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Individuell und unabhangig lernen —
einfach und intuitiv mit der

PagePlayer-App!

Sie stehen mitten im Berufsleben und sind viel unterwegs?

Mit der PagePlayer-App konnen Sie die Audio- und Videodateien aus Basis for Business B1
auf Ihr Smartphone oder Tablet laden und haben die Inhalte damit uberall und jederzeit
griffbereit —ideal fur eine kleine Lern-Session zwischendurch.

Und so geht’s:

1 Laden Sie den kostenlosen PagePlayer im App-Store Ihres Smartphones

= e
[=]

3 Halten Sie Ihr Smartphone oder Tablet Uber die gesamte Buchseite. Sogleich werden

oder Tablets herunter.

2 Offnen Sie den PagePlayer und wéahlen Sie dort Basis for Business B1 aus.

[hnen alle abspielbereiten Hortexte 1) und Videos __-_ angezeigt.

4 Wahlen Sie das gewunschte Element aus, drucken Sie Play __-_ —und los geht’s!

Watch & talk 2

;&‘ TALKING POINT - What do you think of
when you read or hear “diversity”? Which
examples can you think of? How diverse is
your workplace? Tell the group.

__-_ Now watch the video and answer the
questions.

« What are the benefits of a diverse workforce?
- What is diversity management?

Look at the infographic below. Can you find
three examples of workplace diversity?

Did you think of any of them when answering
question 1?

AGREE

Diversity in the workplace
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diversity and
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DIVERSITY POLICY

am The video talks about diversity and
diversity management. Are these topics in
vour company? If so, how?
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DIVERSITY = SUCCESS

- The right person should get the job,
even if it means we're all the same and
there's not a lot of diversity.
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Welcome to RBRASIS FOR
BUSINESS

Mit dem neuen Basis for Business B1 lernen Sie die
wichtigsten Fertigkeiten, um sich im englisch-
sprachigen Arbeitsalltag sicher zu fuhlen.

Basis for Business B1 wurde speziell fir deutsch-
sprachige Lernende entwickelt.

In der Welcome-Unit lernen Sie verschiedene
Personen aus dem Buch kennen, konnen sich den
anderen Kursteilnehmer/innen vorstellen und
sich mit ihnen uber Thre Kursziele austauschen.
Jede Unit hat klar umrissene Themen aus dem
Buro- und Geschaftsalltag mit definierten Lern-
zielen (=» Learning objectives) und konkretem
Praxisnutzen. Die zwolf Units sind jeweils in funf
Abschnitte untergliedert.

» Part A und Part B:In diesen Teilen werden die
Grundlagen fir die neuen Strukturen und Sprach-
mittel gelegt. Die warm-up-Ubung in beiden Teilen
ist eine kommunikative Ubung, die auf das jewei-
lige Thema einstimmt. In der Rubrik Key vocabulary
finden Sie griffbereit zusammentfasst das Vokabu-
lar zu den behandelten Themenfeldern. Auch
wesentliche Grammatikstrukturen sind unter Key
grammar an der jeweils passenden Stelle in der
Unit zu finden.

- Business life: Hier liegt der Fokus auf einem
bestimmten praktischen Aspekt der geschaft-

lichen Kommunikation.

QI GETTING YOUR

« Grammar: Die Grammar-Seite bietet eine ausfuhr-
liche und ubersichtliche Erlauterung der auf der
Unit basierenden Grammatik.

» Extra practice: Auf diesen drei Seiten konnen Sie
das Gelernte anwenden und vertiefen. Die Katego-
rie Typical mistakes weist Sie hier auf mogliche
Fehler beim Ubersetzten vom Deutschen ins
Englische hin. Im Culture spot erhalten Sie Infor-
mationen zu (inter)kulturellen Themen, die im
Geschaftsleben eine Rolle spielen konnen.

Besonderen Wert legen wir auf Horverstehen und
lebendiges Sprechen.Jede Unit enthalt eine Fulle
von Horbeispielen, Dialogen und Aussprache-
ubungen. Ihren Lernfortschritt konnen Sie auf den
Progress check-Seiten (nach Units 4, 8 und 12)
uberprufen.

Daneben gibt es viele informative Videos (animierte
Infografiken und Interviews) zu aktuellen Themen.
Auf die Audio- und Videodateien konnen Sie mit-
hilfe der kostenlosen PagePlayer-App ganz bequem
per Smartphone oder Tablet zugreifen. Alternativ
finden Sie alle Hor- und Videomaterialien unter
cornelsen.de/webcodes.

Viel Spafd und Erfolg mit Basis for Business B1
wunschen Ihnen Autorenteam und Redaktion!
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WELCOME!

a» Which responses go with the situations in the pictures A—F below?

Discuss with a partner.

Nice to see you too. How are you?

One moment, sir. I'll put you through.

My name’s Daniel. I have an appointment at 9 o'clock.

Thanks a lot, Eva. We'll be in touch soon about the new application.
Not too bad. And how are you, Armin?

A 1 &2 W N =

[t's nice to finally meet you in person.

Nice to see you here,
T Tony. | wasn't s_ure
you were coming.

’ | N
ﬁﬂx? b Fumacelli from This is Jonas Kaiser from product
t ? Iveting. We talked briefly in a development. Can | speak to
\_ ‘€lcon a couple of months ago. Linda, please? -

an Introduce yourself to your partner and try to find something you have

in common.

company

name job

hometown

interests

What kfnds
i
(ﬂ' 0 you fike daﬁg;”g ’




e Do you ever use English to do the things below? What do you want to use
English for in the future? Check the boxes and add your own items to the list
if you like.
now inthe future
talk to people face-to-face
talk on the phone

show people around the company

make small talk

talk in meetings

take part in teleconferences and video conferences
present information

read and write emails

© 0 - 0 1 & W N -

read reports

jud
=

write reports

OOOOOOOOOOOO0OO
OOOOOOO0OOOOOOOO

11 read trade journals

12 sell products at a trade fair
13

14

15

an Tell your partner about what you do in English now, and what you need to

or would like to do in English in the future.

In my current job, | only talk on the Well, I talk to business partners in E
phone in English. But soon | wa{rt 1?9 Russia and Poland in English. In the
talk in meetings and write emails in Juture | want to travel more and visit
English. How about you? customers in the UK and Ireland.

. s Q J

Write about your own goals. What do you do? Why do you need English?

What do you want to be able to do (better) at the end of your course?

My English goals



WELCOME!

The people you will meet in this book have different jobs and are of different

nationalities, but they all have one thing in common —they all use
English to do business. Look at the map and the pictures of some of the
characters from the book. Use the clues and A—-L to write the correct
name next to each picture.

1

I’'m in Germany only for a short while and
want to make the most of my time here,
but | can’t wait to go to China too. Unit 1

5

We have a new luxury milk shake coming
on the market here next month. Unit5

| am based in Germany, but am looking
forward to my first trip to Bengaluru to visit
a supplier. Unit 2

3

| was born in Africa, but | live in Germany.
A few years ago, | went back to Africa to (10 |
work with an organization called Engineers
without Borders. Unit 3

—

6

| have worked in Australia, Japan and South
America but now | have a job in Paris.

Unit 6
) : r
I’'m Bangladeshi, but often meet people
from all over the world at work. Unit 4
A Kurtiseating outin a traditional restaurant G Tina’s headquarters are in Germany but she will
with an American participant who is attending soon be in India on business.
his workshop. H Dirijeis an engineer who has dual Ethiopian and
B Maxis flying to Italy to present a new idea. German citizenship.
€ Zoran's company wants to improve the work- I Evaisbasedin Germany and is talking about a
life balance of its employees. software problem with an expert.
D Sophiais currently learning French for hernew  J Declan works for a logistics company called Rosco
job. Global, which lost quite a bit of market share last
E Wolfgang works for a dairy producer in year.
Regensburg. Ireland is a big market for his K Durva works for Peachy Air in Dhaka. His company
company'’s products. is applying for an award for their CSR approach.
F Xavier has three more months of orientation L Nicole is attending an interesting presentation
training at SANA Biotech in Germany. about air tube systems in Hanover.

10



11

| am negotiating a deal to buy fitness

trackers for my company.

Unit 7

| have an exciting new project to discuss '
Unit 8

in Milan.

8

\.

Do you do business with more
native or non-native English
speakers? Where are they
based?

w

-

Doy

ou ever go to Italy/the UK/ ...?

What do you do there?

~

| normally work in London, but I'm in

Germany at a trade fair today.

Unit 9

10

My company is located in Munich, and
| have a lot of contact with business

partners from the USA.

Unit 10

11

| have a meeting to discuss improvements

to my company’s supply chain.

Unit 11

| work for a freight company in Hamburg
and we need to update our software

12

-

P

<

o an» Work with a partner and take turns asking and answering questions.

~

"

system. Unit 12
-
Where are your company’s
headquarters?
R
Does your company have any
brin ches or subsidiaries?
Where are they located?
§ i 6
What coypt
like to go to %;guldyﬂ”




FIRST

IMPRESSIONS

m A typical day

How do you spend your breaks at work? Do you spend them at your desk? - talking about your job

Why (not)?

P

6 Learning objectives

Part A and B:

and daily habits
 discussing current
;' -,,;ﬁ projects
« having a short informal
conversation

Business life:
 introducing yourself
in various business

settings

° Read these comments from a blog. Which jobs do you think the people do?

bank employee - |ab technician - warehouse supervisor « assistant HR manager -
call centre agent - safety engineer « production line manager

THIS MONTH’S QUESTION: HOW DO YOU SPEND YOUR WORK BREAKS?

Toni

Members in my team take
breaks on a rotating basis.

| enjoy taking regular breaks
because it helps me to concentrate better
on our work. My colleagues and | usually
meet up at around 11 o'’clock in the kitchen.
| always drink decaf because in my job | need
a steady hand. | don’t eat anything because
have lunch in the canteen about an hour
ater. We often go out for a short walk. We
just have time for a quick chat because the
morning break is only 15 minutes long and,
before you know it, it's time to go back to
the microscopes.

Alex

On a typical day, | meet up with
a few of my colleagues before |
go to my desk. It's a great way
to catch up on all the gossip. | always need
two cups of coffee to wake up! Then it’s time
to get started. | go to my desk and answer
my emails. | arrange a lot of training work-
shops, so | like to check if there are any last-
minute cancellations. | take my second break

in the afternoon and usually eat a sandwich.

We have a nice break area with a patio, but
usually | stay inside as the weather is often
bad! We have lots of plants near the coffee
machines, so | dont miss going out.

Answer these questions about the people in the blog.

= W N -

12 FIRST IMPRESSIONS

Who spends their break away from their desk? Why?

Which person has the most active break? What does he/she do?
Who doesn’t talk to colleagues during the break? Why?

Whose break is most similar to yours?

Lesley

| hardly ever have a chance to
sit down at work. | rush around
a lot and carry my phone with
me at all times. | rarely have a break in the
mornings. Most of the deliveries arrive then,
and it’s hard to get away. When | have a
break, | go straight to my desk and have
some green tea and a sandwich. My first
real break isn’t usually until the early after-
noon. Things are a bit quieter then, and | can
enjoy my tea in peace. | pick a time when
my colleagues aren't in the office because |
need to relax. No water-cooler conversations
for me!




Read the statements about Toni, Alex and Lesley. One of the adverbs in each

does not match what they said in exercise 1. Replace it with a more accurate one.

4__———

never rarely sometimes often usually/ always
normally

1 Tonioften goes outside for a walk and never has time for a chat.

2 Alexrarely drinks coffee and normally stays inside during the break.

3 Lesley usually drinks tea and always talks to her colleagues in the break.

Now adapt the sentences to describe your everyday activities.

02 1{) Listen to someone talking to a new colleague

during her break. Is it Toni, Alex or Lesley? Why do you

think so? Tick the questions you hear.

O So,whereabouts do you work?

O Do you enjoy your work?

O Do you drink coffee?

O What do you do exactly?

O So,where do you come from originally then?
O When do you finish work?

S 1 & W N -

am Now ask each other questions 1-6. What other questions could you ask?

(DOYW drink coffee? ) C‘r’es, in fact | had one just now. )

N

Match what employees say about their responsibilities with the company
department they work in. There are two more departments than you need.

1 Our buyers contact suppliers and order goods. a engineering
2 We deal with matters related to staff, such as b HR
payroll and training. ¢ R&D
3 Our main focus is on getting and keeping d sales
customers. e legal
We develop and test new products here. f purchasing
5 We are responsible for moving goods around. g marketing
We draw up contracts and other important h logistics and

documents. distribution

a» What could be taken care of in the other two departments? Think of more
departments and tell a partner what people do there. Can he/she guess the

department?

an Create a questionnaire to find out how a partner’s typical workday looks.

Take it in turns to ask each other. Then tell the class what you found out.

O Do you usually cycle to work? O How often do you travel on business?
O Do you ever work from home? O

13 FIRST IMPRESSIONS

Culture spot — page 21
What subjects can and can’t
you talk about with colleagues?
Which subjects do you avoid?

Simple present
« So,do you work here?
—Yes, | do. / No, | don’t
actually.

« Where do you work?
— | work for a small
engineering company.

« Does he work in sales?
—Yes, he does, in fact. /
No, he doesn’t.

« What does she do?
—She’s a process engineer.




v
Working differently

Look at the offices below. Does your workplace look anything like them?

Would you like to work in such an environment? Why (not)?

-. - /

(f

~£7

o Read about Alex. Is she working hard at the moment? Why (not)?

Present continuous

In Alex’s company, every day millions of metrology components run through the . She is working on an
production line. The company is expanding rapidly. Like many other companies in the important project
manufacturing sector, they will soon open a Factory of the Future in Hongdao, China in right now.
order to produce parts for their metrology equipment more efficiently. Alex works in the « More and more people
HR department at head office and is currently recruiting people internally and externally are working from home
to work in China. At the moment she is having some coffee in the break area. these days.
Are these sentences true or false? Correct the ones that are false.
REAL WORLD &
true false
1 Alex’s company sells thermometers. o O A Factory of the Future
2 The company is doing well. Q0 O 's a smart manufacturing
3 Alex’s office is located in Hongdao. O O plant that o the very
| | | | latest operational and IT
4 Alexis looking for people to work in China. o O technology. Metrology
5 More and more companies are opening Factories of the O O components are used in
Future in China. equipment for measuring
and tracking, e.g.
Look at the true sentences again and decide which ones show the following: thermometers and fitness
_ _ wearables. What are
a a current trend C a permanent situation the advantages and
b a temporary situation at work at work disadvantages of such

factories?

Read these descriptions of different situations. Which ones are temporary (T)

and which ones are permanent (P)?

More and more of my colleagues are working from home.
[ always wear casual clothes on Fridays.

My company is offering courses in yoga.

[ don't have plants in my office.

[ am slowly settling into my new job.

A 1 A W N =
OO0OOOOQ0O -+
OCOOO0O0OO0O

[don't need to speak much English in my job.

Are the statements true for you and/or your environment? If not, change the
situations above to make them relevant to your situation.

14 FIRST IMPRESSIONS




03 1) Listen to Alex and a new colleague, Xavier, chatting
during a break and answer the questions.

1 What departmentis Xavier in?

2 Why is Alex having problems keeping track of
(= remembering) people’s names?

3 Why does Xavier have mixed feelings about his
current situation?

What did Alex and Xavier say? Listen again and fill in the missing verbs.

1 They actually a bit too far with all these
green plants.

2 Well, the company

3 We a lot of new colleagues.
4 It hard to keep track.

5 So,how you in by the way?

6 I still the orientation training.

Highlight the words that make the sentences sound less direct or negative.

Add softeners to the sentences below to make them sound less direct.

1 My current job is stressful.
2 Ican't helpyou.
3 You may be wrong.

4 Whatis yourrole here?

an Now you. What short or long-term projects do you have (e.g. learning a

new language, getting fit, redecorating your apartment)? Ask and answer
with a partner.

Tell the class about your partner’s projects. Discuss which ones sound especially

interesting/tiring/ambitious, etc. If appropriate, use softeners.

QNadia’s project sounds a bit ambitious, actually. She’s redecorating her apartment. )

15 FIRST IMPRESSIONS

(staff) onboarding = the
process of integrating
new employees into a
company’s organization
and culture

Key vocabulary

Softeners

« Well, the company is
growing.

« I'm a bit out of shape.

« So, how are you doing?

« I’'m actually not sure.

« Unfortunately, he’s not
available at the moment.




UNIT

Business life

N’

;’E; Who do you have to introduce yourself to within your company and

externally? How do you adapt the way you introduce yourself?

o __-__ David Briggs is a game designer based in Berlin. Watch this interview
about how he introduces himself to others. What does he do?

BUSINESS LIFE
FIRST CONTACT

Interview with

David Briggs

Game designer from Berlin

>

yes no doesn’t say
1 He always gives his full name. O 2 O
2 He shakes hands. O O O
3 He points out where his office is. O O O
4 He tells people what he studied. O O O
5 He tries to find shared interests. O O O

Watch the interview again and complete the following sentences. Circle the

correct option.

1 David works in a very formal / informal environment. When he meets
someone new at the office, he gives them his first name / telephone
number.

2 When David introduces himself informally / officially to a new colleague,
he usually says in which company / team he’s working.

3 When he is giving a presentation, David usually gives his full / first name
and job description / title. He also gives a little background about his
expertise on the topic.

4 David sometimes gives additional information when meeting someone
for the first / second time. He likes to say something about his team, his
current / previous project and where his office is.

5 At office / networking events, David usually gives details about his career
path, previous projects / jobs and any current side projects.
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a» Do a role-play or a simulation of a situation where you need to introduce

yourself and make small talk.

1 In pairs, choose Option 1 (role-plays with a new colleague and with
someone you meet at a networking event) or Option 2 (a simulation

using your own work situation or ideas).

Option 1

—> Partner A: page 138
—> Partner B: page 144

Option 2

Think of a realistic work situation in which you need to introduce

yourself to another person. Make notes:

-

What’s the situation?

N

A

N
Where’s the conversation taking place?
Is the person from your company (internal) or
from outside (external)?
.
4 )
"'
Who's involved?
.
N .
Is the other person a colleague, prospective
customer, etc.?
How will this influence what you say?
.
4 !

Which vocabulary/
phrases will you need?

.

N

.

Use the phrases in the Key vocabulary to help you.

Think of others you might need.

2 Now role-play or simulate the situation.

 Start with your name and role.

« Talk about your team, current project and where the other person can

find you.

« Talk about your background, experience, career path or past projects.

« Make small talk and find common interests.

3 Debriefthe interaction.

» What went well? What would you do differently next time?
- How did you adapt your approach to the other person and the situation?
- Were you able to react appropriately to what the other person said?

17 FIRST IMPRESSIONS

Key vocabulary

Introductions and small talk

Hi my nhame is ...

'm a/an ...

work on the ... team.

'm a member of the ... team.

work in the ... department/
sector/industry.

Let me know if there’s
anything | can do to support
you.

You can reach me here.

I've previously worked on
projects about ...

Before working here, | was
a/an ... / worked in a/an ...

How about you?
What do you do?
How did you start doing

that?
Where are you based?

to debrief = eine
Nachbesprechung
abhalten




Grammar
1
N

° Simple present vs present continuous

Simple present

1 |workinthe HR department. Mit dem simple present beschreibt man
He tests and develops new products. -« gleichbleibende Zustande und Fakten,
My company doesn’t make car parts. beispielsweise Angaben zur Person,
Do you work full-time? Arbeit oder Firma. (1)

- routinemaldig, ausgefuhrte Handlungen
und Gewohnheiten. Signalworter dafur
sind u.a. always, usually und never.
Diese Signalwdrter stehen meist vor
dem Verb, aber hinter Formen von

2 She sometimes takes a break in
the morning.
They don’t usually take a coffee

break.
James is normally on time.

to be. (2)
'm make
'm not don't make
he /she /it 'S he /she /it makes He, she, it — das -(e)s muss
isn't doesn’t make mit!
you /we /they ’re you /we /they  make
aren't don’t make
Present continuous
1 Look!It’s raining now! Mit dem present continuous spricht man
He is taking a break at the moment.  Uber
2 |am working on a new project. ' I)mg'e,dlem Moment des Sprechens Lernen Sie immer die
She is covering for a colleague who passieren. (1) Signalworter in Verbin-
< off cick this week - langfristige aber zeitlich begrenzte dung mit der Grammatik-
- - Vorginge, zum Beispiel ein aktuell in struktur.
The trainee is working in the HR always/usually/never

der Firma laufendes Projekt oder einen

Trend. Signalwdrter daflr sind u. a.

3 More and more people are working this week, these days. (2) (3)
from home these days.

department this month. = simple present
now/this week/these days

= present continuous

‘'m working
‘m not working

he /she /it 's working
isn't working

you /we /they ’'re working
aren’'t working

. Notice how some actions have a beginning and end while other actions have
®

; no clear boundaries. Match these pictures to the descriptions.

1 Oliver is not feeling well today.
2 [ usually work in my office at home.
3 Alice is travelling to Hamburg this week.
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Extra practice

o Simple present or present continuous? Choose the correct form to complete Notes
the sentences.

don't speak « aren’t speaking - wears -« is wearing « work « am working

1 Shealways casual clothes on Friday.

2 lusually from home on Tuesdays.

3 We to many potential customers at the moment.
Business is not so good.
He his best Italian suit for today’s meeting.

5 They French fluently, but it is enough for them to
do their jobs.

6 I on a very interesting project for India this month.

Match the answers to the questions.

1 Where is Kazue Sato from? a Yes,it certainlyis.

2 Where does she work? b She works in Bengaluru, India.

3 What does she do? ¢ She comes from Japan.

4 What's that? d She’sapurchase engineer.

5 I[s she working on any e No,sheisn’t. Not as far as
special projects? [ know.

6 Is the Indian market f Thistype of engineer provides
expanding? technical support to suppliers.

Put the words in the correct order to make questions.

1 this /are /week /you/who /with /working /?

2 this /people/do/why /like /brand /many /so/?

3 Sasha /break /often/take/how /does/a/?

4 its/company /abroad /your/sell /products /does/?

5 finish /work / usually / you /when /do/?

Now match these answers to the questions above.

She never does. She has lunch at her desk.

['m always home by 6 pm.

[t's because their marketing department did a very good job.
['m working on a project report with Anne.

® Qo A T D

Yes, ThinkPink has expanded its market to South America.
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2

Extra practice

N’

Complete the sentences with the simple present or the present continuous.

1 (you/know) Jill? She’s a software specialist and
(work) in the IT department.
2 David (work) on several new projects.
3 Tusually (start) work at 7.30 am, but this week I
(start) half an hour earlier because my colleague
(be) on holiday and I (do)
some of his work too.
4 [often (have) lunch just after noon, but today
we (have) a very late lunch because there is so

much to do.
5 What kind of devices are popular with your employees these days?

— A lot of people (use) fitness wearables to get
better control of their health.
6 These days, more and more customers (buy)

environmentally-friendly products.

Match the job descriptions to the departments or workplaces.

1 I make sure the meals are prepared on time.
2 She presents and explains the latest products to doctors.
3 [ interview job candidates and process wages and salaries.
# [ answer questions and try to keep everybody happy.
5 He develops and tests new _ _
products. :——:—-:-_
6 They provide support for __-_i&" v
all computer applications. '
a HR ;
b pharmaceutical company - :
¢ canteen | / :
d R&D ’f % \
e customer care centre ~
f IT

Add the words in brackets in the right places so the phrases sound less direct.

1 You dneed to choose which coffee you QO want and press the button.
(just)
2 Doyou Q think thisis a good time to invest in gold?
— Q it’s hard to say. (well)
3 Q Ican'thelpyou Q with that software. (unfortunately)
4 Iwanttogotothetheatre next week and have Q an extra ticket.
O are you interested? (so)
5 Will you email Tom Q about the new plan?
— O I'm seeing him tomorrow, so I'll tell him then. (actually)
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Translate into English.

21

Was machst du im Moment?

Ich bin Lehrer an dieser Schule.

Ich mache gerade eine Pause im
Garten.

Die aktuellen Gehalter sind zu niedrig.
Ich arbeite bei einer japanischen
Firma.

Wir verbringen eine Menge Zeit damit,
unsere Produkte zu testen.

Der Techniker erklart den Besuchern
den Prozess.

Gehen Sie oft ins Kino?

Culture spot

“Water-cooler moments” — how to
make conversations with co-workers
a bit more relaxing.

In our digital age, breaks are a great
opportunity to talk to co-workers on
a more personal basis. You can get to
know each other better and find out
what is going on in the company.

A good opener is to ask How are things
going?, then you can talk about any
topics that you think of. Remember,

though, that it is often better to keep the tone light, positive and
non-controversial during water-cooler conversations.

Quite often, a co-worker will ask about what's going on in your

Typical Mistakes

1

What are you working on at the moment?

NOT What are you working on +# the moment?
['m an engineer at this company.

NOT I'm engireer at this company.

She takes a break in the canteen.

NOT She makes a break in the canteen.

My current project is running well.

NOT
[ work for a German company.

My aetuat project is running well.

NOT [ work By a German company.
[ spend a lot of time designing the product.

NOT Ispend a lot of time to-destgr the product.

My colleague explains the wearables to the customers.

NOT My colleague exptairs-the-customers the

wearables. (use “explain” with “to”)
We often go to the theatre.
NOT We often go ti the theatre.

though = aber

neutral

non-controversial =

department. You can say: Well, things are quite busy at the moment

or Actually, things are rather quiet right now. Questions like Are you

going on holiday soon? or Have you seen the latest news? are a good

way of making the conversation a bit more personal.

Be sure to say something like: Well, enjoy your break! or Nice talking

to you!to end the conversation politely.

What is it like in your country? Discuss your answers with a partner in

your next session.

1 Which topics are suitable/unsuitable for a workplace (water-cooler)

conversation. Why?

2 Do you know anyone who regularly talks about negative things during

a water-cooler conversation? What do you do in this situation?

3 Write down some questions that you would like to ask your co-workers

during your next water-cooler conversation.

FIRST IMPRESSIONS



DESCRIBING

PRODUCTS

Crartn L vowinitmader
Part A and B:

Which hand-made or home-made products can you still buy? How do they - talking about processes
and lines of reporting

« practising active
listening
« describing the

6 Learning objectives

differ from similar factory-made products? Is it better to buy them? Why (not)?

. . . . organization of
Read the following article. How are Smart Factories different from

o conventional ones? Would you like to work in one? Why (not)?

a company

Business life:
« explaining a work
process

SMART FACTORIES

In Smart Factories entire production chains from suppliers to
logistics are connected within one corporate network. The processes
are intelligently operated and are run in an energy-efficient way. For example,
energy consumption in a vehicle assembly line is reduced if the line is not running
all the time. In many conventional factories the production lines are not stopped
during breaks and weekends, meaning valuable resources are wasted.

Which words in the article mean the following?

1 whole or complete 3 cutordecreased
2 linked or joined 4 wused or consumed inefficiently

o Compare statement A (passive) and statement B (active). Which one doesn’t

mention the maker of the components?

Simple present passive

A QO Alotofcomponents are made in China now. + Protective clothing is

required in the factory.

B O Europeancompanies make alot of their components in China now.
« Alotof components are

Look at how the passive statement is formed. Now read the text in exercise 1 made in China.
« This work is done by

again and underline the passive sentences. When is the passive used? —
danda.

Are the following sentences about Smart Factories active or passive? Change

the active sentences into passive ones. | |
active passive

1 Smart Factories accelerate processes. O O
2 They create attractive and safe work places. O O
3 Industrial competitiveness is supported. O O
4 They address global demand for affordable products. O O

an Use the passive to tell a partner how things are done in your company.
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04 1) Listen to Vinay, an assembly line manager in Bengaluru, talking to

Tina, a visitor from Germany. What message does Tina pass on?

05 1) Vinay now gives Tina a tour of the assembly line. Listen and tick the

areas of the factory that are mentioned.

1 O receptionarea
2 O canteen

3 O unloading bay
4 Q loading bay

5 Q cutting area
6 QO shop floor

Fill in the missing verbs in the simple present passive. Then put the shoe-

manufacturing process into the right order. Listen again to check your answers.

cut « deliver - give » inspect « pack - sew « take (x2)

Eventually, they

1in boxes and
2to the loading bay.

First, material such as leather or

synthetic fabric

to the factory’s unloading bay.

Then it
to the cutting area where it

an Explain a work process (or any process you are familiar with) to a partner

7into shape

Following that, they
3 for defects by
quality control.

Next, the top parts of the shoe
>together and then

attached to the bottom part.

During the next stage, the shoes

finish.

8 an attractive

using sequencing words. When it is your partner’s turn, use expressions to

show you are listening actively. Use suitable intonation and tone of voice.
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Culture spot — page 31

Give examples of how you
break the ice with foreign
business partners? Do you
change what you say
depending on where the
visitors are from?

Key vocabulary

Talking about sequences

« First / First of all ...

« Next/Then..

« Afterthat / Following
that ...

« Finally / Towrap things
up / Eventually ...

Active listening

+ | see. How fascinating!
« Uh-huh. Why is that?
« Really? What kind of ...?
« | see what you mean.

« | see your point.

« How interesting!




2

v

Which of these aspects of a company are most important to you? Why?

1

oD
&=
relationships in the company and complete the tasks in the partner files.

Can you think of more important aspects?

meeting colleagues socially

I OCd t 10N products and services

your office

06 1{) Listen to Feliz describe her relationship to different people at work and
complete the sentences with the missing names and departments.

Feliz reports to Garbriele Balcke, who is
Gabriele reports directly to the |
Feliz works closely with , Who is responsible for
employee remuneration. Sandra’s supervisor is

is Filiz's colleague and Filiz often supports her.
Gina reports to Jurgen Lowe, who is head of the
Feliz sometimes meets from

in the coffee break.

Work with a partner. Listen to his/her description of a person’s main

—> Partner A: page 138
—> Partner B: page 144

Read this description of the company Tina Rakow from Part A works for.
Would you like to work for it? Why (not)?

remuneration =
Verglitung

N\

®O®e

-
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Felix International is a global company with FE"X S
a vibrant corporate culture. We manufacture e
industrial glues and adhesives that are used Internationa
in diverse consumer and industrial products

from aeroplanes to nappies. Our products are sold in more than
40 countries on four continents. We operate in three regions:
Europe, Asia and America. Overall, 4,140 people are employed
throughout our organization. Our headquarters are located in
London, and we have production facilities and sales operations
in 29 countries. Our strategy team is based in London. It sets
our objectives and coordinates and supports the business
activities. Our business is divided into four global business

“From aeroplanes to
nappies ... just a few

units: automotive, aeronautics, hygiene and furniture. We have examples of where
six divisions: Research & Development, HR & Communications, our products are
Manufacturing, Supply, Business Development and Finance. used”

DESCRIBING PRODUCTS

ABOUT US PRODUCTS & INDUSTRIES INNOVATIONS SUSTAINABILITY JOBS & CAREERS

[

& LA




Are these statements true or false? Correct the false statements.

G 1 A W N

The adhesives are used in industrial and consumer products.
The company's products are sold in Europe and America.
More than 4,000 members of staff are employed in London.
The production facilities are located in different countries.
The strategic staff are based at company headquarters.
The company is organized in six global business units.

true false

COOOO0OO0
COO0OOOO

Which organigram matches Felix International’s organization best?

1 1

Now match these descriptions to the other two diagrams.

4 1 My company structure is quite flat —it’s basically divided h
into three layers. There’s one person at the top. That's the CEQ.
Then there are six people in the second layer — the senior
managers of various departments. Then come the rest of us. y

N

I
v ¥+ + 3+ + <

aee

- 2 Our structure is very traditional. There is E
the parent company — that’s us — and then there are

three subsidiaries operating in different regions of
the world — Germany, Poland and Canada. v

07 1{) Listen to two people introducing themselves and presenting their

companies at a careers fair. Choose the correct word or phrase to complete

what they say.

1 We specialize in innovative technology / hair care products / customer care.
2 Our head office / subsidiary / training department is in Sheffield.

3 We are currently developing a new brand / line of products / product range.
4 The structure of our company is divided according to regions / products /

countries.

5 Iwork for Lasco Energy, a utility / an electronics / an engineering company

based near Oslo.

6 Our company structure is traditional / quite flat / straightforward.

7 Safe work habits / International safety standards / Useful communication
skills are taught to managers and workers on a regular basis.

8 Lascois an environmentally-friendly / a growing / a long-established

company.

or a company you are familiar with.

Petra Weber

Johan Svenson

an Now take it in turns to ask and answer questions about your own company

( N here Is yor company b ased? ) QMy COmpany is based in . )

N
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Business life

2

N’

Let me show you how it’s done

an Look at these workplace processes. Which ones are similar to processes in

your company?

Conversation

y @g_

\
Z
\

Conversation Conversation

f

|/ 2

08 1) Now listen to four people explaining the processes and match the
conversations 1-4 to the pictures A-D.

Answer the following questions about the processes described in exercise 1.

Listen again to check your answers.

1 Describe the manufacturing process: Components — Production area —
Assembly — Quality Control — Packing — Delivery

2 Why won't they need company ID cards in canteen soon?

3 Why is this virtual meeting system better than the last one?

4 How are the shoe coverings different from the cleanroom suits?

Complete the sentences using the correct active or passive verb form.

1 The sensors (check) the quality of every product as
it leaves the line. The sensors (check) by the team over
there every hour.
2 The things on your tray (scan) and then you
(swipe) your card here to pay.
3 Afteryou (click) “confirm”, the meeting
(set) and the invites (send out)
automatically.
4 The cleanroom suits (store) over here, and you
(put) them on like this.
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1 Inpairs, choose Option1 (a role-play based on one of the scenarios in
exercise 1) or Option 2 (a simulation using your own work situation or

ideas).

Option 1

Pick a process from exercise 1 and decide who is explaining and who is

a» Do a role-play or a simulation of a situation where you need to explain a
process or give a colleague / business partner a demonstration.

listening or asking questions.

Option 2

Think of a realistic situation where you need to describe a process or

give a demonstration. Make notes:

-

What’s the situation?

N

A

N

5

Are you explaining a process or giving a demonstration?
What's the background to the situation?
Are you talking in person or on the phone?

-

Who's involved?

N

y e

N

\.

What is the relationship between the two people involved?
Do they already know each other?
How much do they already know about the topic?

-

N

Key vocabulary

Talking about processes

Active voice

&

@

The workers put the
components into this box
and then move them to
the packaging area.

We store, package and
ship the products from
Sheffield.

The cleaning company
cleans the clothing after
each use.

We make the shoes out
of leather.
A camera scans each dish.

Passive voice

The components are put
into this box and then are
moved to the loading area.
The products are stored,
packaged and shipped
from Sheffield.

The clothing is cleaned
after each use by our
cleaning company.

The shoes are made out
of leather.

Each dish is scanned by

a camera.

Asking questions about
processes

Could you tell me more
about that?

How exactly does it work?
Who does that part of the

process?

Which vocabulary/
phrases will you need?

.

. W
. W
. W

hat happens next?
hat do | do after that?

hy is that important?

N

.

Use the phrases in the Key vocabulary to help you.
Think of others you might need.

2 Now role-play the scenario or simulate the situation.

« Start with an outline of the situation.

- Explain the necessary steps.

« Both of you: ask questions to check understanding and make sure you

are being clear.

« Summarize and be clear about the reasons for each step.

3 Debriefthe interaction.

» What went well? What would you do differently next time?

- How did you adapt your approach to the other person and the situation?
- Were you able to react appropriately to what the other person said?
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Sequencers

First ...

Before ...

Then ...

Next ...

At the same time ...
After that ...
Eventually ...
Finally ...



2 Grammar
N

° Simple present passive

1 These goods are produced in » Das simple present passive wird mit am/ _
_ | Geht es bei Prozess-
Germany. is/are und der dritten Form des Verbs beschreibungen oder
(They produce these goods in (Partizip Perfekt) gebildet. Fiir eine Liste Rerichten liin die Peteon
Germany.) der unregelmaldigen Verbformen, siehe oder den Gegenstand?

Seite 154.

» Das Passiv beeinflusst die Betonung in
einem Satz. Das Objekt des Aktivsatzes
wird zum Subjekt im Passivsatz und somit
herausgestellt. Dadurch werden these
goods besonders betont. (1)

« Das Passiv wird verwendet, wenn man auf
unpersonliche Art und Weise uber Fakten

who is acting = active

2 The company is organized in What is dore = pssive

six global business units.
The teams aren’t based in
London.

How is this made?
Where are your products
produced?

3 Thefiles are updated once a und Daten berichten mdchte z. B.
month. — bei statischen Zustanden. (2)
4 The work is done by hand. — bei Handlungen, bei denen das

Subjekt unbekannt oder nicht von
Relevanz ist. (3)

— um Prozesse, wie z. B. die Herstellung
eines Produktes, zu beschreiben. Der
Hersteller oder Akteur wird mit by
genannt. (4)

- Um die Verneinung zu bilden, wird not
odern’tan am/is/are angehangt. Um
Fragen zu bilden, wird die Wortstellung
umgekehrt und ggf. ein Fragewort
vorgestellt. (5)

The machines are operated by
skilled workers.

Von“ bzw. ,durch“ wird
in Passivsatzen mit by
ausgedruckt.

5 These machines aren’t operated
at the weekend.
Are these goods produced locally?
How often are these files
updated?
Where is most of the work done?

“Clothes make the man” is a quote by Mark Twain. Think about what it means

and decide if and how the pictures below illustrate the point. Explain the
reasons for your decision.

S, S, Ny, |, i

Now match the illustrations to the captions below. There may be more than

one correct answer.

Our clothes are made by one man.
All our clothes are made by hand.
Clothes make you feel confident in business.

- W N =

OOOO >
OO0OOO0Ow
OO0OOO~n

Fake it till you make it.
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Extra practice

o Match the beginnings of these sentences to the ends.

1 Energy consumption is a made up of three IT specialists and
2 Affordable products are three marketing experts.
3 Many dairy products are b planned by HR.
4 This company is ¢ made in energy-efficient factories. i
5 The team is d decreased by using smart lighting (&) |
6 The training schedule is and heating system:s. ml
e divided into four main sections. _E; :
f eatenin Finland. =
Change these active sentences to passive ones. Notes

1 We make top-of-the-range cars at our plant in Asia.

2 They cut costs in production by automating processes.

3 They do not waste resources in the factory.

4 Dothey purchase adhesives for use in industrial processes?

5 Theydon't use artificial ingredients in their home-made cakes.

6 We cansend the details by email tomorrow.

You want to open a cafe in your area. Make sentences in the simple present

passive to explain the steps in the process. Use suitable words from the box
to sequence them.

And then « Second(ly) « Following that « First of all «
Next « First(ly) » Finally « After that

1 draw up a business plan

2 find premises and redecorate them

3 order equipment and furniture

4 recruit staff

5 send outinvitations for the opening to customers and the press
6 orderitems such as coffee, cakes and sandwiches

7 serve champagne, cakes and coffee to guests at the opening
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Extra practice

2

N’

o Complete the sentences with words from the box. Notes

colleague = culture « division « manager « range « staff

1 Mark actually works for the same company as I do but he’s in a different

2 A of mine is off sick this week, so I'm doing some
of her work.

3 IreporttolJuergen Eichermueller. He's my line
We're lucky to have Jackie as a member of

5 Our company has a huge product . We sell
everything from shampoo to adhesives.

6 Lastyear aFrench company bought us. Now the corporate

here is slowly changing.

Match the (active listening) responses a—d to the appropriate statements 1-4.

So,Ithink it's safe to say I like what I've heard so far.
['m a little doubtful about this.
[ would need to know more before making up my mind.

- W N =

[t is out of the question. We don't have the budget for it.

[ see your point. I will send you more information to help you decide.
Uh-huh. Why is that? What aspect of the situation aren’t you sure about?
Really? But perhaps we can save money on another part of the project?

a A o D

Fantastic. So you are ready to go ahead with the project?

Choose the correct options.

[ work in the R & D department / area! of a multinational food manufacturer.
[ am responsible for doing / making? research into new kinds of dairy
products. I report for / to3 Steven Price. He's my supervisor / direct report 4.
That’s him over there —the man who's doing / making ® a phone call.I hope
that he’s asking his chief / boss © for some extra facilities / staff ” because

we really need some more people here. We're all doing / making® so much
work at the moment.

09 1{) Listen to a phone call and make a note of the contact

information given.

Surname:
First Name:

Telephone:

Mobile:

Email:

Website:
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Translate into English.

1

31

Dieser Joghurt ist selbstgemacht.
Mochtest du probieren?

Diese Arbeit wird jeden Montag
gemacht.

Die Anzuge werden von einer
italienischen Firma hergestellt.
Die Firmenzentrale wird nach
Madrid umziehen.

Du kannst mich unter meiner neuen
Mobilfunknummer erreichen.
Das Werk in den Niederlanden
produziert Molkereiprodukte.
Diese Schuhe werden von Hand
hergestellt.

Die Qualitat wird stundlich uberpruft.

Culture spot

The first 30 seconds — connecting with
people

When business people from different countries meet for the first time,
three questions are often asked in the first 30 seconds. They sound

harmless, but can be tricky to answer.

Do you speak English?

[t seems obvious to say Yes, [ do. and wait for your partner to react. But you
could make a much better impression if you say something light-hearted.
Say I know enough to get by or Some days are better than others —I hope
today’s a good day. English people in particular love understatement, and

Typical Mistakes

1

This cake is home-made. Would you like some?
NOT This cake is selfmrade.

This job is done every day.

NOT This job is made every day.

[t is made by Beiersdorf.

NOT It is made fremr Beiersdorf.

Our headquarters are in Berlin.

NOT Our kheadguarteris in Berlin.

You can reach me on -510.

NOT You can reach me #rder -510.

We produce dairy products, like yoghurt and cheese.
NOT We produce d+a¥y products, like yoghurt and cheese.
In our factory many things are still done by hand.

NOT In our factory many things are still done frert hand.
Sensors check the quality of the product.

NOT Sensors prove the quality of the product.

your quick-thinking reply will put a smile on their face and help them

connect with you.

What’s your name?

This question seems perfectly harmless but it is trickier than it sounds.
Do you answer with your first name only? Or with just your surname? Or
with both? The best advice is to follow the other person’s lead. And when
in doubt, use both your names and see how the situation develops.

Do you work with Gtinther?

light-hearted =
unbeschwert
to follow the other person’s
lead = sich an der anderen
Person orientieren

in a gentle way = vorsichtig

This is another situation where a simple Yes, I do. often isn't enough. Your

partner may want to know something about your business relationship.

[f you don't want to specify your relationship, say something like Yes, we

work on the same team. If you want to specify hierarchy, but in a gentle

way, say something like Yes, he's a member of my team.

What is it like in your country? Discuss your answers with a partner in

your next session.

1 How acceptable isittouse humour or irony at a first meeting?

2 What are some popular ways of breaking the ice?

3 Have you ever felt a cultural gap at a first meeting?

DESCRIBING PRODUCTS
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m How did you get the job?

Which online social networking sites do you

use? Why? What offline networks are you
part of?

Sarah asks Dirije Deressa, an employee at

Schauff Mechanics in Augsburg, about his

work. Read the interview and put the
questions into the gaps.

a Whatdid you do next? ¢ Howdid you get your job here?

b What do you like about working d What did you do before working
here? here?

Sarah: 2

Dirije: AfterI graduated from university,Ijoined a multinational automotive
component manufacturer as a junior product developer. The focus was on
quality, and I loved it there. But there was also a lot of red tape, and we
sometimes ran behind schedule.

Sarah: -

Dirije: After a couple of years,Ifelt I needed a change and switched to a
start-up. At first, the company expanded and grew fast, but soon the
economic climate changed. Our company didn’'t make the right strategic
decisions and things became difficult. At about the same time, I met my wife
Nadine and decided [ needed something more secure.

Sarah: 3

Dirije: Well, to cut a long story short: social networking! I uploaded my
profile to various professional networking sites and eventually Schauff
offered me a position as senior product developer.I was thrilled with the
team spirit here and the career prospects too.

Sarah: 4

Dirije: The flexibility. For example, two years ago I took a sabbatical and went
on leave for a year. Nadine was able to take off too, and we worked for
Engineers without Borders, an amazing volunteer network. We volunteered
our services for a project in Ethiopia, which is trying to create better and
more sustainable living solutions for the people there. These days, however,
we can't travel as much because our twins keep us on our toes.
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6 Learning objectives

Part A and B:
 discussing your past
work experience
« talking about your

skills and abilities

Business life:
« making phone calls
and leaving messages
« exchanging information

a lot of red tape =
viel Burokratie

to cut a long story short =
kurz gesagt

to keep sb on their toes =
jdn auf Trab halten

REAL WORLD @

Volunteering — working
for an organization for
no pay but getting
non-financial rewards

by helping where help is
needed. What kind of
volunteer work is done in

your area?




Are these statements true or false? Correct the false ones.
true false

1 Dirije’s first job was with a company that operated in

several countries. O O
2 In his first job it was important to cut costs and save money. O O
3 Hethen changed jobs because he wanted to work abroad. O O
4 After he met his wife, he wanted more job security. O O
5 His company sent him to Ethiopia two years ago for work. O O
Use the simple past of some of the verbs to complete these questions.

be - do ¢ find - get « graduate - leave « move « study - train « work Simple past
« Was he a team member?
. . . —Yes, he worked with me
1 How you into engineering?
a few months ago.
2 Where you before you
to your present company? ; 'IWT_" :;d you leave your
3 What your main focus in your previous jobs? o
— | left three years ago.

4 How you your current job?

« What was the problem?
—We didn’t meet our

an Ask a partner the questions (change them if necessary) and use the

deadlines.

remaining verbs to ask more questions about his/her education and career.

Link the words and use some of them to complete Dirije’s profile on a
professional networking site. Sometimes more than one solution is possible.

automotive « career « contract - degree -
innovative « mechanical « developer « division -«
permanent « product - industry « opportunities -
training « university prospects « solutions

PROFESSIONAL NETWORKING SEARCH

Dirije Deressa | contact data
Mechanical engineer — Automotive
Augsburg, Germany

Profile
Haves | develop 1. My key focus is on desighing components and
creating new applications for existing products used in the 2.l have
a 3in mechanical engineering.
Wants | want to make contact with other specialists in this field and also get information on further
4which might interest me.
Interests travelling, keeping fit, skiing, cycling, volunteering

Professional Background

2013 — present full-time project specialist at Schauff Mechanics AG, Augsburg, with a -
2010-2013 full-time project manager at Solutions Driven GmbH, Munich
2008-2010 Junior 6at CMT AG
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What activities do you do now that you didn’t do a few years ago? What don’t
you do any longer? Why?

%

book trips online? use a phone booth?

10 1{) Julia Klein started working for Mobal!, a furniture
manufacturer in Flensburg, two years ago. Listen to her
conversation with Mario, her Head of Department.
What does he want to talk to her about?

Now link the words in the boxes to form useful job
skills and use them to complete Mario’s report below.

deal with - handle - a team -« budgets -
lead - learn - deadlines » negotiations -
manage « meet quickly = suppliers

When Julia first started working for Mobal!, she
wasn't able to "'

independently. But she was able to
2and overcame the

challenge soon. Currently, she deals with large orders
for timber, is able to 3

without a problem and sometimes also
4 for her team leader.

Julia is ready to take on more responsibility.

She can >while

collaborating with her team members. She can also
6 which is a skill she

learned in her previous job.

a®» Read these statements. Are they true for you? If not, change them so they
are. Then make them into questions to ask a partner.

1 Icanspeaktwolanguages, butlcan't travel much because of my family.
2 [was able take time off work last month.

3 lam able to manage teams and delegate tasks too.
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can, could, be able to

« lcan /am ableto be
flexible.

« Canyou /Areyou able to
lead a team?

« | could / was able to handle
my last job easily.

Key vocabulary

Talking about your skills,
abilities and responsibilities

Present

« | can manage ..

» | am responsible for ...
* | candeal with ...

Past

« | was responsible for ...

« When I started, | couldn’t ...

« In my last job, | was able to
manage / handle ...




Match these stages (A—F) in the development of Moba!’s LED bed with the
descriptions (a—f). Number them from 1-6 chronologically.

a - The frames were built in China.

b The beds were designed in [taly.

C Product research was done in Germany.

d The beds were shipped to furniture stores all over Europe.

2 The LEDs were tested by labs in Bulgaria.

f The mattresses were produced in Romania.

Change these active sentences into the simple past passive.

1 Lastyear we opened a new factory in Asia. Simple past passive

« The bed was designed

| |
2 Alabin Bulgariatested our product. by Moba! two years ago.

e The books were ordered

| yesterday.
3 Afew years ago theyreorganized our company. « The work wasn’t

completed on time.

4 We didn't develop this product. * How many items were
manufactured |last year?

5 Why did they make these changes in working conditions?

;;; Now make similar true or false statements about your own company and
tell your group. Can they guess which statements are true?
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Business life
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N’

I’m calling about ...

;‘;; Discuss these questions about your phoning habits at work.

1 How often do you use the phone at work?
2 Do you mostly make or receive calls? What are they about?
3 Hasthe number of calls increased or decreased in recent years? Why?

11 1) Jonas calls his colleague Linda from the purchasing department. Are the

following statements true or false? Correct the false ones.
true false

The line is bad and Jonas’ call gets disconnected. O O
Jonas speaks to Linda and asks her for some information.

= W N =

0 O
Jonas doesn’t reach Linda and leaves a message. O O
Jonas placed an order last week. O O

Read the phrases below. Then listen again and tick the phrases you hear.

1 O a ThisisJonas Kaiser.
O b It’s Jonas Kaiser here.

2 Q a Could yourepeat that, please?
O b Could you say that again, please?

3 QO a Could you put me throughto..?
O b I'd like to speak to...

4 O a I'm afraid she’s not here.
O b I'msorry, she’s not here at the moment.
5 QO a Canshe call you back later? 8 O a Sure, goahead.
O b Could you call later? O b One moment.I need to get a pen.
6 O a Ineedsome information from her. 9 O a Ineedtoknow when ...
O b I have some information for her. O b Can she tell me when ...?
7 Q a Canlleave a message? 10 QO a I'lltell her later.
O b Canyou take a message? O b I'll give her the message when she returns.

12 1) Listen to Linda return Jonas’ call and y !

answer the questions.

1 Whatinformation does Linda have about the
status of Jonas order?
2 Isthere any flexibility regarding the delivery

date of the order?
3 How does Jonas react?

36 LOOKING BACK



&
g3

Do a role-play or a simulation of a situation where you call a colleague or

business partner (customer/supplier) to exchange information.

' |

2

3

37

In pairs, choose Option 1 (a role-play based on the scenario in exercise 2)
or Option 2 (a simulation using your own work situation or ideas).

Option 1

Linda calls Jonas back with new information.
—> Partner A: page 139

—> Partner B: page 145

Option 2
Think of a realistic situation where you call a colleague or business
partner to exchange information. Make notes:

4 N
What's the situation?
~
o
™ Who's asking for / giving the information?
What’s the background to the situation?
Are you talking on the phone oris it a video call?
. y
4 )
Who's involved? v
N - )
What is the relationship between the two people
involved? Do you know each other well?
Do you know the topic well?
- y
~ )
Which vocabulary/ M
phrases will you need? )
J
N Use the phrases in the Key vocabulary to help you.
Think of others you might need.
\. y

Now role-play the scenario or simulate the situation.

 Start with an outline of the situation.

- Explain the necessary steps.

« Ask questions to make sure you understand and are being clear.

« Summarize and be clear about the reasons for each step.

Debrief the interaction.

» What went well? What would you do differently next time?

- How did you adapt your approach to the other person and the situation?
« Were you able to react appropriately to what the other person said?

- What difference does it make if you can see each other or not?

LOOKING BACK

Key vocabulary

Asking for information
« Hello.Thisis.... Do you
nave a few minutes?

« |Is now a good time?

« Sorry to disturb you.

« | have a couple of
questions. Could you
please tell me the ...?

« | need to know who/when/
what/where/how/why ...

* | need the information as
soon as possible.

« Could you ask him/her
to call me back, please?

« Can|leave a message,
please?

+ Please tell him/her that ...

Getting information

« | have an update for you.

* | have the information you
asked for / need.

» | can give you the details
you’re looking for.

Reacting to information

« That sounds good.

« Thanks a lot. That’s really
helpful.

» Thanks for letting me
know.

« I'm sorry, that won’t work
for us.

« Itis possible for you to
change that?

 Is there any flexibility with
that?




3

N’

Grammar

° Simple past

1

| left school in 2014.

A few years ago Dirije moved to
Schauff AG.

Did they go to university?

— No, they didn’t.

Things were quite hectic there
yesterday.

Was Dieter first in the office every
day last week?

— No, he wasn’t.

« Mit dem simple past werden abge-

schlossene Ereignisse und Situationen
in der Vergangenheit beschrieben.

Signalworter daflr sind u. a. yesterday,
last month, ago, in 2014. (1)

- Bei regelmaldigen Verben bildet man das

simple past indem man -(e)d an den
Infinitivanhdngt. Eine Reihe von Verben
sind unregelmal3ig, z. B. leave oder go
(siehe Seite 154).

» Die Formen von to be im simple past sind

was/were und wasn’t/weren’t. (2)

| / he /she /it /
you /we /they  had

worked
didn't work

| / he /she /it was

wasn't

didn’t have

you /we /they  were

weren't

Simple past passive

1 |was employed by this company

in 2014.
The beds weren’t produced in large
quantities last year.

2 The work was done by workers in

East Asia.
Were the LEDs tested by your team?

- Das simple past passive wird mit was/

were und dem Partizip Perfekt gebildet.
Bei regelmaligen Verben wird das Par-
tizip Perfekt gebildet, indem man -(e)d
anhangt, z. B. employed, produced. (1)
Das Partizip Perfekt der unregelmafiigen
Verben steht in der Liste auf Seite 154.

» Im Passiv sagt man wer oder was

handelt, indem man by vor diese
nformation setzt. (2)

weren't employed

| / he /she /it was employed | / he /she /it was broken
wasn't employed wasn't broken
you /we /they  were employed you /we /they  were broken

weren't broken

can, could, be able to

1 |can/am able to make deadlines.

Julie can speak English.

Can you meet me tomorrow?
— No, sorry | can’t.

She couldn’t / wasn’t able to do that
in her last job. She didn’t have the
skills.

After a four-hour meeting, we were
able to find a solution.

Can | leave a message?
Could you repeat that, please?

« Mit can und be able to kann man sich im

Prasenz u.a. zu
— Fahigkeiten (1) und
— Moglichkeiten (2) auRern.

- In der Vergangenheit konnen bei der

Verneinung couldn’t und wasn’t/weren’t
able to ohne Bedeutungsunterschied
verwendet werden. (3)

- Mit was/were able to spricht man lUber

eine bestimmte Handlung. (4)

« Can und could werden zusatzlich

verwendet, um eine Bitte oder
Aufforderung auszudriucken. Could
klingt hoflicher als can. (5)
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In Passivsatzen wird
,von“ bzw. ,durch” mit
by ubersetzt und nicht
mit from.




Extra practice

o Laura is talking about her career. Complete the text with the simple past form Notes
of the verbs in the box.

get « go » graduate « not have « not like - live « move « study - take « work

[ was born and raised in Munich and I also

1to school there. After school
I 2 for four years at the
technical university in Munich and

31n 2016. After that I

* a job with a company called

Tango in Erlangen where I 3

in the marketing department.

I 6 in Nuremberg at the time

and I Ta car, so | 8

the train to work. Then in 2017 I ?to a company called PTC.
I 10 PTC at first but now I'm really happy here.

Make questions about Laura from exercise 1and answer them.

1 Where /she /go /to university?

2 When /she /graduate?

3 Where /be /her first job?

4 How /she /get/towork back then?

5 When /she/move /toPTC?

Complete the dialogue with the correct form of the simple past.

Ann: Hi, Pete. How 1(be) the meeting? 2
(you / be able to) discuss the ordering process?
Pete: No, we 3 (not / have) time, unfortunately. But
we 4 (begin) discussing options and the team 5 (make)
some good suggestions. Why 6 (you / not / be) at the
meeting, by the way?
Ann: Oh, ] 7 (not / can) make it after all. My assistant

8 (have) a problem that he 9 (not / can)
handle by himself.
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Extra practice

o Complete the sentences with words from the box.

engineering industry » job opportunity  ordering process -
performance review « product developer -
purchasing department - team member

[ optimized the in the logistics department
last year.

[hada in another department, so I moved.
In my role as [ create new products.

We got a new last week. Her name is

Reema Patange.

Most departments place orders through the

My yearly gives me the opportunity to
look back at the past year.

The is still growing in Germany.

Match the extracts from an online profile to the headings.

Full name

Haves

Wants

Interests

Associations
Professional background
Educational background

Languages

German Logistics Association (BVL)
[ want to make contact with other specialists in this field.
Painting, skiing and gardening

In my current team, I am the specialist for managing deadlines and budgets.

Victor Zimmermann
German (native speaker), English (B1 level)

Since 2015 — Product Developer, Robert Bosch GmbH, Stuttgart
2012-2015 Electronic engineering, University of Duisburg-Essen

Use the simple past passive of the following verbs to complete these
sentences.

buy « deliver » manufacture « not pay « serve » write

How many of these products still in Europe
ten years ago?
This report by her direct superior.
Last week Indonesian food in the canteen.
Most of our beds by people who live in urban areas.
The people for their work.

the product on time?
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Translate into English.
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Anita ist 2017 oft in die USA gereist.
Meinen ersten Job habe ich letztes Jahr als
Team Assistent bekommen.

Wir sind gestern nicht sehr weit gegangen.
Sie hat die Bestellung vor zwei Monaten
aufgegeben.

Wo waren Sie gestern?

Ich bin hier geboren.

Harry hat keinen Universitatsabschluss.
Ich sage es Kathrin in dem Meeting.

Culture spot
When in Rome ...

[f you apply for a job in another country, it’s

important to find out about the cultural norms there, as they may be

different to those you are familiar with in your country.

In Germany, for example, it's usual to include the following information in
your CV:a photograph, your age and date of birth, and your marital status.
In contrast, in the UK and USA, it can be illegal for employers to ask you
for this personal information. The anti-discrimination laws are very
different there, and successful applicants can accuse the company of
discrimination if they don't get the job. For this reason, many companies

Typical Mistakes

1

[ left school in 2017.

NOT [ left school 264+~

[ got my first job in 2015.

NOT [ beeagwre my first job in 2015.
(become # bekommen)

[ didn’t go to school in Hamburg.
NOT [Idgigntwent to school in Hamburg.
We sent an email two days ago.

NOT We sent an email fertwe-days.

Were you at Jack’s presentation?

NOT JAas you at Jack’s presentation?
Susan was born in Munich.

NOT Susan #s-berr in Munich.

My son has a university degree.

NOT My son has arnwhtversity-degree.
I'll tell her later.

NOT HteH her later.

don't want you to include this personal information when applying.

A common final sentence in the CV is “references available upon request”. When in Rome (do as

In the UK and USA, it's not usually necessary to include copies of

the Romans do). = Andere
Ldander, andere Sitten.

references from your past employers in your application. Instead, you CV/résumé (AE) =

just need to show them to your potential employer if they are requested.
This procedure saves time for both you and the person reading your
application.

[t's difficult to make a list of dos and don'’ts for what to put on your CV.
The best thing is to do some research before sending in your application.
Find out what is considered usual in the national and corporate culture
of the company you are applying to.

Tip: Have a look at the company’'s website or do an online search for
information on what is appropriate.

What is it like in your country? Compare your answers with a partnerin

your next session.

1 What must you include in your application in your country?

2 What should you never include in your application?

3 Whatisthe biggest problem when applying for a job as far as your
written application is concerned?

LOOKING BACK

Lebenslauf
anti-discrimination law =
Antidiskriminierungsgesetz
applicant = Bewerber/in




GETTING YOUR

MESSAGE ACROSS

e Learning objectives

m Meeting people
Part A and B:

How often do you write emails in English? Who do you mostly write to - » welcoming visitors
and making small talk

@ colleagues or business partners? Do you prefer writing emails or talking

« writing emails
« talking about rules
and regulations

to people directly? Why?

Business life:

Nina Birnbaum and David Jenkins work as buyers for Altex, a German * practising relationsnip-
building strategies

heating, ventilation and air conditioning supplier. Read the email David
sends Nina. What is his reason for writing?

@O e

To: nina.birnbaum@altex.com
From: david.jenkins@altex.com
Subject: supplier approval visit to Asia
Attachment: suggested itinerary

Hi Nina

| hope you are doing well and had a smooth flight back to Frankfurt after our very
productive meeting here in Munich last week.

I'm afraid | couldn’t say goodbye in person, as | had some urgent family business.
Sorry | missed you.

As discussed at the meeting, | need to look at some prospective suppliers in Asia and
check price and quality assurances, factory conditions and documentation personally.
Thanks for agreeing to support me on site. | am attaching a list with the addresses of all
the suppliers who have returned satisfactory questionnaires and a possible itinerary for
our tour of the factories.

| know the schedule is tight, but we need to move quickly on this. Do the dates at the

beginning of next month look doable? Please let me know as soon as possible, so that o

we can organize the factory tours quickly and make the necessary arrangements for

flights and accommodation. REAL WORLD @
Thanks in advance Have you ever taken a
aid virtual tour of a factory?
PS. The first supplier on our list, Peachy Air, Bangladesh, helpfully included a link for a Take one and report back
virtual tour of their factory. Check it out! to the class.

Match the seven parts of the email above to their descriptions below.

a greeting b apology C header
a background for writing 2 request for action
f closing g introductory remarks
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Are the following statements true or false? Correct the false ones.

true false
1 Nina and David had a web meeting last week. O O
2 The meeting went smoothly. O O
3 David wants to visit the prospective suppliers asap. O O
4 David has personally done a tour of one of the factories
and is very impressed. O O

Put this email to Nina in the correct order. What differences in wording do
you notice between this email and the one in exercise 1?

a Would you be able to do the tour of the factory the following day?

b [ look forward to seeing you soon and showing you around our plant.

C Best wishes, Durva Rahman

d Thank you for sending me details about your arrival in Dhaka. The
traffic here is terrible, so shall [ arrange for a driver to pick you up?

S Dear Ms Birnbaum,

13 1) Nina has arrived at the reception area of the Peachy Air corporate
office in Dhaka, Bangladesh. Listen and answer the questions.

1 What does Durva Rahman say to welcome Nina?

2 Why don'tthey go to see the factory immediately?

Listen again and complete the sentences and questions.

You Ms Birnbaum from Altex. I'm Durva Rahman.
[t's nice to meet you .
How ? Did everything go smoothly?
We can go to a typical Dhaka restaurant

a cup of cotffee or something?

G i & W N

Sorry, would you me for a minute?

;E; Work in groups of three or four. Take it in turns to welcome visitors.

ask about their journey — offer to take coats(s)/bag(s) - make a remark
about surroundings or the plan for the day — offer refreshments
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Culture spot

Look at the pictures taken in
Dhaka. What kind of informal
questions could Nina ask her
host to break the ice when
they first meet?

Key vocabulary

Welcoming a visitor

You must be ...

Did you have a good trip?
So, how was your flight?
Can | take your coat/bag?
Can | get you something
to drink?

Would you like a cup of
coffee?

Please help yourself to
tea and biscuits.

So, what’s your first
impression of ...?

—> page 51
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rock climbing

sitting driving
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Our CSR approach

We do business in a way that respects
people and the planet. This sets us apart
from other businesses. All our workers

have access to a day-care centre and
school for their children, a fair-price shop,
medical care, clean drinking water, a
canteen and prayer rooms. We operate
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a Zero carbon emission
building d

strict guic

esigned under
elines. Energy

and water efficiency as
well as a responsible
waste disposal system
are top priorities.

sentence of your own to each category.

a always know
@

f

b buydrinking water

¢ goforawalk

housework

d leave your children
smoke anywhere
stay in the factory

CD CC D

Are the activities below dangerous? Compare and discuss with the group.
Rank them in terms of safety from very safe to quite dangerous.

shopping online
eating

Peachy Air is applying for an award for their CSR approach. Read these
excerpts from their information pack and answer the questions.

Do parents need to organize childcare externally? Why (not)?

[s it necessary for workers to pay high prices for groceries? Why (not)?
Is smoking allowed under certain circumstances? Why (not)?

[s it important to have a guide when visiting the factory? Why (not)?
What other CSR features can you think of?

Safety guidelines

We are proud of our safety record. Our
factory is a low two-storey building which
makes fast evacuation easy in case of fire.
There are five fire exits on each floor.
Always make sure you know where the
nearest exit is. Smoking is strictly
forbidden except in desighated smoking
areas due to the risk of fire.

For workers: Wear protective clothing

and always take safety precautions.
For visitors: You must have a guide to
enter the factory. Follow instructions

carefully. You must not touch any of

the machinery.

Complete these rules and regulations using the phrases a—h. Add one

g walktowork
h wear protective
clothing

REAL WORLD

&

CSR (Corporate Social
Responsibility) is a com-
mitment by companies to
behave ethically towards
their stakeholders, their
employees and the
environment. Does your
company have CSR goals?
What are they? If not,
what should they be?

It is necessary
You must 1in the factory.

You have to 2 where the fire exit is.

You must follow your guide’s instructions.

It is possible

You can
You can

You can eat fresh food in the canteen.
3 in your breaks.
*in the day-care centre.

It is forbidden

You mustn’t >in the building.

You can't

6 after 9 pm.

You mustn’'t walk away from your guide.

It is unnecessary

You don't have to
You needn’t

You don't have to leave the plant to see a doctor.

T

8. You can cycle there.
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How do you deal with the topics below in class? Write a list of of rules and

recommendations for a new student.

an Role-play a conversation between a new student and an experienced one.

smoking - seats « drinks - eating snacks - teacher - mobile phones -
windows « German « students « questions « children

Do we have to sit in the same place every lesson? )

Q Can we eat snacks in class? )

na is now back in Frankfurt. Complete her email with the adjective or

adverb form of the words below.

careful « current « grateful « hard » necessary » quick -
tasty « thorough - unfortunate

L NN O
To: durva-rahman@peachyair.com
From: nina.birnbaum@altex.com
Subject: Missing paperwork
Attachment: docs still outstanding
Dear Durva
Thank you for showing me around your plant and answering all my questions.
| " enjoyed our brief city tour afterwards and the very
*food in the restaurant.
| am writing because we are > going through the documentation
%, > some of the ® paperwork
regarding a CSR issue seems to be missing. Please see the attachment for further details.
| would be 7if you could provide the missing documents
® as we are working ? to finish the process as soon
as possible.

| look forward to hearing back from you very soon.

Best regards
Nina

Write a similar email using a more/less conversational tone.

@O e
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Subject: Subject:

5! -

Thanks for ...

| really enjoyed ...
I'm afraid that ...

Dear ...
| am writing to thank you for ...
Unfortunately, ...

| was wondering if ...

By the way ... | would appreciate it ...

Cheers Best regards

GETTING YOUR MESSAGE ACROSS

must(n’t), (not) have to,
can('t), need(n’t)

All students must switch
off their mobile phones.
You mustn’t interrupt
the teacher.

Do we have to wear

a uniform?

You can smoke in the
smoker’s corner.

You needn’t worry about
your homework.

Adjectives and adverbs

David wants to make the
necessary arrangements.
You know Europe quite
well.

We urgently need to visit
the suppliers.
Unfortunately, he can’t
manage this project.




an How important to you is building relationships with business partners?

Do you enjoy it or would you rather just focus on the business? Why (not)?

Bl cChia Suan Chong explains why building relationships with business

e —

partners is important. Watch the interview and match the sentence parts.

BUSINESS LIFE

4 BUILDING

RELATIONSHIPS

Interview with

Chia Suan Chong

Communication and
intercultural skills trainer
from York

1 [t's important to build relationships with business visitors
2 If the people we do business with don't trust us,
3 Business and relationships go hand in hand

a and we shouldn’t see them as two separate things.
b then we could face problems with the business.
¢ because businessis done with people.

What did Chia say? Choose the correct options, then watch the interview
again to check.

[f communication breaks / goes® down, projects might not run smoothly /
correctly 2. Contracts might not get signed / through 3 and repeat collaboration
might not happen. This is why building trust is important. One major type of
trust building focuses on showing competence / knowledge 4. This includes
showing that you are reliable and capable / able® of doing the job as well as
experienced and results-oriented. Another type focuses on being open.

This means showing your business partners who you really are, spending
time / money ® with them and sharing opinions and thoughts / feelings”.

a® What sort of problems have you faced with business partners in the past?
What caused them? Tell a partner.
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Do a role-play or a simulation of a situation where you are building the

relationship with a project partner.

In pairs, choose Option 1 (two role-plays with a new colleague and a
new supplier/customer) or Option 2 (a simulation using your own work
situation or ideas).

Option 1
—> Partner A: page 139 —> Partner B: page 145

Option 2
Think of a realistic situation in which you need to build your relation-
ship with another person (internal or external). Make notes:

~ b
What’s the situation? N
J
N , | |
Where’s the conversation taking place?
Isthis an internal or external situation?
. Y,
4 )
. Vv
Who's involved?
~
J
N

Is the other person a colleague / prospective customer /
someone else?

Are you only interested in their professional competence
and reliability or also in who they are as a person?

How will you need to tailor your approach?

. v
i )
Which vocabulary/ b
phrases will you need? -
b
N

Use the phrases in the Key vocabulary to help you.
Think of others you might need.

\. v

Now role-play or simulate the situation.

 Start some small talk with the other person.

- Answer their questions and ask them questions.

- Focus on building trust by showing competence and being open.

« Be interested in the other person.

Debrief the interaction.

» What went well? What would you do differently next time?

- How did you adapt your approach to the other person and the situation?
« Were you able to react appropriately to what the other person said?

GETTING YOUR MESSAGE ACROSS

Key vocabulary

Building relationships
and trust

Showing competence

and reliability

» |'ve worked in this field
for the past 15 years.

| have over ten years’

experience in similar

projects.

« |'ve worked on this type
of project/problem in
the past.

* | don’'t usually miss
deadlines. You can count
on me.

* Our last three projects

were completed on time

and within budget.

Being open

« This is only the second time

've worked on a project

ike this.

« I'm excited about /
interested in working
together on this.

« I'm a little worried about ...

* lusually like to spend my
free time ... in the garden /
going to the gym / with
my family.

Asking questions

« Have you worked on
anything similar in the
past?

« Are you new to this field?

« What do you like to do
when you're not at work?

« How doyou like to spend
your free time?

« What do you think about ...?




Grammar
4
N

° Adjectives and adverbs

1 Theydid a thorough translation » Adjektive beschreiben wie etwas oder

of the text. jemand ist. Sie beziehen sich auf einen
Julia is very quick. Nomen. (1)

- Adverbien beschreiben, wie etwas geschieht
oder getan wird. Sie beziehen sich meistens
auf ein Verb. (2)

» Sogenannte Satzadverbien beziehen sich

2 We have to inspect the goods
thoroughly before shipment.
The traffic moved quite slowly.

3 Unfortunately, they cancelled auf einen ganzen Satz und geben die
the tour of the factory. Meinung des Sprechers wieder. (3)
Strangely, the shoes didn’t sell. . Man bildet die meisten Adverbien, in dem

man -ly an das Adjektiv hangt. Achtung!
Es gibt auch unregelmaldige Adverbien
(good — well), sowie Adjektive mit zwei
Formen bei unterschiedlicher Bedeutung
(z.B. hard — hard/hardly). (&)

» Auf Verben, die Eigenschaften ausdrucken,
wie zum Beispiel look, feel, smell, taste,

4 Thecompany's new productis
selling very well.
She has to work late tomorrow.
They work so hard that they
hardly ever have fun.

5 Thechildcare facility looks good.

| feel great! seem, sound, folgt kein Adverb, sondern ein
Adjektiv. (5)
quick quickly careful carefully
happy happily comfortable comfortably

must(n’t), (not) have to, can(n’t), need(n’t)

1 Allvisitors must / have to « Mit must, have to und need to druckt man
register at reception. aus, dass etwas absolut notwendig ist. (1)

2 Do | have to show my ID card? . (F;?gen werden meist mit have to gebildet.

3 |musttry toanswerall my - In der Gegenwart gibt es einen Bedeutungs-
emails before breakfast. unterschied. Wahrend must ausdrickt,

was der Sprecher fiir notwendig halt (3),
beschreibt have to, was den Umstanden

nach notwendig ist (4).
» Mit need to druckt man ebenfalls aus, dass

4 look atthesign. It says we have
to wear safety helmets here.

5 We need to meet the manager.

6 You mustn’t /can’t take your etwas notwendig ist. (5)
phone into the manufacturing « Mustnt und can’t dricken aus, dass etwas
area. It’s not allowed! nicht méglich oder sogar verboten ist. (6)

Achtung! Bei mustn’t handelt es sich um ein
allgemeingiultiges Verbot.

« Don’t have to / needn’t bedeutet ,nicht
mussen®. (7)

7 Youdon’t have to / needn’t drive
to work because we have good
public transport links.

. Look at these different email openers. What impression do you have about
)

* the writers?
Tom o Hi Jon o
When can | expect your thoughts on | hope you are doing well. Just wanted
the supplier approval process? to send you a quick note to ...
Dear Annette o Hello!! o
THANKS for the additional info ;-) Kindly answer my last inquiry re prices!
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Extra practice

o Fill in the table with the correct forms of the adjective or adverb. Notes
Adjective Adverb Adjective Adverb
bad - good 7
1 carefully 6 luckily
current 3 possible 8
easy 4 thorough 4
fast 2 usual 19

Complete the sentences with the adjective or adverb form of the words below.

There may be more than one correct answer.

amazing « bad « careless « happy » hard - immediate - important -

1 She wrote the email

2 The landscape designers worked

were
3 We

4 Mehmet left for the airport quite

5 Theteam didn’t perform

didn’t seem
6 Why didn't she call us

must, mustn’t or needn’t.

Look at the company guidelines and complete the sentences with

late « lucky » quick = urgent

and made some

mistakes.
and the results

need to change a few things around here.
but
he caught his flight.
, but their supervisor
with the results.
? She knew it was

Company guidelines

necessary notnecessary not allowed

smart clothes

v

personal use of internet

v

write emails in English

v

start work at nine

smoking on premises

v

show ID cards

1 Employees
meet clients.
Employees
Employees
Employees
Employees

S 1 & W N

Employees
the building.

smart clothes when they

the internet privately.
emalils in English.
before 9 o’clock.

on the premises.

their IDs when entering
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Extra practice

4T
N—

o Complete the dialogue with suitable phrases.

Can | take your coat? « Is this your first visit to Delhi by the way? «
You must be ... -« How was your flight? « Nice to meet you.

Host: Hello,
Guest: That's right.
Host: I'm Jenny Anderson.

2

Guest: Nice to meet you too.

Host:

Guest: Oh, yes. Thanks.

Host:

Guest: Great. But we were a little late landing.
Host: No wonder with all this fog!!

Guest: Well, itis actually.

Match these questions to suitable responses.

Have you worked on similar projects before now?

What do you think about the weather here?
What aspect of the project interests you most?

= W N =

[t's very similar to London actually.
Not much, these days.I do a bit of cycling now and then.
The opportunity to travel so much, I suppose.

a A o D

Sort of. But it was a while ago.

column. Then listen and check your answers.

1 Chris Duncan!

What kind of things do you do when you aren’'t working?

14 1{) Which syllable is stressed in these words? Put them in the right

appointment « arrangement « competitor « compliment »
document « information « invitation « sabbatical

Find the following things or people in the
table above.

three things you can make

one thing you can take

four things you can give somebody
three things you can attach to an email

vi b W N -

somebody you want to be better than
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Translate into English.

51

Das Essen riecht sehr gut!

Wir telefonieren oft mit unserem Lieferanten.
Die Qualitatsmanagerin hat letzte Woche die
Fabrik besucht.

Besucher mussen keine Schutzkleidung tragen.
Ich habe ein sechsmonatiges Sabbatical
genommen.

Der Designer hat einen Termin in Paris.

Jeder hat sich gewundert, dass Tim kam.

Culture spot
What is the point of small talk?

Business people in many cultures often like to
make a little small talk before getting down to
business —whether on the phone or in person.
After saying hello and asking how you are, the
kinds of subjects which are popular are usually
ordinary things like the weather or your trip:
How is the weather in your part of the world?
How was your flight?

One reason for small talk is to get a feel for your
business partner’s background or mood before
getting down to business. If you start talking
shop too quickly, it can come across as abrupt
and unfriendly to some business people and
make them feel uncomfortable.

Some nice questions to follow your opening are:
So, is this your first time here? Are you planning to
go sightseeing this afternoon? How do you like the
hotel you are staying in? Is it close by?

Typical Mistakes

1

-

The arrangements look good.

NOT The arrangements look wett.

We often adapt too slowly to new markets.
NOT We adoptoften too slowly ..

Julia visited the factory last month.

NOT Julia visited the fab¥te last month.
You don’t have to wear glasses in the

production area. It's not dangerous.
NOT You mustn+twear glasses ...
He took a four-month break.

NOT He took a fevrmenths break.

[ have an appointment with Julia.
NOT [ have edate with Julia.
[ was surprised by his reaction.

NOT Iwas wenderiirg by his reaction.

I'm visiting ... next month. What places would you recommend visiting?

I would be really grateful for a few tips. I've often heard that ... is worth a

visit. Would you recommend that too?

The main thing is to keep the conversation flowing smoothly and to

show genuine interest in the other person. Why not prepare some

standard questions beforehand? Or research online for some background

on the country or city your business partner lives in that you can use to

jump start a conversation.

What is it like in your country? Share your views on this in your next

session.

1 How difficult is small talk in English compared to chatting in your

first language?

2 What kind of small talk topics do you focus more or less on? Does it

depend on where your partner comes from?

3 What good and bad experience have you had in making small talk?

GETTING YOUR MESSAGE ACROSS

to get down to business =
zum Geschdftlichen
ubergehen

to talk shop = uber die
Arbeit reden

wirken
to jump start = in Gang
bringen

to come across = auf andere




Watch & talk 1

;';; TALKING POINT « Many organizations are
in a constant state of change. How has the
structure of your organization and the teams

within it changed in recent years? What do you
think might change in the future? Tell the

group.

Look at the infographic below. How many
different types of organizational structure are
shown? Is your working structure represented?

Working in teams

CROSS-FUNCTIONAL TEAMS

an The video talked about matrixed working

environments and cross-functional teams.
What challenges are mentioned in the video
and how can they be overcome? Can you think
of other challenges? Do cross-functional
teams exist in your workplace?

G5p@ ®
fa2 TALKING POINT « Which statements on the
right do you agree with? Work in a group. Do you
all have the same opinion?

52 WATCH & TALK

FLAT TEAMS

! Now watch the video and answer the
questions.

» Which organizational structures are
mentioned?

« What are the challenges of working
in cross-functional teams?

AUTONOMOUS
SMALL AGILE

SELF-ORGANIZING TEAMS

LANGUAGE

D@ DG o
b ) ’ . CULTURE & DIVERSITY
.

l PROCESSES &
6_ LEGAL REGULATIONS

INTERNATIONAL TEAMS

» People can't be trusted to manage themselves
in self-organizing teams. A leader is always
necessary.

» There is too much complexity in
organizations these days and this is
making them inefficient.

 Cross-functional and international teams
lead to more innovation, better services and
lower costs.




Progress check « Units1-4

o In brief

Sg® . . : 0e® ¢

fa2 Pick one of the topics or conversation fa2 Optional: Create a role-play about the
starters below and use it as a springboard to start topic you chose and then act it out for the rest
a conversation with a partner or within a group. of the class.

Refer to the previous units for suitable vocabulary,

phrases and grammar.

—
=
-
o=l
—
=L,
=
W

Remember to practise active listening! — page 23

my current project N
myself
How is ... done?

my job/company

rules and regulations

Canyou...

©) Debrief

What went well? What would you do differently next I\
What is a debrief? A debrief gives you and your group a
chance to reflect on your performance, discuss what went
well and find ways of improving.

time? Did you identify areas where you need to
improve your English? If so, make some notes and

use them to plan topics to practise these points.

TAKEAWAY UNITS 1—4

New words New phrases What can 1 do now? Now | can ...

O introduce myself

QO talk about my job/company
QO discuss current projects

O describe different skills

O make small talk

O explain processes

O discuss my work experience
O make phone calls

O write emails

O explain rules and regulations

O
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6 Learning objectives

m Looking ahead

@ Is your town/city famous for a product or an industry? What about other . talkingébﬂuti”temiﬂﬁﬁ
towns or cities in your region? and projects

« taking part in meetings

Part A and B:

Business life:
« checking and comparing

o 15 1{) Before you listen to a business podcast, look at the excerpt from the information
show notes below. What do you think the report will be about? Listen and

check if you were right.

I . -
B 5
A

' Nl i e -‘;‘ﬁ It\
i i reakfast /A
Irish Business B 0 )
W R Lk
o
4

'}

(A
;{ iy
r .
a
1

LACTO GMBH - FACT FILE

. among Europe’s top 5 dairy producers

. Key markets: Germany, France, Spain, Ireland

. <ales of dairy products have gone down

Now answer these questions.

1 What does Lacto GmbH do and where is it based?
2 Whatreasons are given for the losses?

3 How does the company intend to react? Wolfgang Meier, CEO

Future: going to vs will

Listen again and complete the gaps in the sentences. . They’re going to create a new

product range. (intention)

1 are going to be very popular this summer. _
, _ _ « Are you going to eat out
2 We're also going to launch luxury milk tonight? (asking about an
shakes with fruit flavours. intention)
3 Ithink will be better than anything currently » He says it will be better than
on the market. anything else. (prediction)
4 We will goto and see what is happening in the * Ul Sm?ﬂthles A i
_ to be a big hit this summer.
capital (prediction based on current
evidence)
Which of the sentences 1-4 above.... « The new products will/won’t
sell very well. (forecast)
a makes a guess?  |'ve just decided. I’'ll do some
b describes an intention? research into the new
C predicts the future based on current information? products. (spontaneous
- decision)
d makes a spontaneous decision?

« Sorry, no time now. I'll call
you later. (a promise)
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In small groups, talk about your intentions for the future at home or at

work. Use going to and make something up if necessary.

One

. .
I’'m going to redecorate my Is your department going to
apartment soon. What about you? hire new staff?
N <
4 :
[ Good question. ¥ I'm not sure. Maybe they will
I'll think about it. inform us about it this week.

< <

of the project teams at Lacto is going to

have a meeting to discuss the new product

line.

Look at the invitation and answer the

questions.

1 Who's going to attend the meeting?

vi&a W N

Who do you think will chair the meeting?
What's the main reason for the meeting?
Where’s it going to be?

What are the participants going to talk

about first?

@O0 e

To: Martin Kehler, Hillary Perkins, Paolo Grimani, Sarah Liu
Subject: Product Forecast — Supreme
Location: conference room
Starts: Fri 07 Dec 09:00 am
Ends: Fri 07 Dec 11:00 am

Hi

everyone,

I'm looking forward to seeing you all at our project meeting next week. As we won't have a lot
of time, here are the priorities:

1
2

4
5

Background overview and current market situation & challenges (Martin)

Milkshake presentation:'Supreme - the future’incl. forecasts and Q&A (Hillary, please bring
us up to speed.)

Brainstorm further Supreme products > we need to spend most of our time on this point
(All, the other products are not set in stone yet, so please bring any ideas you have with
you.)

Summary + action items

AOB

See you on the 30t
Best regards, Anja

Now find words and phrases with the following meanings in the email.

G i A W N -

d

the place where something is or happens

the time to ask and answer questions

to update someone

to be fixed and finalized (e.g. a decision)

the things which must be done by the attendees before the next meeting

chance for the participants to talk about issues not on the agenda
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Planning and running projects

Think of a recent project you worked on or were involved in. What was it
about and what was your role?

16 1{) The team from Lacto is meeting again to talk about a new production
line. Listen to Sarah Liu, the project coordinator, and fill in the stages 1-5in

the project schedule.

Week / Stages

Outsourced production
1

2

S RS TN (N2 (A AN RS N o (TR S S

a Complete the message from Sarah with the missing information. Look at the
chart above to help you.

A Gantt chartis a bar
chart showing a project
schedule. It also shows
the relationship between
the schedule and the
project activities.

It was named after Henry
L. Gantt (1861-1919).

@O0 e

Product Dev (£

CHANNELS (8)
#Cheese
HEngineering
#Milk

#Office
#Products
#Support

#Supreme

#Supreme2
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Qa

Sarah 3:44 pm
Hi everyone,

For those of you who missed the meeting about the new Supreme production
line installation, here are the project milestones and key dates:

1 Theinstallation phase will start at the beginning of

2 Thetesting phase will take place in weeks to . Regular
optimization changes will be made during the second half of this phase.

3  Employee training will be started in

4 Production on the new line will start at the beginning of

5 Outsourced production will be stopped at the end of

It’s great to be working with you all on this new production line.

I'm sure we'll make it a great success.

Thank you.
Hillary 3:49 pm

e Great! Thanks Sarah.
K Florian 4:15 pm
Thanks.

REAL WORLD &

Which approaches to
managing projects do
you know? Do an online
search and tell the group
what you found out.
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