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syl Companies

n Use the prepositions at, by, for, in, of, to and on to complete the extract
from a company report.

PINELCOM

Financial performance

Pinelcom is committed........ to.. .. ' creating and delivering value ~ value to its customers, value to
its employees and value to the region, Our success in moving towards this goal is most evident in the
financial results for this year. Turnover.................... * the close of the year was €83.5 million, that is
anincrease .................. ..} 12 per cent over the previous year, and profitsrose .................... * 6 per
(2 1| . % €7.3 million. In spite of fierce competition, we have increased our market share
to almost 25 per cent. As a result, our share price hasrisenandisnow .................... “an all-time high

....... " €11.6.

Ahugeincrease ..................... * production and rising demand have had a positive effect.....................
our cash flow. We are planning to start full production..................... % our recently opened Polish
subsidiary..................... " May.

Finally, | would like to congratulate our staff on their outstanding performance. Thank you all once again
.................. M your continuing support of the company.

B Match the companies to the industry sector they belong to.

1 Lenovo, Apple, Dell, Microsoft a) Electrical / Electronics

2 Bayer, Johnson & Johnson, Novartis b) Engineering

3 BMW, General Mators, Nissan, Toyota ¢) Banking and finance

4 HSBC, ING d) Pharmaceuticals / Chemicals
5 LG, Nokia, Samsung, Siemens e) IT {(Information Technology)
6 AP Moller-Maersk, Qatar Airways, Ryanair f) Retail

7 lkea, Tesco, Wal-Mart, Zara g) Transport

Read the sentences and write the missing letters to complete the words.

1 Human re § o u rces deals with employees, keeps their records and helps with
any problems they might have.

2 Ifsomeoneis ___fe__ _oy__,it means that they don't work for only
one company.

3 Cisco Systems is a famous American IT company which __pp _ _ _
Internet equipment.
A company which owns another company iscalleda __r_ __ company.

S A I is a company which is more than 50 per cent owned by

another company.

The main building or location of a company or organisationisits ___do____e.
7 Banking and tourism belongtothe _ __v_ __ industry.

8 All the people who work in a particular country, industry, or factory are called the
_kf






Present
tenses

Match each sentence with the meaning expressed by the verb in italics.

1 American Express provides travel a) temporary situation
b) future arrangement
¢) ongoing situation
d) routine activity

e) factual information

and financial services.
2 Ms Delgado is replacing Sandra as
Office Manager until next Friday.
3 We are improving our services to

meet the needs of a much wider f) verb usually used only in the
range of customers. present simple

4 We are opening our sixth subsidiary
next month,

5 We need a different set of skills to
address our company’s challenges.

6 We observe our customers’
reactions carefully.

Correct the three sentences that use the wrong present tense.
What do you do on Friday morning?

We rarely raise our prices by more than 3 per cent.

Karlo is staying in Shanghai until the end of the conference.

Our largest subsidiary, based in Berlin, is going through a difficult period.
Our company looks for a new sales manager.

At the moment, we are not knowing the profit figures.

VS W N

Complete the text with the correct form (present simple or present
continuous) of verbs from the box.

ﬁnend coordingte go have know prepare speak think travel ]

Leandra Korakis is Marketing Manager at Kayavis Food & Wine S.A., an expanding
medium-sized business in Thessaloniki. She ...F?.‘?.?.".di!).@f €5....." the work of a team

of seven people. Kayavis..................... ? distributors in eleven countries in Europe and
America so Leandraoften...............oc.ee ' abroad. Next week, she ..................... ‘

to Canada to visit their new retail outlet. She ..................... > Greek, English and
Danish. At the momentshe..................... * an intensive German course because the
ownerof Kayavis..................... " of opening a shop and a large restaurant in Frankfurt.
leandra.......c....o.......) * that she will have to work in Germany for six months so she

? herself for her new assignment as best she can.

Make questions for these answers. All the information is in the text in
exercise C.

y G What does Leandra do? ...... She coordinates the work of a team of
seven people.

b R e R P s F A IR P AR PR Eleven

Dl suenea e T s p SN RN SR N H R HAAA KA S Next week.

B N R R R v vaa e s pmaa To visit their new retail outlet.

B ieusirieseeia e AR Ao e Se e SeR SN eu e B s N Greek, English and Danish.

6 ... N Pt CUNOvowr 111 8 Because she will have to work in Germany.

T davases T A TP AT In Frankfurt.



Informal
e-mails

Read the tip. Then number the sentences of the informal e-mail in the
correct order.

Tips
Remember that in business correspondence, information is often presented in the

following order:

* appropriate greeting

s thanks and / or reference to previous contact
* main point

¢ other point(s)

* reference to future contact

* appropriate ending

|

| From: supersound@ntiworld.com

. To: Rik_Barneveld@ntlworld.nl; sandraverdonck@planet.nl
‘[ Subject: Our next meeting

{

] a) I'm attaching the draft agenda here for your information.

. b) Bestwishes,

¢) If there are any points you'd like to add, please let me know.

’ d) Many thanks for your latest mail and your useful ideas about our
investment options.

J e) Dear Rik & Sandra,
f) Looking forward to seeing you both on 14th June.

l g) Our investment plan will certainly be the main focus of our next

{ meeting, which is scheduled for 14th June.

,l h) Yaling

] I

ﬂ Write Rik’s reply (50-70 words) to Ya Ling’s e-mail in exercise A.
¢ [nclude the points in the tip.
¢ In addition, suggest that setting up online sales should be on the agenda and

say why.

e ettt e s I . —
From: Rik_Barneveld@ntlworld.nl
To: supersound@ntiworld.com

Subject: 14th June meeting




Editing Read Sandra’'s reply to Ya Ling’s e-mail.

In five of the lines 1-10 there is one wrong word. Five lines, however, are correct.

If a line is correct, put a tick (v) in the space provided.

If there is a wrong word in the line, underline the wrong word in the text and write the

correct word in the space provided.

From: sandraverdonck@planet.nl
To: supersound@ntiworld.com

Subject: 14th June meeting

Hello Ya Ling,

Thanks you for informing me about the meeting and for the agenda attached.

| am very sorry to tell you that, unfortunately, | won't be able to make 14th june
because of previous engagements. We have been looking for a new Office
Manager for our Utrecht subsidiary for almost a month and we have now
shortlisted seven candidates. I'll be away 12th-15th June to interview they, as
well as to sort out a couple of other matters related to the lease of our offices.
As | can't be there in person, I'm attach some ideas for the investment plan. |
hope they are of some use. | have also made some suggestion for the agenda.
Good luck with the meeting. | hope it goes as well as the April one!

Once again, please accept my apologise for not being there with you all.

Best wishes,
Sandra

1 The motivation of the sales staff is now increasing....?€€aY

new company cars.

It is a difficult time for the industry.....................

....... we bought some

our company is still growing.

Salesarefalling..................... management does not seem very worried about it.

Sales were not as good as they had hoped.....................

a marketing campaign.

5 The best option is to buy new machinery.........c.cceeevnne.

are always breaking down.

they launched

the old machines

There is a steady growth insales ..................... profits are not rising.

7 Local competition is extremely SIrong............ccccuuee.

two local competitors.

8 We are planning to open a new store in New York next year

we want a foothold in the US market.

9 We increased our market share considerably.....................

an all-time high.

10 We were unable to finance the new project.....................

flow problems.

we are planning to buy out

our share price rose to

of severe cash



/B Great ideas

Match a verb from box A with a noun from box B to complete the sentences
below. Use a suitable form of the verb-noun combination.

| to develop the environment
to extend advantage of (something)
to make a (product) range
to meet . a business idea
to protect a breakthrough
to take aneed
to win an award

1 Brainstorming is an effective way of ..... d.ev.e.lqping.e. businessidea

2 Acouple of years ago, SCIentists .. ....ooouiimiiiii it in the
treatment of cancer,

3 ‘Eco-consumers’ choose companies which do not produce a lot of toxic waste and
have aclear policy Of .. oot .

4 Sometimes an idea may simply be whenacompany.............c.co.vevenen.
.................... an opportunity to offer more choice to its customers,

B I oneof your produehs i :ivn ot i et i TR R S for innovation,
prospective customers may see you as a dynamic, high-quality company and decide
to choose you over your competitors.

6 Our company would like to attract a wider variety of customers, that's why we are
planningto......c.o.oiviienininn, aLiiaasesesnnanesennvaetiidireg of cosmetics and toiletries.

7 Agood business idea is one that generates profits and at the same time

1 The marketing department wants to "'OH ...... a meeting next week.

Do you know which animals ... "'OH ...... the record for the longest migration?

2 During lectures, it’'s a good ideaifyou................... notes as you listen.
The main goal of any businessisto..................... money.
Shewantsto........cccevvnnnnns some suggestions about improving our database.

3 Industrialised countries should tryto..................... waste instead of exporting it.
Thebestwayto..........c.ocevvnnns competition is to buy out your main competitors.
Pollution is a big problem in our city and we are trying all sorts of ideas to

4 We plan to offer free ice cream to all consumersonedayayearto................... :
awareness of the company.
Our cars come in two colours. If you want extra colours, I'm afraid we have to

..................... the price by 5 per cent.
Some people buy luxury products because such products..................... their
status and give them a new, more upmarket image.



5 1can't find a solution to all problems, of course,but I..................... my best.

Alot of peoplewantto............c........ part-time work when they retire.
L R TR0 NI a lot of business with Chinese telecommunications companies.
6 If you continue to be late for work, youwill ................... ..the sack.
All membersofstaff..................... an end-of-year bonus.
I'll talk to the manager during the break if I................. ....the chance.
LM:‘ f;g f*EC vs Match the sentence halves.
1 They were still working on their a) that they were exhibiting at the
Past tenses new designs Inventors' Fair.

2 Asthey had an exciting idea b) when suddenly jJackson announced

to promote, that he was stepping down as

3 They invited high-profile General Manager.
entrepreneurs on TV ¢) when they saw an opening in

4 Apple released the first iPad in the market.
April 2010 d) they decided to exhibit at the

5 We were having a boring meeting Inventors’ Fair.
An Australian entrepreneur e) and asked them to talk about
expressed interest in the new innovation and change.
product f) and sold 3 million of the devices

in 80 days.

B Correct the sentences that use the wrong past tense.
1 Because Hiltex was waorried that its competitors would copy its new machines,

it was immediately filing patents for them.
Because Hiltex was worried that its competitors would copy its

new machines, it immediately filed patents for them.
At first, the agency was not believing that the machine would save so much time.
| was planning to visit the International Inventors’ Fair but | did not have time.
The story goes that Professor Auenberg was having the idea for the electric
shoebrush while he was washing up.
5 They failed to see the gap in the market and so missed a unique opportunity.
240, the new drug developed by Pharmatek, marked a breakthrough in the treatment
of cancer.
7 Zirkon already made good profits when it introduced its new digital camera in 2010.
8 Last year, we spent a lot on marketing and so attracted a lot of new customers.

Complete the sentences with the correct form (past simple or past
continuous) of the verbs in brackets.
1 Our company. Was .les.i.r.\g.. (fose) money at an alarming rate but then in 2010

basically the same product.



..................... (work) for Clairval Cosmetics. While she..................... (tour)

New Zealand, she ..................... (develop) an interest in Maori culture. She
..................... (take) samples of some of the plants used in their rituals because
| (believe) they could be used in some of her company’s products.

“ Put the lines of the message in the correct order.

Giving
_information
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_a8)  lwanttotake our 1S Spanishvisitors
b)  asthey are leaving early on Monday morning.
€ of ‘the Spanish version of the ca!’gjqaueL

@)  Please find out the following for me:
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_f) __ tothe Exhibition of Inventions on Suaday

E Write a reply to the message in exercise A, based on the following
information.

{ International Exhibition of Inventions,
New Techniques and Products

I
Dates: 15t-5th May

Place: Palexpo, Geneva
Opening hours:
Wednesday-Saturday: 10 a.m. to 7 p.m.
l Sunday: 10 a.m. to 6 p.m.
Admission charges:
] Adults: Fr12.00
| Children under the age of 15: Fr8.00
’ Groups of 10 or more persons: FrB8.00 per person
| Tickets ovailable ot the doors of the exhibition.
' Official catalogue:

' Contains a description of all the inventions (available

|
E
! Geneva, Palexpo 1si-5th May

in French, German and English): Fr25.00
. Hotel reservation:
| Central Tourist Office

PO. Box 1649 - CH - 1244 Genéve |

Tel: 004122 908 73 24
Fax: 004122 908 73 25

Please contact your nearest travel agent for special rates.
Quote the name of the event and the code IDS 39K.




 Message

You work for a large insurance company which always has a lot of
confidential documents to destroy. At the Exhibition of Inventions you saw
a new type of shredder. Write an e-mail (75-85 words) to your Head of
Department, including:
¢ details about the machine

- shreds paper and cardboard
- fully automatic
— fitted with energy-saving device
- very quiet
¢ why you think it would be a good idea to buy this machine
* where your Head of Department might get further information.

Editing ) Read this text about Jeff Bezos, the founder of Amazon.
In seven of the lines 1~10 there is one extra word which does not fit. Three lines,
however, are correct.
If a line is correct, put a tick (v) in the space provided.
If there is an extra word in the line, write that word in the space provided.

Jell Bezos was just 31 when he launched Amazon.com in 1995, The road to 1 cvia '/ ........
success was long and hard but his company later it became the intemet’s biggest y JEanRen it
retailer, with the revenues of almost $2bn and a customer base of over 10 million. 3
To his fans, Bezos is a visionary, a retail revolutionary in the tradition of Richard B SUREESEGIES
Sears, whose mail-order business was changed American shopping in the late 5 ovesspsiieisecesenss
19th and early 20th centuries. ‘He saw the future in a concrete way before they 6 i
anyone else did’, says Brad Silverberg, co-founder of a Seartle-based and venrure e S
capital irm. "He has done more than anyone else never in the world to change

people’s buying habits. People go 10 the web and buy stuff because of Jeff 9
Bezos, He created a household word - that's for an amazing accomplishment.” To {1 D ST

many. Bezos will always remain the man who taught the world to shop online




i B Careers

u Choose the best word (a, b or ¢) to complete each space in the advert.

Lambrois 303
Your careers guidance service

If you don’t have a career .. .,Paﬂ“ ...." in mind or if you are tired of your old nine-to-five .................... ?
and want to make a career —_—— ...y you can just call us on the telephone number below to find

out how we can help you.
We will work with you to understand what is really important to you. For example, are you more

|

‘ interested in idkan * a lot of money or in having the opportunity to ........... .. the
career ladder?
Our experienced counsellors will also review your existing skills, experienceand...................."  to help
guide you into a role that will be right for you. They may also askyouto ............... ./ a psychometric

| testto help them to understand what areasof ....... civeei.... M suit you best. Maybe you are thinking of a

| job in finance but are you really good with ; *2? Or a positionin ... ., 07 resources but

do you really enjoy dealing with people and their needs?

Don't delay, call us today on: 020 72489894.

1 a) ladder b)i;;a(_?x ¢) opportunity
2 a) work b) job ¢) employee

3 a) move b) training ¢) break

4 a) doing b) earning ¢) taking

5 a) climb b) follow ¢) eamn

6 a) diplomas b) levels ¢) qualifications
7 a) give b) make ¢) do

8 a) employment b) progress ¢) job

9 a) figures b) counts ¢) maths

10 a) personnel b) staff ¢) human

B Complete each sentence with the correct form of an item from the box.

! to-invelve- tobein charge todeal tolook tqrpgk_ewreitobetgsponsit_)_lsﬁ]

1 Lev Migachov works in research and development, His job ... invelves
developing new products and new ideas.
2 Suzana Lonza is the receptionist. She ... ... . after visitors and

takes messages.

3 Nadine Deschamps works for HR, She ., ..... with staff problems, as well as
with recruitment and training.

4 Linda Eriksen is our Quality Control Inspector. She ..................... for monitoring our
products and trying to improve their quality.

5 Jose Manzano is our Security Officer. He..................... that our staff and premises

are protected against crime.
6 Hans Reiter is our new Maintenance Engineer. He checks all our equipment regularly

and T of all repairs.



Requests

Past abilities

Complete the phrases from exercise B with the words that come

immediately after them.

1 tobeincharge ......... .O.f ........ 4 tomakesure  ......cccciieeennn.
2 todeall @ oiciiiaeaaans 5 toberesponsible .....................
3 MOM00K:  eeeecasssaressisens

Complete the interviewer's questions from a job interview with words
from the box.

| contact let moving send sharing start werking |

Would you mind..... Werking _ at weekends?

1

2 Couldyou.....ccooovvvnnaannn. us have your previous employer’s details?
3 Wouldyoumind...........c......... our appointment to Monday?

4 Couldyou.........cvevvvnnnnns in two weeks' time?

5 Couldyou......c.cevvvevnnnnn us as soon as possible?

6 Wouldyoumind..........cooevvenn. an office with three other people?

7 Couldyou.........ccvvvuenrnnn us a copy of your certificates?

Match the interviewee’s answers to the interviewer’s questions in
exercise A.

a) Not at all, as long as it's in the morning.

b) Certainly. I'm free to start as soon as you like.

¢) Yes. I'll let you know my decision by Friday, if that’s all right.
d) Sure. I'll put copies in the post straightaway.

e) That's fine, as long as we all have enough workspace.

f) How often would that be?

g) Well, in fact they're included in my CV.

LLTTTT ™

Study the examples. Then complete the dialogues below with could or
was able to.
¢ could (general ability)
A: CanyouuseaPC?
B: Yes, | can. In fact, | could use a PC when | was 10!
* was able to (one occasion)
A: So were you late for the interview?
No. Sue gave me a lift, so | was able to get there in time.
What foreign languages can you speak?
speak Italian quite fluently when | was a child but I've forgotten

-
> ®

alot.

What was your greatest achievement in your previous job?

Well, I, reorganise the Sales Department in a month.
What did you like best about your previous job?

My boss really trusted me sol.......ccccevnvanns use my own initiative.

So you worked in Turkey three years ago. Could you give us some details?
Certainly. As a matter of fact, | ..................... win a very big contract.

So how did the interview go?

Fine, 1 think. 1..........c..o..oe.... answer all the questions!

R
AR ol A e



Curriculum
vitae

Complete Antonia’s CV with the headings from the box.

Achievements Address E-mail Experience Interests Personal details
Profile Qualifications Referees Special skills Telephone

Curriculum Vitae
Antonia Sophia Mehditash

Rua Humberto Madeira 23, P - 3004-520,
Coimbra, Portugal

+351 239 856 207
a.s.mehditash@netvisao.pt

An Assistant Marketing Director in a medium-sized company, Orey Tours, seeking a
more challenging position with more responsibility. Able to work on own initiative to

tight deadlines.

* Contributed to the development of a successful sales strategy
* Coordinated the work of the sales, marketing and advertising personnel
e Designed Excel spreadsheets for sales records

* Negotiating contracts with foreign and domestic airlines

* Working as part of a team

¢ Proficient user of MS Windows, MS Excel, Adobe InDesign, Dreamweaver, JavaScript

2005 - date
July — Sept 2004

Date of birth:
Driving licence:

Ana Luisa Santos

Professor of Economics
Avenida do Brasil 27

P~ 1600 Lisboa

Tel: +351 17220893
Email: alsantos@netcabo.pt

Assistant Marketing Director (Orey Tours, Coimbra)
Work placement at Portugélia Airlines (London office)

MBA at Brentford College (UK / Distance course)
BA in Economics at the University of Coimbra

6th June 1979
Full, clean

Ms Celia Gutlerner

Director MBA Programmes
Brentford College

27 Burrard Street

Brentford TW9 0AK

Email; Gutlerner@BCMBA.ac.uk




Applying for
‘ ajob

B Which heading in the CV in exercise A would you put each of these
items under?
1 2001: IELTS Certificate (Academic) - Overall Band 8 ... Qualifications ..
2 Designed Orey's website
3 Excellent conversational Spanish and some French ... A S PP L
4 | also enjoy helping other people design their websites. ............ocooiiiviiiiiiiiiiannn.
5

Also an excellent team WOTKEL. e aaees

This draft letter of application is not appropriate. Rewrite it using some
of the expressions from the Useful language box. Make any other
necessary changes.

Hello

I saw your ad in our local paper last week, so I want to
apply for the job of Communications Assistant. I know
I am the person you're looking for. I just got various

A levels from school and all my friends say they love
chatting with me. So write soon and tell me if you want
to know more about me.

Regards

Dear Sir or Madam, Please let me know if there are any other details
With reference to your advertisement in ... you need.
1 would like to apply for the position of ... | enclose a copy of my CV.
| feel | am well qualified for the position because ... A full CV is attached.
| would be happy to give you more details and can be | look forward to hearing from you.
contacted at any time, Yours faithfully,

Editing u Read the text about how to prepare for a job interview.

In each line 1-6 there is one wrong word.
For each line, underline the wrong word in the text and write the correct word in the

space provided.

Before you go fora job interview, make sure that you do your

homework. Find out as much as vou could about the company,  CRNDRNN (- | T
about its history, about what it does, how many people it employ. 2 e
and so on. During the interview. try to keeping to the point. Give F: NS
complete answers but do not talk for longer then necessary & oI
Finally, remember that you can ask the interviewer question, This L S,

will show that you are really interested for the opportunity. (PR T TR PAARRaAS



BEM  Selling

Use the clues to complete the crossword puzzle.

Across

S e O is something you buy cheaply or for less than the usual price. (7)

6 Amoney-back................ .....1s a promise to return the money paid for a product or
service if the customer is not satisfied. (9)

7 Ifthe goods you require areoutof.................... , they are not available. (5)

8 Ifyoubuygoodsin..................... , you buy large amounts of them. (4)

9 Always.....................the small print before you sign a sales contract. (4)

12 Yourcreditcard..................... are the name, number and expiry date on your credit
card. (7)

A A ccivinsiassisisas is a person or company that sells goods in large quantities to

businesses. (10)

Down

7 SR YHC—— is a company or a person that sells goods to members of the public, (8)

. XS ....1s a formal word meaning buy. (8)

G TO oo, means to give someone their money back (e.g. because they are
not satisfied with what they have bought). (6)

5 T0.....................means to send goods to a place. (8)

10 AN is a request by a customer for goods or services. (5)

A is a large area where there are lots of shops, usually a covered

area where cars cannot go. (4)
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