nit 1
orking with words

ercise 1
3 3e 4h 59 6¢C 7f 84d

ercise 2

charge of 5 work with / deal
responsible for with

consist of 6 deal with / work
specialize in with

usiness communication

xercise 1
this is 6 Really
I'mvery pleased 7 ltwas nice
Nice to meetyou 8 Here’smy
what do you do

Ixercise 2

1 I'm delighted to meetyou

Please call me Greg

Which part of the US are you from
I'm afraid | have to go now

It was very nice to meet you

Do you have a card

| look forward to hearing from you
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Language at work

Exercise 1

2 do you have to 7 does a successful

3 isshe sitting salesperson earn

4 are you working 8 are you doing
on 9 think, belongs

5 does Nadia think 10 have/are having

6 Are you thinking

Exercise 2

2 I'm currently working on plans for a new
shopping centre.

3 | often have lunch with clients

4 She normally leaves at 4.00 on Friday
afternoons.

5 All our customers expect free Wifi
nowadays.

6 | never take work home at the weekend,
even if we're really busy during the
week.

Unit 2

Working with words
Exercise 1

2 core hours 7 public holiday
3 overtime 8 paternity leave
4 home-working 9 unpaid leave
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Exercise 2
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Business communication

Exercise 1

b Can you say that again

¢ Can | have his number

d Is that all lower case -

e Was that GSA or GSI/ Was that GS! or
GSA

f Could you give me that

Exercise 2 \
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Exercise 3

1 gec@hotmail.com

2 004431944010

3 lydia_49@yahoo.dt

4 www.about-me.com/courses_online

Language at work

Exercise 1

1 nicetosee 4 gafraid to leave
2 difficult toknow 5 sad to see

3 importanttobe 6 right to_ask

Exercise 2
1 tochange 6 totake
2 tojoin 7 developing
3 being \ 8 tohelp
4 applying 9 to requalify
§ inviting 10 seeing
Exercise 3
1 arriving 5 interviewing
2 tokeep (to 6 spending

make) 7 tosumup
3 offering 8 totalk
4 to make
Unit 3
Working with words
Exercise 1
2 schedule 5 deadline
3 update 6 teamwork
4 budget \ 7 skills
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Exercise 2
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Exercise 3

1 deadline 5 staff

2 schedule 6 budget
3 allocated 7 update
4 resources

Business communication

-Exercise 1

2 happening with 7 update me

3 help with 8 Sofar

4 where are 9 let's check

5 we're currently 10 let's meet

6 anyone else

Exercise 2

2 We've almost 4 s that
finished something | can

3 iseverythingon 5 and I'm going o
track

Language at work

Exercise 1

1 booked 5 changed

2 Have 6 Did

3 lived 7 hasn'tarrived

4 haventseen 8 l've asked

Exercise 2

2 closed 7 didn't take

3 hasjust 8 haven't
organized improved

4 Have you called 9 Have you ever

5 did she arrive spoken

6 've/have ever 10 have you worked
met

Exercise 3
1 yet 2 just 3 already

Unit 4

Working with words
Exercise 1

2 handy 6 up-to-date

3 accurate 7 time-consuming
4 secure 8 poor quality

5 efficient

Exercise 2

1 Hiring a consultant, helps

2 Having a financial advisor, allows
3 Online banking, makes

4 Flying business class, lets

Business communication

Exercise 1
1 problems 5 allow
2 question 6 seem
3 happens 7 find
4 convinced



