
Content_________________________________________________________________ 115

Job...............................................................................................................................................3
PART 1: THE LABOUR MARKET....................................................................................3
PART 2: RECRUITMENT....................................................................................................4
PART 3: APPLYING FOR A JOB........................................................................................8
GRAMMAR REVISION - TENSES................................................................................... 16
VOCABULARY................................................................................................................... 19

Economics................................................................................................................................21
PART 1: ECONOMICS AS A SCIENCE............................................................................21
VOCABULARY...................................................................................................................22
PART 2: MICROECONOMICS AND MACROECONOMICS......................................... 24
VOCABULARY...................................................................................................................25
PART 3: TOOLS OF ECONOMIC ANALYSES................................................................26
VOCABULARY...................................................................................................................27
GRAMMAR REVISION - FUTURE TENSES....................................................................28

Presenting facts and figures...............................................................................................31
Numbers and graphs..............................................................................................................31

VOCABULARY...................................................................................................................35
GRAMMAR REVISION......................................................................................................43

Market and government......................................................................................................49
PART 1: MARKET...............................................................................................................49
PART 2: ROLE OF GOVERNMENT IN THE MARKET ENVIRONMENT.................... 49
VOCABULARY...................................................................................................................51
PART 3 : FREE -MARKET SYSTEM................................................................................53
VOCABULARY...................................................................................................................54
GRAMMAR REVISION......................................................................................................57

Communication in organization..........................................................................................59
PART 1: REPORT................................................................................................................59
PART 2: MEMORANDUM (MEMO).................................................................................63
PART 3: PRESENTATION..................................................................................................69
PART 4: MEETING..............................................................................................................73
VOCABULARY...................................................................................................................78

Business correspondence.....................................................................................................79
PART 1: LAYOUT...............................................................................................................80
PART 2: ENQUIRY..............................................................................................................83
PART3: OFFER...................................................................................................................85
PART 4: ORDER..................................................................................................................89
PART 5: DELIVERY (and INVOICES)........................................................................... 91
PART 6: COMPLAINTS..................................................................................................... 94
VOCABULARY................................................................................................................. 100

Telephoning.......................................................................................................................... 101
PART 1: IN GENERAL......................................................................................................101
PART 2: BUSINESS CALLING...........................................................................  107
PART3: MESSAGES.........................................................................................................110
GRAMMAR REVISION - GERUND, PARTICIPLE.......................................................112
VOCABULARY.................................................................................................................113

Bibliography.........................................................................................................................114


