
abbreviations
business  94
email  77–8

advertising  20, 21
agenda setting  52–3
anecdotes  67

balance sheets  27–8
brand associations  20
budgets  26, 27
business documents  16–17
business letters  76–7

careers
career plans  10
career stages  9
What’s your background?  9–10

collocations  85, 90–1, 92–3, 95–6
the company

company plans  14
company policy  20, 70
describing your company  11
logos  12
organigrams  11–12
SWOT analysis  12–13

complaints  17–18
conditional sentences  104
correct yourself  104
costs  26
countries and nationalities  102–3
coursebooks

cover it up  107–8
gapfill  106–7, 108
role play  109
tapescripts  109
useful language  105–6

cover it up  107–8
crises  52
cultural awareness

controversy  35
dos and don’ts  38–9
flight to Rubovia  37–8
iceberg or onion?  35–7

culture: research  34

dates: pronunciation  23
days of the week  69
decimals  23
demotivation  19
dictation  79, 80, 101
dictionary search  95–6
diplomatic language  50–1
disagreeing  49
discussions

flowcharts  47–8
topics  47

e-commerce  31
email

abbreviations  77–8
addresses  43
chain letters  75
follow-up email  74
quick responses  74
reformulating letters  76–7
tips  73
topics  75–6
writing effective emails  73

English loan words  97
entrepreneurs  22
ethics  20
excuses  70

fact or fiction?  72
figures

finding in text  86
pronunciation  23

finance  see money and finance
financial markets  29
financial statements  27–8
flight to Rubovia  37–8
fractions  23

gapping techniques  106–7, 108
getting to know you  68, 72
grammar

conditional sentences  104
correct yourself  104
countries and nationalities  102–3
dictogloss  101–2
English → L1 → English  102
expanding sentences  100–1
gapfill  106–7, 108
listening exercises  100, 101–2
modal verbs  103
putting back the grammar  99–100

graphs  23–4
‘green’ issues  20

hot seat  94–5
hotel reservations by telephone  42–3

If it was up to me . . .  104
in my office . . .  103
information

checking and clarifying  48
finding in text  85

information technology: IT and me  30; see also
Internet

Internet
culture research  34
discussing  31
e-commerce  31
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favourite websites  31
news  31–2, 101
translation tools  32–3

interview experience  7–8
interview questions  8
investment strategies  28–9

jobs
dream job  6–7
interview experience  7–8
interview questions  8
job skills  4
perks and drags  5–6
responsibilities  6
What would your boss say?  7
What’s your job?  5

jumbled sentences  80–2

key phrases  105–6

L1
English loan words  97
interference problems  102
menus  66
pronunciation differences  89

lateness excuses  70
letters  76–7
lexical dominoes  92–3
lexical expressions  83
listening

dictating news headlines  80
email addresses  43
jumbled sentences  80–2
lexical expressions  83
note-taking  80
phone numbers  43
reconstructing text  82, 101
summarising  82–3, 86

logos  12

magazine pictures  21
management

collocations  90–1
company policy  20, 70
demotivation  19
entrepreneurs  22
ethics  20
tips  19

marketing
advertising  20, 21
brand associations  20
collocations  92–3
lexical dominoes  92–3
sales consultants  21–2

meetings
arranging by phone  41–2
chairperson’s role  46–7
checking and clarifying information  48
crisis problem solving  52
diplomatic language  50–1
disagreeing  49
discussion flowchart  47–8
making and responding to suggestions  51
opening the meeting  46–7
performance feedback  61
setting the agenda  52–3
small talk  62

memos  78–9
menus  66
metaphors  98
modal verbs  103
money and finance

budgets  26, 27
costs  26
describing trends  23–6
financial plans  27
financial statements  27–8
investment portfolios  28–9
saying figures  23
spending, wasting, saving  26
tracking shares  29

motivation  19

nationalities and countries  102–3
needs analysis  3
negotiation

diplomatic language  50–1
disagreeing  49
issues  54
making and responding to suggestions  51
performance feedback  61
preparing for negotiation  53
problem solving  52
small talk  62
techniques  54

news
dictating headlines  80
figures  86
finding key information  86
websites  31–2, 101

note-taking  80
numbers

finding in text  86
pronunciation  23

office procedures  103
organigrams  11–12

Pelmanism  25–6
performance feedback  61
perks and drags  5–6
persuasion  56
phone numbers  43
phonological chunking  87–8
presentations

best I ever heard  61
issues  60
lexical dominoes  93
mini-presentations  55, 71
performance feedback  61
persuasion  56
sales presentations  56
signpost language  57–9
structure  56–7
techniques  59–60, 61

problems
problem solving  52
suggestions  51

products
brand associations  20
business documents  16–17
complaints  17–18
ethics  20
product profiles  15–16

Index
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products (cont.)
USPs  16

profit and loss accounts  27–8
projects, discussing  71
pronunciation

dates  23
figures  23
phonological chunking  87–8
problem sounds  89
stress patterns  88–9

question formation
fact or fiction?  72
‘Wh’ questions  68

reading
finding key information  86
questioning the text  85
response to a text  84
summarising  86
vocabulary  85

report writing  79
restaurants  66
role play  109

sales
collocations  91
consultants  21–2
presentations  56

sentences
conditional  104
sequencing  80–2
structure  100–1

services
business documents  16–17
complaints  17–18
USPs  16

share markets  29
small businesses  22
small talk  62
social English

follow-up questions  63
menus  66
small talk  62
standard exchanges  64–5
survival situations  65–6
telling anecdotes  67
topics  63

speaking
current projects  71
days of the week  69
fact or fiction?  72
getting to know you  68, 72
I’ll never forget  72
lateness excuses  70
question formation  68, 72
role play  109
things in common  68
time management  69–70
‘Wh’ questions  68
working day  69–70

spelling alphabet  44
stress patterns  88–9
suggestions: making and responding to  51
summarising  82–3, 86
survival situations  65–6
SWOT analysis  12–13

taking a message  40–1
tapescripts  109
telephoning

arranging a meeting  41–2
clarifying spelling  44
hotel reservations  42–3
key phrases  105–6
noisy conversations  45
phone numbers  43
small talk  62
swapping email addresses  43
taking a message  40–1

time management
spending, wasting, saving  26
working day  69–70

translation: online resources  32–3

USPs  16

vocabulary
business abbreviations  94
business metaphors  98
business topics  90, 92, 96–7
categorising  96–7
collocations  85, 90–1, 92–3, 95–6
devowelled words  92
dictionary search  95–6
dictogloss  101–2
English loan words  97
gapfill  106–7, 108
hot seat  94–5
job skills  4
lexical dominoes  92–3
Pelmanism  25
responding to lesson  98
reviewing  92–3, 94–7, 98, 109
tapescripts  109
What’s the difference?  90

websites  31; see also Internet
‘Wh’ questions  68
What would your boss say?  7
What’s your background?  9–10
What’s your job?  5
work experiences, discussing  72
working day  69–70
writing

dictation  79
emails  73–8
memos  78–9
reports  79

years: pronunciation  23
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