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10| Communication

“There is only one rule for being a good talker - learn to listen.’
Christopher Darlington Morley (1890-1957), US writer and journalist
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| . - .
STARTING UP How do you communicate? Do this quiz, then compare your answers with

a partner.
How many mobile When was the last How many people do you
phones do you have? time you ... speak to face to face each
a) none a) sent an e-mail? day when you are working/
b) one b) sent an SMS message? studying?
) two or more c) sent a fax? a) fewer than five
! d) wrote a letter (on paper)? b) between five and 10
| How long do you spend c) more than 10
online each day? How often do you check
a) less than two hours o your work e-mails when How important are gestures
b) between two and four hours you are on holiday? (hand movements, etc.) for
| c) more than four hours a) every day you when communicating?
b) every few days a) not important
How many e-mails or c) never b) quite important
text (SMS) messages c) very important
do you send each day? o How often do you use
' How many do you receive? Skype or conference When you communicate,
| a) fewer than 10 calling? do you prefer to ...
‘ b) between 10 and 25 a) every day a) meet people face to face?
c) more than 25 b) once a week b) speak on the phone?
c) more than once a week ¢) send e-mails
d) never d) send SMS messages?

926













UNIT10 »» COMMUNICATION

I’m a fan of Facebook, but not of video calls

by Ingrid Lunden

Vittorio Colao, the CEO of Vodafone,
has four phones and never switches
them off. He loves Facebook, too,
but only for friends — not for
business networking.

Mobile technology is making a
big difference to how people work.

With smartphones and the right
mobile applications, companies will
be able to organise meetings and
team working anywhere.

Mr Colao says that he always
carries two or three mobile phones
with him. “Right now, I have a Black-
Berry, an iPhone and a Samsung
360,” he says. “I use the BlackBerry
for business e-mail and to swap SMS
messages with colleagues. I use the
Samsung for social contact and to
access Facebook.”

Mr Colao sees differences in the
ways other executives use mobile
technology. “It depends on the

culture and age. In southern Europe,
every executive carries a mobile
and uses it all the time. Northern
Europeans are more disciplined.
They only use mobiles when they
need to.”

He is less enthusiastic about video
calling: “I'm not a fan and I don’t
know many people of my age who
are. I don’t want to see people when
I talk on the phone. Maybe it’s
because, when I'm on the phone,
I like to take notes.” He is more
positive about conference calling.
“Conference calls are useful,
especially for keeping up to date on
projects.”

He only uses one social network:
Facebook. “I don’t have time to
use others. I have 98 friends there —
but they are real friends.” He uses
Facebook to send messages and to
see what friends are doing.

Read the article again and answer these questions.

1
2

How many mobile phones does Mr Colao have?
What does he use these phones for?
a) BlackBerry b) Samsung 360

According to Mr Colao, do executives use their mobiles more in northern
or southern Europe?

Why doesn’t he like video calling?
How does he use these communication technologies?

a) conference calling b) Facebook

] Find words in the article with these meanings.

1

2
3
4

to exchange (paragraph 3)
to get into (paragraph 3)
behaving in a controlled way (paragraph 4)

someone who likes something very much (paragraph 5)

E Work in pairs. Ask and answer questions about your use of communication
technology.

Do you use il
What do you use it for?

What other equipment would be useful?

How similar is Mr Colao’s use of this technology to yours?









Blakelock
Engineering Asmumismm

Background

Blakelock Engineering is losing money. To cut costs and improve profits, it is going
to reduce its employees by 100. This represents about 10 per cent of the workforce.
There are two important decisions to make:

1 who will leave the company;

2 how to communicate with two groups: the staff and the company’s shareholders.

#) cD2.36. Listen to a company director talking to the Head of Human Resources.
Note down the three ways they could use to decide who leaves the company.
Are there any other ways they could consider?

= T T AR
Arrangements for a meeting

Helen Dawson joined Blakelock six months ago. She works in the design
department. Like many staff, she is very worried about losing her job. She calls
the Head of Human Resources to arrange a meeting with him. She wants to find
out if the company will ask her to leave. The Head of Human Resources does not
want to meet her at this time. The management has not yet decided who will have

to leave the company. He makes excuses for not meeting her.

Casestudy oS

Work in pairs. Role-play their conversation.

Work in pairs. You are directors of the
company.

1 Discuss the various ways of choosing
who will leave the company. What are the
advantages and disadvantages of each
way? Which way is the best?

- - Decide on the best way to communicate
' your decision to a) the staff, and b)
the shareholders. Say who should
communicate your decision.

Compare your solutions with another pair.

Work as one group. Discuss how the
company can help the employees who will
be leaving Blakelock Engineering.

e R S e s
Writing

You are the Managing Director of Blakelock Engineering. Write an
e-mail to all the staff, announcing a meeting to discuss the present
situation of the company. Give the date, time and place of the meeting.
Mention that all the directors will attend. Say that you will talk about
the company’s plans for improving profits.

=> Writing file page 126

103




1 Cultures

| ‘Idislike feeling at home when | am abroad.’
| George Bernard Shaw (1856-1950), Irish playwright

UNIT 48

-
OVERVIEW 5
VOCABULARY \B <
Company cultures A
LISTENING

=

|‘ Cultural mistakes
| LANGUAGE FOCUS 1
" should/shouldn’t

| READING
[

Cultural differences
LANGUAGE FOCUS 2
could/would

- R .

| Identifying
problems and
agreeing action
CASE STUDY

The wind of change

Imagine you are visiting a country for the first time to do business.
Complete the tips below using the words from the box on the left.

icards clothes date

| customs food gifts 2 Always take............ in US dollars.
hours language

leaders money

1 Find out about the most popular spert in the country.

Find out about the normal working ............ ;
Be careful how you write the ............ ;
Find out about the most important............ and festivals.
Learn to speak a little of the local............ :
Try some of the............ before you go.
Wear formal............ ’
Translate your business............ into the local language.
10 Take some............ for your hosts which are typical of your own country.

11 Learn something about the most famous business............ and celebrities.

Which of the tips in Exercise A do you think are: a) very useful?
b) useful? c) not useful?

Why? Compare your ideas with a partner.

Add some other tips for visitors to your country.












UNIT 11 »» CULTURES

Cultural
differences

¥¥ Do you agree with these statements?

All meetings should have fixed start and finishing times.

Being on time is equally important in all situations.

It’s more important to learn about the culture of the country you do business
with than to learn the language.

There’s no point having a detailed plan before you start a project. Things always

change, and you need to be very flexible.

B As you read the article below, think about this question.

What are two main causes of cultural misunderstanding between Brazil and China?

Lessons in
cultural
difference

by Samantha Pearson

Itis 9.05 a.m. and a group of Chinese
businessmen are outside a hotel
conference room in Sdo Paulo,
waiting for their Brazilian hosts. The
seminar was scheduled to start five
minutes ago, but, like many meetings
in Brazil, it did not start on time.
The Brazilians arrive, complaining
loudly about the morning’s traffic
and go immediately to breakfast.
Cultural differences between the two
countries become clear.

In 2009, China replaced the US
as Brazil's biggest trading partner. As

5

a result, Brazilian companies are
keen to understand the Chinese
better and find the best way to do
business together.

For companies already working
with China, getting to know the cul-
ture is a priority. At Chinbra, Sao
Paulo’s biggest Chinese language
school, students, who mainly work in
the import business, take evening
classes in Mandarin. About half the
lesson is about cultural issues. They
ask questions such as “Should I give
my business card with two hands?”
and “What presents should I give —
something Brazilian?”.

Some business deals fail because
of small things like a misunderstood
e-mail. “In addition to language
problems, there is also a lack of
cultural understanding between
the two countries,” says Charles
Tang, president of the Brazil-China
Chamber of Commerce.

One big issue is timing. For

successful deals with the Chinese,
it is important to be on time for
meetings and to meet deadlines.
Another issue is planning. In Brazil,
because of high inflation during the
1980s and early 1990s and many
failed plans, long-term planning was
not a priority. Today, many compa-
nies still prefer to plan as they go
along and fix problems when they
happen. The Chinese are completely
different. They like to plan everything
in advance and in detail.

Decide whether these statements about the article are true (T) or false (F).
Correct the false ones.

1

2
3
4
5

Brazil’s biggest trading partner today is the US. F (It’s now China.)

At Chinbra, students spend most of the time learning Mandarin.

Charles Tang thinks deals go wrong mainly because of language problems.

For the Chinese, being on time is very important.

Brazilians don’t give a lot of importance to planning.

Work in pairs. Read the situation at the beginning of the article again

(paragraph 1) and discuss these questions.
1 What happened?

2 How do you think both sides felt about the situation?

3 For the next meeting with the Chinese, what could the Brazilians do differently?









The wind of chcmge

A manager wants to bring in new ideas and change the company culture
Background

Kate Maskie is the new General Manager in an overseas branch of Far Eastern Traders, an_internatibnal'
clothing company. She wants to bring the best new ideas from head office to the overseas branch.

| 'Kate wants: Overseas branch culture now
all staff to use first names. ) Staff use family names. .
all staff to élress casually at work. - .étaﬁ dress formally at all times.
to introduce a system of flexible working-hours, Workin;‘.) hours are fixed (9.00 a.m. to 5.00 p.m.).
to keep al[_meetings_to_SU minutes only. There are many long{ formal meetings.
to introduce ht_)t—deskingqtie_(;pe_n—man office. Most staff have their own  space in the open- plan office.
.;Topen-door' pdlicy. so staff can see a manager Staff need an appomtment to see any manager. h
at any time.

* ‘Hot-desking’ is a s,_'ystem_where you do not have your own desk in the office, but use any desk that is fréé-.

#) CD2.45 Listen to Kate Maskie as she talks 1 Why does Kate want to change the culture

to Stuart Adams, her manager at head office, in the branch office? £
about the problems. Discuss these questions. 2

What problem will she face?

3 What will Kate do at the meeting?

R e e L e i e e e e i

Kate and Stuart meet some of the senior staff to discuss the ideas for a new company culture,
Work in groups of four and choose a role.

Kate Maskie: Turn to page 139, Stuart Adams: Turn to page 140.
Director of Human Resources: Turn to page 141. Finance Director: Turn to page 144.

Look at your role cards and prepare for the meeting.

Meet and discuss Kate’s ideas. Decide what you will change and what you will keep the same.

: U
FAR EASTERN TRADERS
Subject: New ideas from head office  Date:
Participants:
Agenda item Decision |Reason Action Name

1 Staff to use first names

2 Staff to dress casually on Fridays only




12 !Jobs

‘All jobs are easy to the person who doesn’t have to do them.’
Holt’s Law

OVERVIEW

Skills and abilities

LANGUAGE FocuUs 1
Present perfect
LISTENING

My idealjob

READING
Professional

networking sites 0

LANGUAGE FOCUS 2 LGN
Past simple and '
present perfect

SKILLS

Interview skills

CASE STUDY

n Look at these jobs. Who do you think should get the highest salary?
Put the jobs in order, highest salary first.

* lawyer ® postal worker * doctor

® nurse e firefighter * banker

* professional footballer e teacher ® architect

e accountant ® advertising executive ® sales assistant
* fashion model s air-traffic controller * farmer

B Which jobs have the highest/lowest salaries in your country?
Compare your ideas with a partner.

Which of the following would you like (v) or not like (X) in a job?

1 alot of telephone work 7 using English at work

2 writing lots of reports 8 sharing an office

3 working with the same people 9 casual dress

4 working with a lot of different people 10 a lot of targets and deadlines
5 waorking on your own 11 travelling to other countries
6 working flexible hours (including weekends) 12 a uniform

m Which is more important to you, a high salary or a job you enjoy? Why?



UNIT 12 »» JOBS

VOCABULARY ﬂ Complete the first part of the advertisement below with the verbs from
Skills and the box. Use the words in brackets to help you.
abilities ‘ cope with develop improve increase tead setup train |

KARADA MODE PLC
EUROPEAN MANAGER €95K + CAR

Are you the person we are looking for?

THE ROLE

We are looking for a talented person for this position. In this exciting job, you will need to:

] cComplete the second part of the advertisement with the verbs from the box.

|dealwith manage motivate organise plan ]

THE PERSON %

In your present job, you:

Describe your role in your present or a past job. Use the verbs from
Exercises A and B.

See the DVD-ROM In my presentjob, I lead a team of three.

for the i-Glossary.

In my last)job, I trained staff to use the new IT system.
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UNIT 12 =~ JOBS

LANGUAGE FOCUS 2 s We use the past simple to talk about completed actions that happened in the past.
Past simple In 1990, | worked in Mexico City for a year. (I now work in another place.)
and present | changed my job last year.
perfect » We use the present perfect to talk about actions that began in the past and

continue into the present.
He has worked in Berlin since 2006. (He still works there.)
I’ve lived in Mexico City for the last two years. (I still live there.)

page 156

u Read this profile about Martin Reed’s career. Choose the past simple
or the present perfect form of the verbs to complete it.

| think | had / have had ' an interesting career.

| studied / have studied * at Oxford University
from 1997 to 2000. Then | applied / have applied*
for jobs abroad. | worked / have worked * in Hong
Kong for three years, and then | came / have
come ® to Japan in January 2004. | have been /
was ® here for more than eight years and | still
love it. I'll never go back to the UK.

it

During my career, | did / have done " a number

of different jobs, too. | sold / have sold ® computer
software in Hong Kong. | taught / have taught °
English for my first year in Japan. Since then,

| ran/ have run '° my own training company.

It is very successful.

E Tick (v)) the expressions below that you can use to complete this sentence.

Mr Kato has been very busy ...

this week for the last two weeks
last week yesterday

since Monday today

last month recently

two weeks ago

Work in pairs. Take turns to talk about:
¢ jobs you've had in your career
® projects you've worked on recently

* places you've visited in the last three years.

A: Tell me about the jobs you’ve had in your career.

B: T've had two jobs. When I was at university, I did a placement in an
advertising agency. Then, after my degree, I got a job as a marketing
assistant in Paris.
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Nelson & Harper Inc.

An international business wants to
recruit the best staff for its expansion

Background

Nelson & Harper Inc. is a multinational company with a i office in Philadelphia, US.

It provides consumer products in the areas of beauty, health and household care. It sells its
praducts globally. In the next five years, it plans to increase its factories and sales offices all
over the world. To do this, it needs to hire staff and train them for future management positions.

Job opportunities with Nelson & Harper Inc.
at head office and overseas

Nelson & Harper is recruiting candidates internationally in these parts of the company:

¢ Business administration * Finance and accounting
e Research and development *  Markefing

® Sales ® Human resources

e Purchasing *  Manufacturing

If you decided to apply for a job at Nelson & Harper, which area(s) would interest you?
Discuss your choice(s) with a partner.

e T Y RO R TR AN, TERET T

#) CD2.51 Listen to a director of Nelson & Harper. He is talking to the company’s Vice-
President of Human Resources. They are discussing the requirements for people who
apply for a job with the company. Make notes under these headings:

* Personal qualities e Skills and abilities
® Experience * |nterests

1 Work in pairs.
Student A: Turn to page 133.
Student B: Turn to page 142.

Read your role card and prepare for the
interview.

Hold the interview.

Interviewers: discuss the candidates.
What were their strengths and weaknesses?
Candidates: discuss the interviews. Which
questions were easy or difficult to answer?

Writing
Write a letter to the successful candidate. Give the
name of the position, the starting date, the salary

and number of days of annual leave. Add any other
information that will be useful.

Writing file page 128




"
Ll
o
=)
a
=
v}
0
n
(@)
o
v}
<
9
=
¥
o
o
3

4 Team working

o In small groups, discuss these

questions.

1 Do you prefer to work on your own or
with others?

2 Describe a good and bad personal
experience of working in a team.

Work in groups. In which of these
countries do you think people prefer
to usually work a) in groups? b) on
their own?

China Denmark Finland Greece
Indonesia Italy Japan Malaysia
Norway Portugal Singapore
South Korea Spain Sweden

¢) cp2.52 An expert in cultural
communication is talking about
attitudes to team working in different
cultures. Listen to the first part of
her talk and decide whether these
statements are true (T) or false (F).
Correct the false ones.

1 The speaker mentions Indonesia, Japan,
South Korea, Malaysia, China, Denmark,
Sweden and Norway.

2 Asian cultures usually like working
towards individual targets.

3 You need to spend a lot of time on
team-building activities with
Asian teams.

4 The individual is not as
important as the group
in Asian teams.

5 Strong disagreement
should be avoided.

¢) cp2.53 Listen to the second part of

the talk and answer these questions.

1 Which two groups does the speaker
divide Europe into?

2 Which countries does the speaker
mention in each group?

3 What sort of leaders do southern
European teams need?

4 In northern Europe, how do team
members like to work?

5 How is Finland different to other
Scandinavian countries?

@ n pairs, do Exercise B again.

@ n pairs, write a short summary of the

attitudes to team working in Asian,
northern European and southern
European countries for a colleague
who missed the talk.

A Japanese advertising agency
wants to increase its number
of international clients. Three
months ago, it hired two
British staff. However, business
is bad, and now the company
can only keep one person.
Read about the two people on
page 121. In groups, discuss
the strengths and weaknesses
of each person. Decide who the
company should keep.




Name:

Martha Saunders

Age: 32

Education:

Degree in economics and

management, Oxford

University

Experience: _ ™

10 years in advertising s & >

wifh a Japanese company

Comments from other team members:

. Gets on well with everyone and has a good
sense of humour.
Spends a lot of time on building personal
relationships with team members.
Is sometimes not available for evening client
entertainment.
Does not prepare a lot for meetings and does
not like writing detailed reports.
Always patient at meetings and consults with
everyone.
Very popular with all Japanese team members,
as she always puts the team first.

WORKING ACROSS CULTURES »> TEAM WORKING

Name:
5 Rose

Age: 36

Education:
Degree in management

Experience;
se /ears in

rertising with one

sh and two Japanese
companies
Comments from other
team members:

» Very hard-working — works long hours
preparing detailed reports.
Very good at reporting and informing
all team members.
Likes to get agreement before formal
meetings.
Thinks meetings take too lo
impatient.
Often tells jokes at formal meetings —
some team members do not like this.
Good at interacting with British clients

and was able to win a big contract with
a British company.



















Telephone messages

WRITING FILE

For a telephone message,

write down only the important
information. Use note form.
Make sure you write the correct
telephone number of the caller.
Include your name as well.

Product launch plans

- Telephone message

To: Danny Randall Name of caller: Brett Sinclair

Date: 7th April Time: 10.15 a.m.

Message: Meeﬁnﬂ place with Adriana changed from _
Grappa’s to Café Continental. Be there at9p.m. |

Action: Call back if problems on 01699 720 7743

Signed: Frank Churchill

A plan can be written in list form
with bullet points to make it
easy to follow.

Use headings to group your
ideas together.

Use will to say what your plans
for the future are.

Lists

Product launch - ‘Flashy’ trainers
Slogan
® The slogan for the product will be ‘Your feet will fly’.

Advertising

® We will have 30-second TV ads in prime-time slots, starting on 25th May.
® There will be large posters on city-centre billboards.

® We will book full-page ads in sports/health magazines.

Endorsement

* We will offer Matt Hawkins, world-class sprinter and holder of the current
world record, sponsorship in return for product endorsement.

Special events

® We will hold a champagne launch at the Olympic stadium (with the staff
all wearing ‘Flashy’ trainers).

® There will be a “Flashy’ tour bus to go round schools.

® We will organise a competition linked to the London Marathon, with pairs
of ‘Flashy’ trainers as prizes.

Make sure your list has a clear
title.

Give the points a number and a
deadline if possible.

Write your list with short notes,
not sentences.

Team-building activities for new project

By Done
1 Organise kick-off meeting and dinner in hotel 3/3 v
2 Weekend skiing trip 15/3 v
3 Two-day team-building seminar 2-3/4

4 Move team members to same office away
from headquarters 714

5 Every team member should have project team partner  7/4
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WRITING FILE

Action minutes

|
Subject: New office equipment
The headings should look like Date: 19th April 201-
this. Make sure you note who e Participants: JS, KG, EdeG, CBM, DG
o o Agenda item Decision | Reason Action
1 Change computer | Agreed | Present supplier | CBM to check
supplier too expensive | companies by 15/5
2 New chairs Agreed | Staff have back JS to buy by 15/5
Note each item, the decision, problems i
the reason and who has to take » | 3 Take out walls Not ' Difficult to work; | None
the next step. agreed | too much noise
| from colleagues
4 Install coffee bar | Agreed Improve DG to check costs
on 6th floor | communication by 15/5
: . > | and atmosphere ?
It is a good idea to give a ' -

deadline for each action item. T ———— —

Letters . ,é%m %

62 Wardour Street » London WC1

Start
When you know the name of Ms Jing Peng
the reader: 36 Hersham Road
Dear Mr/Mrs/Ms Peng glton-on—Thames
) urrey
When you don’t know the name KT13JR 3rd May 201—

of the reader:
Dear Sir/Madam

¢ Dear Ms Peng

Re: Job application

For a formal letter, it is a good
idea to put the topic of the

l—a H .
letter as a heading. We are pleased to inform you that you have been successful in

your application for the position of Secretary to the Managing
Director at Tilly's Trinkets.

| Use the pronoun we when As agreed in the interview, we would like you to start on
writing for your company. 1st October in our Wardour Street office. Your starting salary will
This is more formal than /. be £20,000 per annum. You can take 20 days’ annual leave.

Please sign and return a copy of the enclosed contract to
confirm acceptance of this offer. We look forward to hearing
End from you soon.

When you know the name of the -
reader: » Yours sincerely

Yours sincerely /, /Caf 2A 9,4/5,@’5

When you don’t know the name
of the reader: Karen Gilbert
Yours faithfully HR Manager

; - Enc. Contract
Sign the letter with your first Ce: Elaine de Groove

and second names above your ? Managing Director
typed name and position.

Common abbreviations

Re: regarding (about)

Enc. documents are enclosed with the letter

Cc: copies (the names of the people who receive a copy of the letter)




WRITING FILE

Short product descriptions

Short product descriptions are
often found in catalogues.

——e

Technical product descriptions
are normally written in bullet
points.

The text focuses on technical
details that are important for
the reader.

GVC home movie system
* Digital miniDV camcorder with nylon carrier and 60-minute cassette
* 6.4 cm LCD colour monitor

® 700x digital zoom and digital colour night scope for colour pictures in
the dark

* Long-play function and digital picture stabiliser

Product descriptions for
cosmetic products focus more
on colour, smell or taste, and
how you will feel when you use
the product.

Bianca toothpaste

Wake up with Bianca! Bianca toothpaste is made of a
refreshing mixture of peppermint and eucalyptus, leaving
your mouth clean, fresh and ready to start the day.

Short company profiles

Short company profiles
are often found in publicity
material.

They tell the customer what
your company does.

[

They should be short, easy to
read and interesting.

Make sure the customer can
see why your company is the
best for him/her.

Use bullet points to highlight
the main points.

Basle Banking Services

Our mission

Basle Banking Services (BBS) is the main provider of solutions in the market
for business-to-business financial services. We want to be the number-one
partner for your business.

QOur services
BBS offers a wide range of services, including sales and investment financing,
fund management and insurance.

Benefits for our customers
With our customers, we want to create growth. To do this, we:
* connect industry and technology know-how with the financial markets;

* offer new financial products and solutions, which we develop together with
our customers;

» give fast and friendly support.
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ER to be; a/an; wh- questions

to be
Form

+ I’'m (= am) a student.
He’s/She’s/It’s (= is) from Poland.
You're/We're/They're (= are) at work.

- I'm not (= am not) American.
He/She/lt isn’t (= is not) or here.
He’s/She’s/It’s not Chinese.
You/We/They aren’t (= are not) or lawyers.
You’re/We're/They're not

? Am | late?

Is he/she/it at the office?
Are you/we/they tired?
Questions with to be
* We put the form of the verb to be at the beginning.
Am | early? Is it here?
Is he a manager? Are you Spanish?
e We do not use the short form of the verb in answers.

Are you a consultant? Yes, lam. (NOT ¥es;+#m.)

Is she married? Yes, she is. (NOT ¥es;she’s.)

Are they OK? Yes, they are. (NOT Yes;theyre.)

a/an

1 a/an with singular nouns

* We use a before words beginning with a consonant sound (for example ¢, p, ¥, /).
acity a European a picture a problem a university

* We use an before words beginning with a vowel sound (for example a, e).
an address ananswer  anhour  aninterest an office

2 a/an with jobs
We use a/an with jobs.

He’s a designer.  (NOT He's-designer.)
She’s an architect. (NOT She's-architeet.)

3 We don’t use a/an with plural nouns.

wh- questions
What ’s your job?
are their names?
Who ’s your boss?
are they?
Where ’s my case?
the files?




GRAMMAR REFERENCE

Present simple; adverbs and expressions of frequency

Present simple
Form
+ 1/You/We/They work.
He/She/It works.
- I/You/We/They don’t work.
He/She/It doesn’t work.
? Do |/you/we/they work?
Does he/she/it work?
Uses

We use the present simple:
* to talk about habits and work routines.

| get up early in the morning.
She works from home.
They go to work by train.

o to talk about facts and things that are generally true.
They have offices in Seoul.

It rains a lot in Manchester.
She earns a high salary.
e with verbs that describe permanent states.
| like meeting people.
She has three children.

I think he lives in a flat.
| know his boss very well.
* with adverbs and expressions of frequency.
She always wears blue.
He usually/generally takes work home at the weekend.
They often go home early on Fridays.
| sometimes play tennis with a colleague.
Do you ever go to the theatre?
| never go to the theatre.

Adverbs and expressions of frequency

1 Adverbs of frequency usually go before the main verb, but after the verb to be.
| sometimes make phone calls to the USA.
My boss is usually friendly.
We don’t generally stay up late.
2 For emphasis, usually, generally, often and sometimes can go at the beginning of a sentence.

Sometimes, | don’t like my job.
Generally, we take clients out to a good restaurant.

3 Expressions of frequency can go at the beginning or the end of a sentence, but not in the middle.

Once a year, we have a sales conference.

We have a sales conference once a year.

(NOT We-have-once-a-yeara-satesconference.)
Does he play golf every Saturday?

(NOT Boes-he-everySaturday-play-got?)



B Present simple: negatives and questions; have; some and any

Present simple: negatives and questions
Points to remember

1 In questions, the -5 is on the auxiliary verb, not the main verb.
Does he drink coffee? (NOT Bees-he-drinks—coffee?)
2 Wedo not use the full verb in a short answer.
‘Do you like meeting customers?’ ‘Yes, | do.” (NOT Yes;Hike.)
3 Spelling rules
» For he, she and it, we add -s with most verbs.

She comes from Brazil.
The job pays a good salary.

¢ When the verb ends with a consonant + y, the ending becomes -ies.

He often flies to Amsterdam.

e When the verb ends in -ch, -sh, -s, -ss, -x or -z, the ending becomes -es.
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He finishes every day at six.
She faxes the invoice to us.
have
Form
+ I/You/We/They have a German car.
He/She/lt has a CD player.
- 1/You/We/They haven’t (= have not) / don’t (= do not) have the time,
He/She/It hasn’t (= has not) / doesn’t (= does not) have a good printer.
? Do I/you/we/they have a ticket?
Does he/she/it have a reference number?
Uses
* We use have/has to indicate possession.
She has a fast car.

e We also use have/has to talk about plans.

1 have a meeting this Tuesday, but I'm free on Wednesday.
* In British English, we use have got in the same way.

He’s got a job interview next week.

Some and any

s Some and any are used with plural nouns when the quantity is not specified.

e |fthe sentence is positive, we use some.
There are some deliveries due in today.

* Ifthe sentence is negative, we use any.
There aren’t any deliveries due in today.

s |fthe sentence is a question, we use any.
Are there any deliveries due in today?
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can/can’t; there is [ there are

can/can’t

Form
+ 1/You/He/She/It/We/They can go.
- I/You/He/She/lt/We/They can’t (= cannot) go.
? Can I/you/he/she/it/we/they go?

Remember: can stays the same with he, she and it. (NOT He-eansgo.)

Short answers
Yes, you can.
No, | can’t.

Uses

We use can to talk about ability.
He can write computer programs.

She can fly a helicopter.
e We use can to ask for permission.
Can | make a phone call, please? Yes, go ahead.
Can we park in this space? Sorry, you can’t park here. It’s reserved.
* We use can to talk about what is possible.
Can you come next Thursday? Sorry, I'm-afraid | have another appointment.
Can we put another desk in here? No, the room’s too small.
¢ We do not use fo after can.
(NOT She-eanto-ride-amoterbike.)
there is / there are
Uses

We use there is (not) a + singular rioun to say that something exists or doesn’t exist.

There’s a coffee machine on the second floor.

There isn’t a swimming pool in this hotel.

With plural nouns, we use there are with some in positive statements, and
there are not with any in negative sentences.

There are some people in the room.
There aren’t any flights on Sundays.

We use is there [ are there + a/any to ask a question.

Is there a message for me?
Is there any baggage?
Are there any good nightclubs in the city?



B some/any; countable and uncountable nouns

some/any
Form
Plural countable nouns Uncountable nouns
+ We need some machines. We need some equipment.
- There aren’t any restaurants. There isn’t any food.
? Would you like some carrots? Would you like some spaghetti?
Do you have any coins? Do you have any money?
Uses
® We use some to make an offer when we think the answer will be ‘yes’.
Would you like some tea? Yes, | would.
Can | offer you some coffee? Yes, please.
* We use any to make an offer when we don’t know the answer.
Do you want any coffee? No, thank you.

Countable and uncountable nouns

1

Countable nouns include individual things, people and places and have a plural.

a computer some computers
a secretary two secretaries
a restaurant good restaurants

We do not use a/an with uncountable nouns. They do not have a plural.

It’s difficult to find good staff. (NOT a-goed-staff)
I don’t often use public transport. (NOT pubtic-transports)

many, much and a lot of

1

We can use many or a lot of in positive statements.

| have many English customers.
I’ve got a lot of English customers.
Many is more formal than a lot of.

We do not normally use much in positive statements.
They've got a lot of money. (NOT much-meney)
We use many with plural countable nouns in questions and negative sentences.

Do you have many visitors?
There aren’t many vegetarian restaurants.

We use much with uncountable nouns in questions and negative sentences.
Do you do much advertising?
I don’t have much time.

We use a lot of in positive and negative sentences and questions with both plural
countable and uncountable nouns.

| have a lot of baggage. I have a lot of bags.
We don’t have a lot of time. We don’t have a lot of books.
Do you have a lot of money? Do you have a lot of American clients?
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ﬂ Past simple; past time references

Past simple
Form

1 Regular verbs

Verb Ending Example

Ends in a consonant (e.g. work) +-ed | worked at home yesterday.
Ends in -e (e.g. decide) +-d He decided to take a taxi.
Ends in a consonant + y (e.g. study) change -y to -ied She studied law at university.
Ends with a consonant + vowel + double the final They stopped smoking two
consonant (e.g. stop) consonant + -ed years ago.

But if the final consonant is in an unstressed syllable, we do not double it (e.g. develop — developed;
market — marketed).

2 Irregular verbs
Many frequently used verbs are irregular.
buy-bought  cost - cost know — knew make — made
meet —met put —put send —sent write — wrote
(See the list of irregular verbs, page 157.)

Uses
We use the past simple to talk about a:
¢ completed single action in the past.

He met her at the sales conference.
We gave them a lot of money.

® past state that is now finished.

I lived in Italy in 1999.
We had an agent in Asia at that time.

® repeated action in the past.

We went to the beach every day.
| always wrote to him in English.

Past time references

1 We use the past simple with expressions that refer to a definite moment or period in the past.

+month in April
: + year in 2002
m + decade in the 1990s
+ century in the 20th century
on + day/date on Monday 2nd February

He first set up in business in 1999.
The 1960s were relatively prosperous.
We signed the contract on 3rd April 2003.

2 Other expressions

We had a meeting last Friday.
| visited the factory yesterday.
He left the firm five years ago. (= five years between now and the moment he left)
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| Past simple: negatives and questions; question forms

Past simple: negative statements
We use did not /didn’t + infinitive without to to make negative statements about the past.

Form
i =
I went by train. | didn’t go by train.
She saw you. She didn’t see you.
They had a very good time. They didn’t have a very good time.

Past simple: questions
We make questions about the past with did/didn’t + subject + infinitive without to.
Did you check the figures? Did they have a good time? Didn’t Paul tell you?

Question forms
Questions with fo be
To make questions with the verb to be, we put the subject after the verb.

Was he at the meeting?
Were there any messages for me?
Were they pleased?

Questions with a modal verb
To make questions with a modal verb, we put the subject after the verb.

Can | see you now?
Would you like a coffee?

Question words: what, where, when, why and how
We put question words at the beginning of the sentence before a form of do, be, a modal or an auxiliary.

Question word | Form of do, be, Subject
modal or auxiliary
| prepared some invoices. What did you do yesterday?
She went to Beijing, Where did she go?
They learned about it on Friday. When did they learn about it?
She needs a holiday. Why does she need a holiday?
She gets on very well with her How does she gef on with her
colleagues. colleagues?
It cost a lot of money. How much did the machine | cost?
| see my suppliers once a month. How often do you see your
suppliers?
I can do it next week. When can you do it?
He was happy. Why was he happy?

Be careful not to use two past forms in the same sentence.
Where did you stay? (NOT Where-dit-yotrstayed?)
Be careful with the word order. (NOT Where-did-stay-yett?)
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H Comparatives and superlatives; much / a lot, a little | a bit

Comparatives and superlatives
Form

Comparative adjectives are forms like older, more expensive.

Superlative adjectives are forms like the oldest, the most expensive.

For the majority of one-syllable adjectives, add -er, -est.

cheap — cheaper — the cheapest

For one-syllable adjectives ending in -, add -7, -st.

late — later — the latest

For short adjectives ending in one vowel + one consonant, double the consonant.

big — bigger > the biggest
hot — hotter — the hottest

BUT don’t double w.

new — newer — the newest

For adjectives ending in consonant + -y, change y to /.
easy — easier — the easiest

healthy — healthier - the healthiest

Some adjectives are irregular.

good — better — the best
bad — worse — the worst
far — further - the furthest (or far ~ farther — the farthest)

Uses

1

When we compare two things, we use the comparative + than.

France is bigger than Belgium.
| think a Porsche is less expensive than a Rolls Royce. (NOT that)

When we compare three or more things, we use the superlative.

December is the busiest month in all our stores.
Our products are not just good — they're the best in the world.

much | a lot, a little [ a bit

We can use a lot / a bit (especially in conversation) or much / a little (more formal) before comparatives.

For large differences, we use much / a lot.

We have a much lower margin on computers than on software.
Our new range is a lot more successful than the previous one.

For small differences, we use a little [ a bit.

This time he seemed a little more interested than last time.
Our prices are a bit higher than theirs.
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n Present continuous; present simple or present continuous

Present continuous
Form

+ I'm
He’s/She’s/it’s waiting.
You’re/We’re/They’re

= I’'m not
He/She/lt isn’t working.
You/We/They aren’t

? Am |
Is he/she/it coming?
Are you/we/they

Short answers

Yes, | am. No, I’'m not.
Yes, he/she/it is. No, he/she/it isn’t.
Yes, you/we/they are, No, you/we/they aren’t.

Spelling rules

Maost verbs add -ing.

She’s talking to a client.

For verbs ending in -e, take away e and add -ing.

He’s making some caoffee.

For verbs ending in consonant + vowel + consonant, double the final consonant and add -ing.

Is anyone sitting here?

But we do not double the final consonant if it is in an unstressed syllable (e.g. developing, marketing).

Uses

We use the present continuous:

to talk about actions in progress at the time of speaking.

I’'m using the photocopier at the moment.
Not now, I’'m talking to a customer.

for actions that are not necessarily in progress at the time of speaking, but have not finished.

I'm still writing that report.
We're trying to enter new markets.

for temporary situations.
We're staying at the Hilton for the next few days.

Present simple or present continuous

We use the present simple to describe permanent situations which will not change.
| work in Paris.

We also use the present simple to talk about habits.

| normally drive to work.

We use the present continuous to describe temporary situations — situations which happen
for a short time.

I'm walking to work this week.
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Talking about future plans; will

Forms

We can use the present continuous, going to and will to talk about the future.

+ I’'m
He's/She’s/It’s flying to New York on Friday.
You're/We’re/They’re
- I’'m not
He/She/Itisn’t planning any budget cuts this year.
You/We/They aren’t
? Am |
Is he/she/it organising the office party?
Are you/we/they
+ I'm
He’s/She’s/It’s going to be there tomarrow.
You're/We're/They're
- I'm not
He/She/lt isn’t going to do that tomorrow.
You/We/They aren’t
? Am |
Is he/she/it going to leave tomorrow?
Are you/we/they
3 I/You/He/She/It/We/They will try.
- I/You/He/She/It/We/They won’t (= will not) work.
? will I/you/he/she/it/we/they go?
Uses
1 We use the present continuous to talk about things we have already arranged for the future.
I’'m meeting Mr Righetti next Thursday.
We’re having a staff party on Friday evening.
2 Sometimes we can use either the present continuous or going to.
We’re having a staff party on Friday evening.
We’re going to have a staff party on Friday evening.
3 going to is more suitable for strong intentions and predictions.
I’m going to go to that meeting even if she doesn’t want me to.
We're certain the situation is going to get better.
It’s going to rain.
Compare: It’s raining. (now)
4 We use will to make:
s predictions about things we think are inevitable and will happen without any
arrangement or individual intention.
I think there will be an economic crisis soon.
In the next few years, everyone will be able to access the Internet with their mobile phone.
s offers.
Pll get Mr Schmidt a cup of coffee.
® promises.
Pl give her your regards if | see her.
P’ll have the report on your desk before Friday.
5 The opposite of will is will not or won't.

Don’t worry, | won’t forget.




should/shouldn’t; could/would

should/shouldn’t
Febom =
- 1/You/He/She/It/We/They should e
= |/You/He/She/lt/We/They shouldn’t (= should not)  go.
. Shoulﬂ_ I/you/he/she/it/we/they g0?
Short answers

Yes, !/you/he/she/rt/we/theyshou!d
No, f/you[he/she/;_t/we/thgy shouldn’t.

Uses

.

We use__!éh'auid tb.say-that we think something is the right thing to do.

- We should do more to protect the environment.

_ You should always prepare a presentation in advance.

We use shouldn’t to say something is not the right th:ng to do or to criticise.

She shouldn’t drive if she’s broken her glassas
He shouldn’t interrupt people all the time; rts rude.

- We use should to ask for or give advice.

‘Should | apo!agfse to him?"
‘Yes, | think you should.’

could/would

1

We use could and would to make requests.
Could/Would you open the door !_br.}ne, please?
We use would you like to make offers.

Would you like some coffee?

GRAMMAR REFERENCE

155



GRAMMAR REFERENCE

Present perfect; past simple and present perfect

Form

We form the present perfect with have/has + the past participle of the verb.

We form the past participle of regular verbs by adding -ed (e.g. finished, tried, lived).
Many frequently used verbs have irregular past participles (e.g. been, gone, made, seen).
(See list of irregular verbs, page 157.)

+ I've/You’ve/We've/They’ve been there before.
He’s/She’s/It’s moved.
- I/You/We/They haven’t made an effort.
He/She/It hasn’t gone away.
? Have | /you/we/they had enough time?
Has he/she/it made a mistake?
Short answers
Yes, I/you/we/they have. No, I/you/we/they haven’t.
Yes, he/she/it has. No, he/she/it hasn’t.
Uses

We use the present perfect when we think about the past and present together.
In particular, we use this tense to talk about:

» actions that began in the past and continue in the present.
She’s worked here for years. (She still works here.)
¢ [ife experiences.

He’s had a number of jobs. He’s been a project manager, a financial analyst, and he’s started
his own internet business.

* the present result of a past action.

Past action Present result

completed the report yesterday | /'ve put it on her desk. | She’s reading it now.

advertising campaign last month | Sales have gone up. We're making more money.

Past simple or present perfect?
1 When we first give news, we often use the present perfect. When we give or ask for more details,
we often change to the past simple.

‘I’ve found your file.” ‘Oh great. Where did you find it?
John has gone to Tokyo. He left last night.

2 We use the past simple with expressions of finished time.

I met her last November.
I came here in 2001.

3 We use the present perfect with expressions of time that take us up to the present.

He’s been CEO since the beginning of last year. (He is still CEO.)
So far, we haven’t had any news.

4 \We do not use the present perfect with expressions of finished time.

(NOT t+havereceived-areply-yesterday.)



. Irregular verbs
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Verb Present Past tense | Past Verb Present Past tense | Past
participle participle participle participle

be being was been mean meaning meant meant
become becoming | became become meet meeting met met
begin beginning | began begun pay paying paid paid
break breaking broke broken put putting put put
bring bringing brought brought quit quitting quit quit
build building built built read reading read read
buy buying bought bought run running ran run
catch catching caught caught say saying said said
choose choosing chose chosen see seeing saw seen
come coming came come sell selling sold sold
cost costing cost cost send sending sent sent
cut cutting cut cut set setting set set
deal dealing dealt dealt shake shaking shook shaken
do doing did done show showing showed shown
draw drawing drew drawn shut shutting shut shut
drink drinking drank drunk sleep sleeping slept slept
drive driving drove driven speak speaking spoke spoken
eat eating ate eaten spell spelling spelled or | spelled or
fall falling fell fallen spet Spelt
find finding found found spend spending | spent shant
fly flying flow Hown steal stealing stole stolen
forget forgetting | forgot forgotten swim swimming | swam a il
get getting got got take taking took taken
give giving gave given teach teaching taught taught
g0 going it gone tell telling told told
grow growing grew grown think thinking thought thought
have having e ad under- under_— understood | understood
hear hearing heard heard Stand stan.dmg

wake waking waked or | woken
hold holding held held woke
know knowing knew known wear wearing wore worn
learn learning learned or | learned or win winning won won

learnt learnt = :

write writing wrote written
leave leaving left left
lose losing lost lost
make making made made
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