
PREFACE 

1. LOOKING FOR A JOB? 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A.1.1. Writing Your Covering Letter 

A.1.2. Learn From Experts! 

A.1.3. Writing Your Curriculum Vitae 

A.1.4. Interview: Hurry up and Get Ready for Lots of Impertinent Questions! 

A .2 . ADDIT IONAL VOCABULARY 

A .3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . ARTICLES 

B.2. EXERCISES 

2. DO Y O U KNOW YOUR COMPANY? 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A.l . l . Who do you actually work for? 

A.1.2. Climbing up the career ladder 

A.1.3. Management style 

A.1.4. Size of the Company 

A .2 . ADDIT IONAL VOCABULARY 

A .3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B.l . PREPOSITIONS 

B .3. EXERCISES 

3. CAN Y O U EXPRESS YOURSELF IN THE OFFICE? 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A.l . l . Nice First Day 

A.l.2. Is your job becoming a routine? 

A.l .3. What comes next? Problems! 

A.1.4. Getting Tougher: Criticisms 

A.1.5. Learn To Apologize If You Still Want To Work In This Office 



A .2 . ADDIT IONAL VOCABULARY 

A . 3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . QUESTIONS 

B .2. EXERCISES 

4. ANY IDEA H O W T O MAKE A PHONE CALL AT WORK? 

A. GET TO K N O W AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A. l . l . I Need To Talk To Someone! 

A.l .2. Taking and Leaving Messages 

A. l .3. Expert Advice on Business Phone Calls 

A .2 . ADDIT IONAL VOCABULARY 

A .3 . EXERCISES.. 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . PRESENT PERFECT A N D PAST TENSES 

B.l.l. Past Simple Tense 

B.1.2. Past Continuous Tense 

B.1.3. Present Perfect Simple Tense 

B.1.4. Present Perfect Continuous Tense 

B .2. EXERCISES 

5. WRIT ING BUSINESS CORRESPONDENCE? NEVER W I T H O U T THIS 
BOOK! 

A. GET TO K N O W AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A. l . l . Announce The News! 

A.1.2. Order It! 

A. l .3. Confirm It! 

A.1.4. A Customer Who Doesn't Pay? 

A.l.5. Or Is It Yourself Who Owes Money? 

A . l . ADDIT IONAL VOCABULARY 

A .2 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B. l . PAST PERFECT TENSES 

B.l.l. Past Perfect Simple 

B.1.2. Past Perfect Continuous 

B .2. EXERCISES 



6. H O W WELL CAN Y O U ACT? 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A. l . l . Step by Step 

A. 1.2. Make Your Presentation a Big Success! 

A .2 . ADDITIONAL VOCABULARY 

A.2.1. Presentation - General Vocabulary 

A.2.2. Describing Graphs And Charts 

A .3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . YES M O M , I USED TO S M O K E CIGARETTES W H E N I W A S SIX! 

B .2. EXERCISES 

7. THE WORST MISTAKE Y O U CAN MAKE: SAYING N O T H I N G AT A MEE­
T ING 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A . l . BASIC FACTS 

A.l . l . Mastering Small Talk 

A.l.2. The Meeting's Getting Started! 

A.l.3. You Must Make Your Point Now! 

A.1.4. Congratulations! You Can Fall Asleep! 

A .2 . ADDITIONAL VOCABULARY 

A .3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . MY HEART WAS BROKEN W H E N I HAD MY CAR SCRAPPED! 

B.2. EXERCISES 

8. READING ECONOMIC TEXTS? COULD TAKE Y O U AGES IF Y O U DON'T 
READ O N ! 

A. GET TO KNOW AS M U C H AS YOU CAN ABOUT THE TOPIC! 

A.l . l . Budgeting? What Is that?? 

A.l.2. Are You a Bookkeeper? 

A.l .3. How Much Is Your Pay, Darling? 

A.1.4. A Sad Duty Of Yours: Annual Reports 

A .2 . ADDITIONAL VOCABULARY 

A .3 . EXERCISES 

B. REFRESH YOUR G R A M M A R KNOWLEDGE! 

B . l . FIRST CONDITIONAL 



B .2. S E C O N D C O N D I T I O N A L . 

B .3. THIRD CONDIT IONAL 

B.4. EXERCISES 
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