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Chapter 10 00O

Unit 1 Arriving ata new jobd O O [

Unit 2 Welcoming and introducing the

newcomerdd J OO

Unit 3 Meeting your new boss or

supervisord O 0 OO0 00O

Unit 4 Learning about your office0 O 0 O 0O O O
Unit S Learning about locations near your
office0 00 0O OODOO

Unit 6 Learning about your company’ s
organization] 0 00 00 0O O

Unit 7 Asking answering questions about your duties at
workD O OO OGO

Chapter20 00000

Unit 8 Greetings and small talk in the
office0 00D OODODOOMO

Unit 9 Telephone etiquette[] [ [ [

Unit 10 Taking messagesC] [0 O [

Unit 11 Taking a day off (1 [

Unit 12 Explaining reasons for being late] (0 00 00 00 O
Unit 13 Email correspondence within the
companyl D OO0 00000

Unit 14 Setting up ameetingd O O 0 0O O

Unit 15 Applying for stationeryd O O O

Unit 16 Making requests related to your work and
asking for permissiond O OO0 00 0O 00O OO
Chapter30 000000

Unit 17 Using a fax machined O O 0 O O

Unit 18 Using a copy machinel] 0 0 0O 0O [

Unit 19 Basic computer functionsd [0 00 0O 0O 0O O
Unit 20 FTP and networks inside the
companyD OO0 0O OGOOO

Unit 21 Using the Internet0 O 0 O O O

Unit 22 Using instant messengers for
correspondence] O O O OO O

Unit23 UsingaprinterD 0 O 0O 0O O

Unit24 Usingemaill O O 0O 0O 00O

Unit 25 Viruses and troubleshootingd O O O O 0O 0O O O
Chapter40 00O

Unit 26 Making proposalsinameetingd O OO0 O OO O
Unit 27 Running a meetingd [0 00 O

Unit 28 Discussing marketing strategyd [0 00 00 O O
Unit 29 Proposing a new project] 00 O 0O O O
Unit 30 Presenting a new product] [0 [0 [0 [

Unit 51 Discussing solutions to a
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Unit 32 Discussing a mistaked 00 O O O O

Unit 33 Accepting criticism and taking
responsibilityd O O O OO OO0

Unit 34 Distribution of work and
responsibilitiesd O O OO OO 00O

Unit 35 Feeling overworked and making
complaintsO0 OO0 0000

Unit 36 Working overtime[d [

Chapter50 0000

Unit 37 Contacting by emailld O 0 0O 0O O [
Unit 38 Contacting by faxl 0 0 O [

Unit 39 Making appointments with customers on the
phone0 00O OOOOOO

Unit 40 A 1unch meeting with customerst OO 00 0 O O
Unit 41 Introducing and promoting your
product0 DO OO0 OO0

Unit 42 Describing and comparing productst] 0 0 0 0O 0O O
Unit 43 Negotiating the price with

customerstJ J 0 U 0J

Unit 44 Making purchases and comparing
prices0 000000

Unit 45 Accepting orders and shipping

ordersU 0 000

Unit 46 Making a deal withacustomerd O O O O O O
Unit 47 Discussing contract termsJ [0 O 00 O O
Unit 48 Signing an official contractC] 0 0 O O O
Unit 49 Dealing with complaints from
customers] J O 0O OO

Chapter6 000000

Unit 50 Interviewing a job applicant] 00 00 0 0
Unit 51 Explaining the benefits of the

companyd O OO 00O

Unit 52 Negotiating the salary] [0 [0 O

Unit 53 Hiring a new employee] [0 00 O

Unit 54 Taxissuest] O O O

Unit 55 Insurance issuest] O [0 0

Unit 56 A promotion] [

Unit 57 A change in personnel O [0 [

Unit 58 Resignation[] [

Unit 59 A lunch gathering between

colleaguesC] OO0 OO0 OO0 0O O

Chapter70 0 00O

Unit 60 Year-end bonusesC] [0 0 [

Unit 61 Staff outingsC] O O O

Unit 62 Arrange Ring a business trip(J] (I [ O
Unit 63 Booking a hotel room[] [
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Unit 64 Confirming flights and booking air
ticketsO O OO OO0OO

Unit 65 Renting a car or taking public
transportation0 O O OO0 0O OO OO
ANSWER KEY &amp; SCRIPTS
TRANSLATION
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