



Accounting found discrepancies.



Mistakes were made. (the President)



The President made mistakes.



Use of the passive



4



Management proposed fixed salaries.



Use of the past participle as an adjective



Put the following sentences in the passive voice. Example: Someone evaluates the budget.



The budget is evaluated.



Someone renegotiates interest rates.



Interest rates are renegotiated.



Someone reworks the payment schedule.



The payment schedule is reworked.



Somebody offers a lower salary.



A lower salary is offered.



The verb 'to be'



The impersonal structure
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5



Put the following sentences in the passive voice. Example: Someone evaluates the budget. Somebody promotes you to Director.



You are promoted to Director.



Someone buys a new software package.



A new software package is bought.



Somebody finds an economical solution.



An economical solution is found.



The verb 'to be'



6



The budget is evaluated.



The impersonal structure



Active and passive voice



Put the following sentences in the passive voice. Example: Someone evaluates the budget;



The budget is evaluated.



Someone hires computer specialists.



Computer specialists are hired.



Somebody organizes a task force.



A task force is organized.



Someone finds discrepancies in the expense accounts.



Discrepancies are found in the expense accounts.



The verb 'to be'



The impersonal structure



Active and passive voice



Phonetics Exercise [4 phoneme(s)]



k



product fixed technical diplomatic schedule banker directly



g



organization good magazines great configuration against



D



the them there another other



p



salespeople newspapers pinpoint helps displays propose compare competition
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Dialogue: Expression [1 exercises] 1



You have just started working for Andrew & Co. in Boston where you are in charge of a new product. What will you be doing the first day? I have a meeting with the boss. Studying the product. Studying the company's organization.



2



You'll have to choose one. Direct sales are risky. Good idea.



3 3 3



What kind of positions will you be hiring for? A Sales Director. Salespeople. Installation technicians.



4



4 4 4



What methods should you use to increase sales? 5 12 6



Lots of advertising. Good after-sales service. Motivated salespeople.



5



What type of advertising? In trade magazines. On television. In regional newspapers. On the Internet.



6



2 2 2



The product - electronic display advertising boards - is designed for small businesses. What type of distribution do you think you will use? A distribution network. Direct sales. A franchising system.



3



Very wise! It is a very good one. You want to know who does what.



TV ads are very expensive!



9 9 9 9



How do you think you'll motivate your teams? 8 7 7



Bonuses. Growth potential. Travel incentives.
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7



Do you think that will be enough? 8 8



No, not at all. Yes, probably.



8



What type of income are you proposing? 11 11 11



Fixed salary and variable. A percentage of sales. Salary plus commission.



9



What advertising slogan will you use? 10 10



"Electronic displays sell better". "Your partner: Andrew & Company".



10



What will your budget be? $1 million. $100,000. Not a great amount.



11



You do things in a big way. You won't get much in return.



Does money really motivate? 12 12 12



Yes, it helps. There are other ways too. It's the only way.



12



You hear that your product has some technical problems. What do you do? 13 13 13



I pinpoint the problem. I call the technical team for a meeting. I do more thorough tests on the product.



13



12 12 12



And what's your solution? It depends on the problem. We change the product. We find a technical solution.
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14 14 14



14



The problem remains, sales are sluggish. What should be done? I fire the technical team. I resign.



Your resignation is refused.



The Right Word with speech recognition [2 exercises] 1



A technician knows how to fix different kinds of machines. salesman vice president educator pianist



2



Bonuses and perks are types of incentives. Lottery Workload Dismissal



Word Association [1 exercises] 1



Match the words from the dialogue with their antonyms on the right. wise sluggish expensive direct present



foolish active cheap indirect future



Word Order with speech recognition [6 exercises] 1



For a good level of sales, much organization For a good level of sales, much organization is needed.



is



needed.



'Little' - 'A little' - 'Much'



2



who is who is in



3



many companies give their employees a many companies give their employees a year-end



in charge of sales and distribution? charge of sales and distribution?



year-end bonus



bonus



'Few' - 'A few' - 'Many'



4



television allows us to discover more about the television allows us to discover more about the world
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5



have you surfed have you surfed the



the Internet Internet yet?



Use of the present perfect



6



The economy The economy is



is sluggish sluggish at the



yet?



'Still' - 'Yet'



'Yet' - 'Not yet'



at the moment because moment because of inflation.



of



inflation.



Mystery Phrase [11 exercises] 1



A group working together for a common goal. team



2



To announce publicly. advertise



3



Something that stimulates or motivates. incentive



4



Slow to respond. sluggish



5



The amount of money allowed for a particular purpose. budget



6



Exhaustive. thorough



7



A phrase used in advertising or politics. slogan



8



Isolate, specify. pinpoint



9



Percentage of sales. commission



10



Not specific, not clear. vague



11



Opposite of hire. fire
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Fill-in-the-Blanks [6 exercises] 1



You have just started working for Andrew & Co. in Boston. You are in charge of a new product . What will you be doing the first day ? I have a meeting with the boss . Use of the past participle as an adjective



2



I do more thorough tests on the product. They shouldn't be hard to find. What is your first move? The product is designed for small businesses. The problem remains; sales are sluggish .



3



The product is designed for small businesses. It depends on the problem. You are offered a transfer to Management Control. You find differences in office expenses. I close down the branch. The main postpositions



4



Do you think that will be enough ? How do you think you'll motivate your teams? What methods should you use to increase sales? What advertising slogan will you use ? You find discrepancies in travel expenses. Placement of 'enough'



5



I feel great about my new job. I believe I'm going to like it here. Already I prefer it to my last job. My boss thinks I'll be a big help. 'Can' and verbs of perception Verbs without a continuous form Verbs expressing impressions and feelings
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6



Andrew & Co. has stopped hiring, but they keep getting new applications. We continue to rely on advertising to increase sales. Will we begin implementing our bonus plan next month? We are starting to inspect the regional branches more often. They've finished repairing the technical problem. Verbs expressing stages of an action Use of the present perfect Use of the past participle as an adjective



Key grammar explanations [3 grammar point(s)] 1



'Ever' - 'Never'
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2



'Can' - 'Could' - 'To be able to'



3



'Can': perception and knowledge
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Words and Functions [2 exercises] 1



Put the words from the text in the corresponding categories. Today, Ellen has an interview which she has been thinking about for a long time. When she arrives at the office, she is told that the human resources manager is on the phone. She waits patiently until the receptionist tells her to go in. The manager, who has interviewed many candidates, asks, 'How did you find out about our company?' 'In the newspaper,' says Ellen. The manager continues, 'What do you think is the quality that your future employer will appreciate most?' Ellen talks about her skills and her personality. 'Why did you leave your previous job?' asks the manager. It was a job that had taught Ellen a great deal, but after two years, she had felt that she was ready to move on. 'Where would you be willing to go on a business trip? ' asks the manager. 'Anywhere!' answers Ellen. The interviewer has one more question: 'When can you start?' Relative pronouns which who that



that



Conjunctions that When



and



until



but



that



Interrogative and exclamatory adverbs Why Where When How



2



Put the words from the text in the corresponding categories. Ellen has just been taken on board as a marketing manager at Andrew & Co. The company's business is in a slump, and Ellen has her heart set on improving their sales figures. She has designed a new marketing approach that should make a difference. Her first goal is to motivate the marketing team. She is seeking new ways of attracting customers. Thus, she will need the participation of the entire marketing department. If the marketing strategy fails, Andrew & Co. will need to cut the prices of their products. The CEO would like Ellen to come up with a brilliant idea to increase sales and keep prices stable. Possessive pronouns her their Her their Regular verbs designed improving Modal auxiliaries will will should



to motivate



attracting



need



fails



need



like



to increase



would
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Text Transformation [1 exercises] 1



Put the following text into the second person singular. People say that money really motivates, but they can never be sure, can they? In Andrew and Company, where you work, one can see that sales are sluggish. One never knows what the consequences of these problems could be, does one? Somebody has commented that they have severe financial losses. One is aware that things are going badly as soon as one arrives in the offices. You say that money really motivates, but you can never be sure, can you? In Andrew and Company, where you work, you can see that sales are sluggish. You never know what the consequences of these problems could be, do you? You have commented that you have severe financial losses. You are aware that things are going badly as soon as you arrive in the offices. The impersonal structure



The simple present



Dialogue: Comprehension [1 exercises] 1



You have just started working for Andrew & Co. in Boston where you are in charge of a new product. What will you be doing the first day? I have a meeting with the boss. Studying the product. Studying the company's organization.



2



You'll have to choose one. Direct sales are risky. Good idea.



3 3 3



What kind of positions will you be hiring for? 4 4 4



A Sales Director. Salespeople. Installation technicians.



4



2 2 2



The product - electronic display advertising boards - is designed for small businesses. What type of distribution do you think you will use? A distribution network. Direct sales. A franchising system.



3



Very wise! It is a very good one. You want to know who does what.



What methods should you use to increase sales? 5 12 6



Lots of advertising. Good after-sales service. Motivated salespeople.
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5



What type of advertising? In trade magazines. On television. In regional newspapers. On the Internet.



6



TV ads are very expensive!



How do you think you'll motivate your teams? 8 7 7



Bonuses. Growth potential. Travel incentives.



7



Do you think that will be enough? 8 8



No, not at all. Yes, probably.



8



What type of income are you proposing? Fixed salary and variable. A percentage of sales. Salary plus commission.



9



11 11 11



What advertising slogan will you use? 10 10



"Electronic displays sell better". "Your partner: Andrew & Company".



10



What will your budget be? $1 million. $100,000. Not a great amount.



11



9 9 9 9



You do things in a big way. You won't get much in return.



12 12 12



Does money really motivate? 12 12 12



Yes, it helps. There are other ways too. It's the only way.
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You hear that your product has some technical problems. What do you do?



12



13 13 13



I pinpoint the problem. I call the technical team for a meeting. I do more thorough tests on the product.



And what's your solution?



13



It depends on the problem. We change the product. We find a technical solution.



That's too vague. That's easier said than done.



The problem remains, sales are sluggish. What should be done?



14



I fire the technical team. I resign.



Your resignation is refused.



Dictation [3 exercises] 1



1 2 3 4 5 6



Net Systems is having serious financial problems. Their advertising costs have tripled. Sales are way below last year's figures. Customers are unhappy with after-sales service. Something has to be done quickly or else there'll be layoffs. The managers should call a meeting and pinpoint the problem. 'Last' - 'Later' - 'Latter' More uses of the possessive 'Must' - 'Have to' Use of 'else'



2



1 2 3 4 5 6



Verbs without a continuous form



Hey, Bob, how are you? Fine, Jackie, how about yourself? Great, I'm a sales manager at Andrew & Co. Really, how do you like it? Wonderful! I work with a team of motivated salespeople. I'm looking for a job, are you hiring right now? The prepositions 'in' and 'at'



3



1 2 3 4 5 6



$4.78 $199.99 $.14 98% 50% 4%
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14 14 14



Expert Unit 4b (22 activity (ies) 02:17:25) Keywords [18 word(s)] agreement to be promoted budget career competition to decrease (v.) dismissal to earn (v.) expense financial to implement (v.) to increase (v.) to negotiate (v.) performance raise resignation result training



Picture/Word Association with speech recognition [7 exercises] 1 office equipment toiletries flower arrangement cooking equipment medical equipment fashion accessories



2 a secretary a dancer a doctor a police inspector a clergyman an artist
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3 an office a classroom a jail cell a fire station an embassy a supermarket



4 a president an assistant a teacher a scientist a criminal a pirate



5 a team a pile a crop a goal an army a congregation



6 a race a circus a show a concert a cruise a parade



7 foreign currency silver cutlery world record platinum record stock market Mexican food
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Dialogue: Explore [1 exercises] 1



You are offered a transfer to Management Control. Do you accept? Yes, after training. Yes, probably. No, I don't.



2



What kind of training are they offering you? Budget management. Programming. I don't need any training.



3



You'd better accept for your career's sake.



3 3 3



Are you sure?



You are sent to inspect a regional branch which has higher operating costs than the average. What do you do first? I meet with the boss. I ask to look at the books. I compare costs with another branch.



4



4 5 6



You receive an icy reception and he insists his branch is a special case. What is your reaction? 8 8 8



I'm diplomatic. I go over the books with him. I reassure him of my intentions.



5



You find discrepancies in travel expenses. What do you do? 9 9



I ask for more details. What sort of discrepancy?



6



3 2 3



You find differences in office expenses. How do you follow this up? 7 7



I ask for more detailed expenses. I talk to Human Resources.
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7



They seem to be overstaffed. I propose layoffs. I consider transfers. I close down the branch.



8



You're very harsh. Impossible, it's strategically located.



You find discrepancies in the travel expenses but he replies that he can't cut back. What do you tell him? 9 9 9



Cutbacks must be implemented. I ask to look at the books. Why not set a limit?



9



The salespeople cost a lot. I will tell management. I suggest restrictions.



10



That's not the way the company works.



11 11 11



The result is an upgrade in office equipment needs. What technical solutions do you recommend? Terminals connected to mainframes. Computer networks. An IBM configuration.



12



10 10



Your mission is accomplished. You have to set up a new management control system. What is the best way? Organize working groups. Hire a consulting firm. I'll work something out.



11



10 10 10



12 12 12



You are a Big Blue fan.



How should you proceed? Hire computer specialists. Subcontract. Buy some computer software.
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13 13 13



13



The deadlines haven't been kept. What should you do? Penalize them. Change the team.



Yes, that will motivate the team. No, we don't want to start again from scratch.



14



Reinforce the present team.



14



After two years of hard work, you are promoted to Financial Director. What do you negotiate for? I ask for an increase in salary. I want a personal secretary. I want a larger office. I want to report directly to the President.



15



15 16 16 16



No problem, you'll get one. No problem. He agrees.



How much do you want to earn? 16 16 16



$100,000. $10,000 more. $40,000 a month.



16



You are offered a lower salary, but receive a company car as an added perk. Do you accept? Yes, of course. No, I continue negotiating. It depends on which car.



17



17 17 17



An agreement is reached.



You are asked to reduce financial costs. What steps do you take? Evaluate the budget. Renegotiate interest rates. Meet with the banker. Rework the payment schedule.



18



14 14



19 19 19 18



Certain suppliers refuse. What is your next move? 19 19 19



I put them in competition against each other. We have no choice. It's only a short-term solution.
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19



All goes well and the situation improves. You now want to expand your personal financial portfolio. What do you do? I play the stock exchange. I buy foreign currencies. I meet with my banker.



Sentence Pronunciation [56 sentence(s)] Yes, after training. Yes, probably. No, I don't. Budget management. Programming. I don't need any training. I meet with the boss. I ask to look at the books. I compare costs with another branch. I'm diplomatic. I go over the books with him. I reassure him of my intentions. I ask for more details. What sort of discrepancy? I ask for more detailed expenses. I talk to Human Resources. I propose layoffs. I consider transfers. I close down the branch. Cutbacks must be implemented. I ask to look at the books. Why not set a limit? I will tell management. I suggest restrictions. Organize working groups. Hire a consulting firm. I'll work something out. Terminals connected to mainframes. Computer networks. An IBM configuration. Hire computer specialists. Subcontract. Buy some computer software. Penalize them. Change the team. Reinforce the present team. I ask for an increase in salary. I want a personal secretary. I want a larger office. I want to report directly to the President. $100,000. $10,000 more. $40,000 a month. Yes, of course. No, I continue negotiating. It depends on which car. Evaluate the budget.
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Key grammar explanations [2 grammar point(s)] 1



'Had better' - 'Would rather'
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2



'Each other' - 'One another'
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Grammar Practice [1 exercises] 1



Reformulate as in the example. Example: in lieu of management



on behalf of management



instead of her



on her behalf in her behalf



for them



on their behalf in their behalf



as our representative



on our behalf in our behalf



representing the employees



on the employees' behalf in the employees' behalf on behalf of the employees in behalf of the employees



instead of our client



on behalf of our client in behalf of our client on our client's behalf in our client's behalf



speaking for everybody here



on behalf of everybody here in behalf of everybody here



'For the sake of' - 'On behalf of'



Words and Topics [2 exercises] 1



Put the words in the corresponding lexical group. Education Politics and Society army / embassy / politics Business and commerce cheap / expensive / price Corporate life career / dismissal / interview / meeting / resignation
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2



Put the words in the corresponding lexical group. Food Nature and Geography country / regional / world The Economy growth / income tax return / inflation / slump / cutback Professions and hierarchy boss / candidate / colleague / director / employee



The Right Word with speech recognition [4 exercises] 1



To negotiate means to discuss terms. litigate purchase argue distribute



2



Software designates the ensemble of computer programs. Hardware Donuts Recording Compact Discs Inaugural



3



Foreign currency is money that is not from your own country. Homemade bread Counterfeit Legal tender



4



My schedule indicates that I have no classes tomorrow. mother parrot textbook CD player reference



Word Association [2 exercises] 1



Match the words from the dialogue with their synonyms on the right. income staff dismissal discrepancy branch organization incentive
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2



Match the words from the dialogue with their synonyms on the right. earn improve choose reduce inspect use



make money ameliorate decide decrease check utilize



Word Order with speech recognition [8 exercises] 1



if you manage your budget properly, you can go if you manage your budget properly, you can go on vacation



2



the stock exchange is an the stock exchange is an insecure



3



computer computer



4



my banker advised me to my banker advised me to open a



5



it's not hard to figure out how to use it's not hard to figure out how to use a computer



insecure financial financial market



on



vacation



market.



software allows you to learn about everything. software allows you to learn about everything.



open a money market money market account



a



account



computer



The main postpositions



6



The student was penalized for cheating on the The student was penalized for cheating on the exam.



exam.



7



Competition among big companies leads to lower Competition among big companies leads to lower prices.



prices.



8



what is what is the



the deadline for deadline for filing



filing income tax income tax returns?



returns?



Phonetics Exercise [8 phoneme(s)]



Q



technicians commission reassure restrictions specialists short-term



© Copyright 2003-2004 Auralog S.A. All rights reserved



Page 32/47



tQ



franchising change branch which choice exchange



¯



studying plus another something subcontract month



uw



distribution Andrew too evaluate solution groups computer continue



ow



bonuses growth only thorough over close renegotiate



dZ



regional percentage management suggest larger budget



d



Director advertising motivated depends details connected consider



l



installation salary probably electronic implemented penalize



Dialogue: Expression [1 exercises] 1



You are offered a transfer to Management Control. Do you accept? Yes, after training. Yes, probably. No, I don't.



2



What kind of training are they offering you? Budget management. Programming. I don't need any training.



3



You'd better accept for your career's sake.



3 2 3



3 3 3



Are you sure?



You are sent to inspect a regional branch which has higher operating costs than the average. What do you do first? I meet with the boss. I ask to look at the books. I compare costs with another branch.
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4



You receive an icy reception and he insists his branch is a special case. What is your reaction? 8 8 8



I'm diplomatic. I go over the books with him. I reassure him of my intentions.



5



You find discrepancies in travel expenses. What do you do? I ask for more details. What sort of discrepancy?



6



9 9



You find differences in office expenses. How do you follow this up? 7 7



I ask for more detailed expenses. I talk to Human Resources.



7



They seem to be overstaffed. I propose layoffs. I consider transfers. I close down the branch.



8



You're very harsh. Impossible, it's strategically located.



You find discrepancies in the travel expenses but he replies that he can't cut back. What do you tell him? Cutbacks must be implemented. I ask to look at the books. Why not set a limit?



9



10 10 10



9 9 9



The salespeople cost a lot. 10 10



I will tell management. I suggest restrictions.
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10



Your mission is accomplished. You have to set up a new management control system. What is the best way? Organize working groups. Hire a consulting firm. I'll work something out.



11



The result is an upgrade in office equipment needs. What technical solutions do you recommend? Terminals connected to mainframes. Computer networks. An IBM configuration.



12



12 12 12



You are a Big Blue fan.



How should you proceed? Hire computer specialists. Subcontract. Buy some computer software.



13



That's not the way the company works.



They shouldn't be hard to find. That's an economical solution.



Yes, that will motivate the team. No, we don't want to start again from scratch.



14 14 14



Reinforce the present team.



After two years of hard work, you are promoted to Financial Director. What do you negotiate for? I ask for an increase in salary. I want a personal secretary. I want a larger office. I want to report directly to the President.



15



13 13 13



The deadlines haven't been kept. What should you do? Penalize them. Change the team.



14



11 11 11



15 16 16 16



No problem, you'll get one. No problem. He agrees.



How much do you want to earn? 16 16 16



$100,000. $10,000 more. $40,000 a month.
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16



You are offered a lower salary, but receive a company car as an added perk. Do you accept? Yes, of course. No, I continue negotiating. It depends on which car.



17



17 17 17



An agreement is reached.



You are asked to reduce financial costs. What steps do you take? Evaluate the budget. Renegotiate interest rates. Meet with the banker. Rework the payment schedule.



18



19 19 19 18



Certain suppliers refuse. What is your next move? 19 19 19



I put them in competition against each other. We have no choice. It's only a short-term solution.



19



All goes well and the situation improves. You now want to expand your personal financial portfolio. What do you do? I play the stock exchange. I buy foreign currencies. I meet with my banker.



Mystery Phrase [9 exercises] 1



A raise in rank or salary. promotion



2



Strengthen. intensify



3



Unfriendly, hostile. icy



4



A high-speed, large-capacity computer. mainframe



5



From the very beginning. from scratch
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6



Company benefit. perk



7



Check carefully. inspect



8



Accounts. books



9



An admirer. fan



Fill-in-the-Blanks [4 exercises] 1



You are sent to inspect a regional branch. It has operating costs higher than average . What do you do first? I compare the expenses with those of another branch. You find discrepancies in travel expenses. What do you do? I ask for more details .



2



How do you follow this up? What technical solutions do you recommend? How much do you want to earn? What kind of positions will you be hiring? Why not set a limit? 'Which' - 'What'



3



'Kind of' followed by a noun



All goes well and the situation improves . You now want to add to your personal financial products. What do you do? I play the stock market. I meet with my banker. The simple present



4



After two years of hard work, you are promoted. What do you negotiate for? I want a personal secretary. I want a larger office. You are offered a lower salary but receive a company car as an added perk.
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Key grammar explanations [2 grammar point(s)] 1



Tags - Short answers



2



The future
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Words and Functions [2 exercises] 1



Put the words from the text in the corresponding categories. The company's marketing department has been working hard for four months now. They are slowly but surely moving toward their goal. The company has totally changed its marketing techniques. Their sales are already increasing. The employees are much happier, and Ellen, the marketing manager, is fully responsible for the change. Ellen was hired fairly recently, and she has since qualified for a pay raise. She has been a reliable worker and has led her team ambitiously toward their objective. Adverbs of manner hard slowly surely Adverbs of time already recently now



ambitiously



since



Adverbs of degree and amount much fully fairly totally
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2



Put the words from the text in the corresponding categories. Ellen has been working at Andrew & Co. for a year. Yesterday, her boss called her into his office. He said, 'Ellen, you have been doing a very good job. The company's performance has been improving steadily, and your employees have been saying good things about you. You deserve a promotion.' He gave her a new contract. She took it home and studied it carefully, and signed it this morning. Ellen now has a new job title. She is now the Senior Marketing Manager at Andrew & Co. The marketing team feels that Ellen is a very good boss. They appreciate her work and want her to stay at the company for as long as possible. Present perfect continuous has been working have been doing Simple preterite said gave called Present indicative has is deserve



took



feels



studied



is



has been improving



have been saying



signed



appreciate



want



Text Transformation [1 exercises] 1



Put the following text into the active voice. You are employed by which independent consultancy? Your current plan to boost sales is being looked over by a colleague. The problems should have been pinpointed last month by the technical team. Some suggestions will be thrown out by senior managers. Growth forecasts were being dealt with last month by consultants. The outcome was kept a secret by the accounts department. Which independent consultancy employs you? A colleague is looking over your current plan to boost sales. The technical team should have pinpointed the problems last month. Senior managers will throw out some suggestions. Last month, consultants were dealing with growth forecasts. The accounts department kept the outcome a secret. Use of the passive



The verb 'to be'



Dictation [2 exercises] 1



1 2 3 4 5 6



After three years of hard work, Martha is promoted to International Sales Manager. She negotiated for a larger office, two assistants and stock options. Her boss agreed to everything and even added a company car. I'm sure she'll be promoted again in a few years. She certainly has potential. Next thing you know, she'll be the Chairperson! Verbs expressing a wish to act
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Verbs without a continuous form
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2



1 2 3 4 5 6



Tomorrow I have a meeting with my boss. We need to talk about next year's budget. I'd like us to improve our service to small businesses. We need to hire new salespeople. We have to cut back office expenses. Our strongest point is our central location. More uses of the possessive Absolute superlative



'Must' - 'Have to'



The main postpositions



Dialogue: Comprehension [1 exercises] 1



You are offered a transfer to Management Control. Do you accept? Yes, after training. Yes, probably. No, I don't. Salary plus commission. I propose layoffs. Fixed salary and variable. Bonuses. Renegotiate interest rates.



2



You'd better accept for your career's sake. You're very harsh.



What kind of training are they offering you? Budget management. Programming. I don't need any training. It depends on which car. I suggest restrictions. Organize working groups. In trade magazines. I want a personal secretary.



3



3 2



3 3 Are you sure?



No problem, you'll get one.



You are sent to inspect a regional branch which has higher operating costs than the average. What do you do first? I meet with the boss. I ask to look at the books. I compare costs with another branch. "Your partner: Andrew & Company". An IBM configuration. Growth potential. It's the only way. In regional newspapers.
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You are a Big Blue fan.
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4



You receive an icy reception and he insists his branch is a special case. What is your reaction? 8 8



I'm diplomatic. I go over the books with him. I reassure him of my intentions. Yes, it helps. Meet with the banker. Yes, probably. I call the technical team for a meeting. Organize working groups.



5



You find discrepancies in travel expenses. What do you do? I ask for more details. What sort of discrepancy? I want a larger office. Not a great amount. We have no choice. No, I don't.



9 9 No problem. You won't get much in return. You'd better accept for your career's sake.



Good after-sales service.



6



You find differences in office expenses. How do you follow this up? I ask for more detailed expenses. I talk to Human Resources. $10,000 more. Salespeople. $100,000. No, I don't.



7 7



You'd better accept for your career's sake.



Bonuses.



7



They seem to be overstaffed. I propose layoffs. I consider transfers. I close down the branch. I ask for an increase in salary. A distribution network. On the Internet. I buy foreign currencies. $100,000.
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You're very harsh.



10 10



Impossible, it's strategically located. You'll have to choose one.
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8



You find discrepancies in the travel expenses but he replies that he can't cut back. What do you tell him? Cutbacks must be implemented. I ask to look at the books. Why not set a limit? Bonuses. Installation technicians. It depends on the problem. Yes, probably. Hire computer specialists.



9



9



That's too vague. They shouldn't be hard to find.



The salespeople cost a lot. I will tell management. I suggest restrictions. I ask for more detailed expenses. Yes, probably. I buy foreign currencies. Subcontract. Installation technicians.



10



Your mission is accomplished. You have to set up a new management control system. What is the best way? Organize working groups. Hire a consulting firm. I'll work something out. In trade magazines. On television. I buy foreign currencies. There are other ways too. On the Internet.



11



10 10



11 That's not the way the company works. TV ads are very expensive!



The result is an upgrade in office equipment needs. What technical solutions do you recommend? Terminals connected to mainframes. Computer networks. An IBM configuration. In trade magazines. Meet with the banker. $100,000. It's the only way. I close down the branch.
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12 12 You are a Big Blue fan.



Impossible, it's strategically located.
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12



How should you proceed? Hire computer specialists. Subcontract. Buy some computer software. I don't need any training. Salary plus commission. $100,000. In regional newspapers. No, I don't.



13



13 13



That's an economical solution. Are you sure?



You'd better accept for your career's sake.



The deadlines haven't been kept. What should you do? Penalize them. Change the team. Reinforce the present team. It's only a short-term solution. A franchising system. There are other ways too. Studying the company's organization. "Electronic displays sell better".



14



They shouldn't be hard to find.



Yes, that will motivate the team. No, we don't want to start again from scratch.



14 14



Good idea. You want to know who does what.



After two years of hard work, you are promoted to Financial Director. What do you negotiate for? I ask for an increase in salary. I want a personal secretary. I want a larger office. I want to report directly to the President. I'll work something out.



No problem, you'll get one. No problem. He agrees. That's not the way the company works.



There are other ways too. Why not set a limit? I play the stock exchange. Meet with the banker.
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15 16



15



How much do you want to earn? $100,000. $10,000 more. $40,000 a month. Direct sales. I reassure him of my intentions. I meet with my banker. Studying the product. I buy foreign currencies.



16



Direct sales are risky.



It is a very good one.



You are offered a lower salary, but receive a company car as an added perk. Do you accept? Yes, of course. No, I continue negotiating. It depends on which car. Reinforce the present team. Terminals connected to mainframes. Studying the product. A distribution network. I propose layoffs.



17



16 16



17 17



An agreement is reached.



It is a very good one. You'll have to choose one. You're very harsh.



You are asked to reduce financial costs. What steps do you take? Evaluate the budget. Renegotiate interest rates. Meet with the banker. Rework the payment schedule. In trade magazines. In regional newspapers. Motivated salespeople. I reassure him of my intentions. Bonuses.



18



19 19



Certain suppliers refuse. What is your next move? I put them in competition against each other. We have no choice. It's only a short-term solution. In regional newspapers. On television. I don't need any training. Yes, probably. $10,000 more.
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19



All goes well and the situation improves. You now want to expand your personal financial portfolio. What do you do? I play the stock exchange. I buy foreign currencies. I meet with my banker. $40,000 a month. I ask for more details. I want to report directly to the President. I don't need any training. What sort of discrepancy?



He agrees. Are you sure?



Cultural Texts [1 cultural text(s)] 1



Football: American Style Football / soccer / rugby / touchdown / goalposts / padding / tackles / ballown / NFL / Super Bowl



American football Football is a sport that combines soccer, rugby and a little American originality! The objective of the game is to get a 'touchdown' by putting the ball down behind your opponent's line. This is worth six points, and an extra one point can be scored for kicking the ball between the goalposts. Players must wear a lot of padding, as tackles can be extremely hard! The origins of football can be traced back to 1820, in Princeton. The game was originally called 'ballown,' and was quite violent! Gradually, the game changed, and by the end of the century, resembled the modern game. The NFL (National Football League), made up of ten teams, was established in 1922. Today, it is the biggest sport in America, and the Super Bowl, played in January, is the most watched sporting event in the U.S. Football is a sport that has become a multi-million dollar business!



Riddles [4 exercises] 1



Which American sport is influenced by rugby? Football Hints: It is also influenced by soccer. The objective is to score a 'touchdown.' It begins with 'F.' Cultural text: Football: American Style (Entertainment )
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2



What can you 'score' in American football? A Touchdown Hints: It is worth six points. You must put the ball down behind your opponent's line for this. It begins with 'T.' Cultural text: Football: American Style (Entertainment )



3



What was the original version of American football called? Ballown Hints: It was called this in 1820. It was quite violent. It begins with 'B.' Cultural text: Football: American Style (Entertainment )



4



What is the most watched sporting event in the U.S.? Super Bowl Hints: It is an American football event. It is played in January. It begins with 'S.' Cultural text: Football: American Style (Entertainment )
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EXPERT UNIT 3 (B2) 

1. [You meet a saleswoman to discuss computers.] Do you like these new German computers? German computers ..... Yes, the instruction manual must be ready before April. I know. 4 ...... If you order online, we will install a free DVD player.










 








EXPERT UNIT 7 (B2) 

Then you call the first name on the list. "DENTON Company, good morning." I'd like to talk with the person in charge of purchases. That's Mr. Lee; I will put you ...










 








EXPERT UNIT 1 (B2) 

Hello, Malpass Consulting. How can I help ... What would you like to know about the conference? ... Could you give me the details of the conference next week?










 








expert unit 5 (b2) 

fast slow. 2 a meeting a lunch break an annual fee a phone bill a good rate ..... Sometimes when I'm downloading programs. 5. 5 ...... trigger off a third world war!










 








expert unit 6 (b2) 

400,360 eight hundred thousand, nine hundred and eleven. 800,911 ..... change the villas' surnames. 8. What is meant by 'amendments'?. Changes. Spelling ...










 








EXPERT UNIT 2 (B2) 

What do you do? I'm a consultant. That's a good job. 9. I'm a systems engineer. 9. I'm a technical salesman. 9. 9. How long have you been with this company?










 








intermediate unit 4 (b2) 

I'm ordering ice cream for the kids. Who are you ordering ice cream for? We should ...... General Motors continue to dominate the market. Riddles [6 exercises]. 1.










 








advanced unit 4 (b2) 

Advanced Unit 4a (18 activity (ies) 01:57:58) ..... America had recovered from economic crisis, but the Depression served as a lesson to future .... Page 24/47 ...










 








EXPERT UNIT 4 (B3) 

Our objective is to become a global brand name. 10. Athena's objective is to increase global sales. 10. 10. What is Athena's mission statement? To increase ...










 








INTERMEDIATE PLUS UNIT 4 (B2) 

So this batch is first class and these are express mail, right? Yes, that's right. 8 ..... The directory lists personal addresses and phone numbers. operator mailman ...










 








BEGINNER UNIT 5 (B2) 

I'm answering your stupid questions! 13 ... Word Pronunciation - body parts [21 word(s)] leg .... Picture/Word Association with speech recognition [2 exercises]. 1.










 








INTERMEDIATE UNIT 7 (B2) 

Would you give me your company name and address? 6. Can I have your company name and address? 6. 4. The name is Boardman. I'm sorry, can you repeat ...










 








BEGINNER UNIT 3 (B2) 

Put the words from the text in the corresponding categories. ... beach in the afternoon, and then go dancing at night. The best ...... leave your dog in a kennel. 8.










 








INTERMEDIATE UNIT 2 (B2) 

What's the weather going to be like this weekend? 3. Do you ... Tomorrow, Friday, is going to be the same as today. ... Why don't you go canoeing next weekend? ...... that song. Regular superlatives. Relative pronouns and adverbs. 3 a dog.










 








BEGINNER UNIT 7 (B2) 

In the living room. 3 ..... 16 A rise in body temperature above the normal level. fever ..... It's well known that only dogs would play and fight for a piece of wood.










 








ADVANCED UNIT 6 (B2) 

accommodation building cheesecake diner driver's license friendly to get lost hostel monument museum neighborhood rest room sightseeing skyscraper snack.










 








ADVANCED UNIT 5 (B2) 

Yes, what can I do for you, Wendy? 3. We will .... Sorry? 2. Excuse me, I didn't understand. 2. Would you repeat, please? 2. 2 ... I'm sorry, I don't understand. 3.










 








INTERMEDIATE UNIT 5 (B2) 

New York is a great place to mix business and pleasure. 4. Well, I hope it ... I didn't realize you rented out cars. Oh, yes! But under our subsidiary's name. 9. 8.










 








intermediate unit 1 (b2) 

My name is Peter Green. Nice to meet .... I'm afraid he's been called away on urgent business. 4. He should ..... seems that every task in this company is urgent!










 








ADVANCED UNIT 7 (B2) 

carry along. Dialogue: ...... take a vacation ..... Yellowstone was declared the world's first national park in 1872. ... These geysers are evidence of volcanic activity.










 








INTERMEDIATE UNIT 6 (B2) 

2. 2. We're having a few problems with one of the networks you installed for us. What seems to ... Several hospitals use our equipment without any problems. 4. 4 .... quite large quite tall ...... Well, I'd say around ten thousand dollars. .... The o










 








intermediate unit 3 (b2) 

Definite and indefinite articles. The difference between 'a' and 'an'. 4. Form a question based on the final part of the sentence. Example: We don't have much ...










 








advanced unit 3 (b2) 

Could I have a window seat, please? Of course, sir. 4. 4 ...... Sorry? 2. Excuse me, I didn't understand. 2. Would you repeat, please? 2. 2. I asked you for your ...










 








ADVANCED UNIT 2 (B2) 

Picture/Word Association with speech recognition [3 exercises]. 1 a driver a teacher a passenger an artist a surfer ... Construction of the present conditional Regular superlatives. Text Transformation [1 .... This town is in Michigan. The Cadillac .
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