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1
B u ild ing  a 
career

PAGE 10

1.1 The educa tion  business

Reading: What price a degree? 
Discussion: Your degree -  who 
should pay?

1.2 Education and career 

Collocations relating to  education 
and funding 
Action verbs fo r CVs 
Verbs relating to  career stages

1.3 Tense rev iew  

Past, present and future 
tenses
Time markers

2

In fo rm a tio n

PAGE 22

2.1 IT so lu tions 

Reading: The IT fallacy 
Discussion: Attitudes to  IT

2.2 In fo rm a tio n  systems and
com m u n ica tion

Comparisons
Verbs relating to  IT
Expressions fo r giving information

2.3 C om paring  so lu tions 
and g e tt in g  he lp  

Comparatives and superlatives 
Polite requests and responses
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3
Q u a lity

PAGE 36

3.1 W h a t q u a lity  means

Reading: Two kinds o f  quality  
Discussion: 'Taken-for-granted' 
quality, 'enchanting' quality and 
planned obsolescence

3.2 Q ua lity  and standards 

Word-building
Adjectives relating to  quality 
Collocations relating to  quality 
standards

3.3 Passive s tructures and 
have so m e th in g  done  

be + past participle (past, present 
and future tenses; modals) 
have something done

4
Feedback

PAGE 48

4.1 The p ro je c t team  

Reading: Smells like team spirit 
Discussion: Project management 
and team-building

4.2 M anag ing peop le and 
projects

Character descriptions 
Adjectives fo r character types 
Colloquial expressions 
Project management collocations

4.3 Regrets, specu la tion  
and habits

modals + have + past participle 
Third conditional 
used to; be/get used to

PAGES 60-61

5
S elling m ore

PAGE 62

5.1 Social m edia m a rke tin g

Reading: Social marketing doesn't 
have to suck
Discussion: Attitudes to  social 
media marketing

5.2 The m a rke tin g  m ix 

The four Ps, the four Cs, mix 
coherency and mix dynamics 
Marketing techniques 
Marketing collocations

5.3 Q uestions fo r  
persuad ing

Question tags 
Negative questions

6
N ew  business

PAGE 74

6.1 D eve lop ing a business 

Reading: Five simple rules fo r 
building a blockbuster brand 
Discussion: Developing an idea for 
a new business

6.2 Fund ing a s ta rt-up

Types o f funding 
Vocabulary relating to  funding 
Steps in a funding application 
Phrasal verbs

6.3 Future con tinu ou s  
and fu tu re  pe rfec t

w ill be doing  
w ill have done 
w ill have been doing
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7
Financial con tro l

PAGE 88

7.1 A ccountan ts

Reading: Why it's trendy to be a
future accountant
Discussion: Accountancy as a career
choice

.............................

7.2 F inancial docum ents  and 
re g u la tio n

Vocabulary relating to  financial
documents
Accounting terms
Verbs fo r enabling and preventing

7.3 Cause and e ffec t,
ab ility , artic les

ow ing to, stemmed from,
led to, resulted in, etc.
can, could, was/were able to,
managed to, succeeded in, etc.

8
Fair tra d e

PAGE 100

8.1 Fair tra d e  o r free  trade? 

Reading: Why fa ir trade is a bad 
deal
Discussion: Fair trade vs. free trade

8.2 Contracts and co rp o ra te  
eth ics

Collocations w ith  contract 
Expressions used in a contract 
Types of unethical behaviour

8.3 O b lig a tio n  and 
perm ission, inversion 

can, can't, must, mustn't, 
have to, don 't have to,
(not) be allowed to
Using inversion in legal documents

PAGES 112 -11 3

A d d it io n a l m a te ria l p a g e s  114-121 G ram m ar and practice p a g e s  122 -13 7  Recordings p a g e s  138 -14 7  
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Speaking Writing Case study

1.4 In te rv ie w in g : g iv in g  reasons 1.5 Cover le tte rs

Expressions fo r giving reasons Analysis: paragraph function 
Roleplay: a job interview Language focus: dynamic sentences

1.6 M anga lia  Business School

Discussion, reading, listening and 
presentation relating to  a Romanian 
business school

2.4 T e lephon ing  2.5 M em os 

Expressions fo r telephoning Analysis: paragraph order 
Roleplay: telephone situations Language focus: register

2.6 M e te o r Bank

Discussion, reading and listening relating 
to  a Nigerian bank

3.4 D e live ring  p resen ta tions 3.5 Em ailing: q u a lity  p roblem s 

Expressions fo r signposting Analysis: level o f form ality 
Presentation: presenting a product Language focus: formal and informal

expressions

3.6 Zaluski S traw berries 

Discussion, reading, listening and 
presentation relating to  a Polish 
strawberry co-operative

4.4 Coaching 4.5 Reports 

Expressions fo r coaching Analysis: paragraph function 
Roleplay: an interview between a Language focus: linking words and 
manager and an employee expressions

4.6 T ride n t Overseas
Discussion, reading, listening and 
roleplay relating to  a British oil company 
operating in Africa

5.4 D ealing w ith  ob jec tions  5.5 M ailsho ts and sales le tte rs  

Expressions fo r dealing w ith  objections Analysis: paragraph function and content 
Negotiation: selling a study trip  Language focus: the trip ling  technique

5.6 Backchat C om m unications

Discussion, reading, listening and 
negotiation relating to  a South Korean 
mobile phone supplier

6.4 Presentations: ta k in g  questions 6.5 A  com pany p ro file  

Expressions fo r commenting on questions Analysis: structure guidelines 
Presentation: a 60-second talk Language focus: impact collocations

6.6 Angels o r dem ons?

Discussion, reading, listening and 
presentation relating to  pitching an idea 
to  business angels

7.4 C om m unica ting  in m ee tings 7.5 M inu tes 

Expressions fo r communicating in Analysis: presentation and content 
meetings Language focus: action verbs 
Roleplay: a meeting

7.6 Car-Glazer

Discussion, reading and listening relating 
to  a Czech glass replacement company

8.4 N e g o tia tin g  a com prom ise 8.5 Assertive w r it in g

Expressions fo r negotiating a compromise Analysis: adopting the correct tone 
Negotiation: trading commodities Language focus: assertive expressions

8.6 Green Hills C offee

Discussion, reading, listening and 
negotiation relating to  a coffee producer 
and a Guatemalan supplier
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