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POSITIONS
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Chief Accouniant
Computer Programmer
Customer Service clerk
Financial Director
Head of [T

Head of Research and Development
Human Resources Director
Junior Administrative Assistant

ORDINAL NUMBERS

TSt
SECONT oo

WELCOMING VISITORS

COAl
coffee . e,
fght
jacket .

lemon

VERSS

tea

follow

Oreal

introduce

offer e

snplover
first impression

opsarations denartmeant

fitle

Laboratory Technician
Managing Director

Marketing Director
Receptionist

Sales Repraseniative

Senior Administrative Assistant
Telemarketing Representative

teaspoon
umbrella
visttor




| -‘ Grammar Practice

TR i AL NBWEIET 0
fam 'm not Ami..7? Yes, | am. / No, I'm not.
You are You aren't  Are you ... 2 Yes, heis. / No, he isn't.
Hels He isn't she..?  Yes,weare./ No, we aren't.
Sheis She isn't Isshe..? TUEE e emiem Rty
ltis ftisn't Isit..? for descriptions
We are We aren’t Aewe..? © give information
You are You aren't  Areyou .. ? Watch out!
They are They aren't  Arethey .. ? they = people and things
1 Circle the answer that doesn’t belong. 4 Complete the questions.
1. he: a MrRoberts c. aboy T2 ss— Rose from France?
b. Mum D s YOU frOm Spain?
2. we: a youandl c. my friends T they guests?
b. Clta)ure z?di " A ... your name Chad?
3. it a. abreakias c. months "
b. a biscuit 2 ............................................. tﬁ fro;nslr\glar\d. )
4 they: a. aguest . Anna and John s ill and Alice sisters’
b. meatoalls 5 Write the words in the correct order to form
5. she: a sister c. Angela guestions.
b. sandwich 1. you/ are/from /China
6. you: a. your order ¢. Ben andyou #
p. Dad and you ) '
2 g room service operator / you / are
2 Complete the sentences with ait, is or are. ?
2. 7
3, 4. at work / you and your friends / are
VB I e (o) QROR—— 2
5. you/are/London/ in
?

Toni and Cari
162 s DU waiter. 6

R EL

Answer the guestions in Exercise 5. Use short

3 Write the sentences in the negative. Use the answers. Make the answers frue for you.

words in brackeis. 1
1 Heis from France. (England) -
................................................................................. B

2. She s an adult. (chid) 4.

B

4. You are from Turkey. (Japan)

5. ltis a restaurant. (hotel)
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Working with Vocabulary

5

o

Listen and repeat. Then circle the word that
doesn’t belong. <)

1. coat ¢ visitor ¢ jacket

coffee » tea ¢ seat

flight » soda ¢ lemon

sugar ¢ umbrella ¢ teaspoon
water ¢ milk ¢ sweetener

S A

Write the correct word from Exercise 5 under
each picture.

Complete the seniences with the words
below.

lemon - seat  coat - visitor

teaspoon - coffee - soda

1. Some people IKe @ ... of
sugar in their tea.

2. People have always got 8 ...
on a flight. They don’t stand!

3o A hasn’t got an office in the
building.

4. You often wear a ..

. in the wmter
5. ! d hke somethmg cold to drink. I'll have
or

6. People don’t usually drink ...
11 T ;

jacket water

i OF &

5 Listen and repeat the verbs in bold. Then tick
the logical tips. <

Greet visitors by saying “Thank you”.
Welcome visitors in four different
languages.

Offer visitors a drink.
Show visitors your new phone.
5. Take a visitor's umbrella and coat.

6. Ask visitors to follow you to the meeting
room.

Introduce visitors to the people they
want to mest.

= Your Tufi

Follow the flow chart on page 84 and act out

i the conversation.

| Student A: You work for Fairytale Furnishing and
| you are receiving a visitor.

Student B: You are a visitor at Fairytale Cumishsng




| From poge /

v Great Student A and infroduce yoursslf.

[ s B
STUCEBNT A

4: Grast Student B and introcuce yourself.

P

Student B Say that you nave a meeting with the Head of IT
at 9 o'clock.

Srudent A: Say that the Head of [T will arrive shortly. Offer
{0 take Student B's coat / jacket / umbrella,

S

t B Reply to Student As offer.

[P
e
[+ X
)]
o
¥

vt A Offer Student B a seatl and then offer him / her
a drink.

3. Reply to the offer

 Ask Siudent B to foliow you o the second foor.
Then introduce Student B to the Head of IT.




PAIRWORK




1 Read the s-mall Inroducing Jernny and answer the gue:
Tor Al Employees
From Jenny Adams
Subject; Nice to mest you

Heilo everyone,
My name is denny Adarms, and | am the new administrative assistant. I'm
21 years old and I'm originaily from Cornwall. My previcus job was with an
engineering company near London. I'm looking forward to meeting you all
and working with you.
Best wishes,
Jenny

T WO IS TNE G-I TOT s e b
2. WNATIS JBNNY'S DOSIIONT i cntonmsnims s sesmsttstsrt s bbbt

3. Where dogs SNE COMB TTOMT? et s i
4. WWhers has she WOTKEAT .t

ok

et
s kel
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~ WRiTANG 2
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"1 A business card

1 Read the business card and answer the questions.

BLACKS s,

FASHIONS :}\
) Al Thomas Ward
fat;#x)' Monaging Director
\ 7 35 Queen’s Lane, Greendale, Fnglond

LA Ofice tel: 015578 9754110
// Mobile: 077 5864 82223

E-mail: tward@blacks.uknet.co.uk

~

Whose business card is this?

What is his position?

What is his phone number at work?

P =

Where is his office?

2 Write a business card. . *






