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for students for teachers

Course	Book	
with	DVD-ROM
The key course component, 
comprising 12 units, four Working 
across cultures sections and four 
Revision units.

Teacher’s	Resource	Book	
with	Test	Master	CD-ROM
Includes step-by-step lesson 
notes and a photocopiable 
Resource bank of further 
practice exercises.

DVD-ROM	
Included with the Course Book, 
the DVD-ROM includes the 
i-Glossary, extra self-study 
exercises, Course Book audio and 
scripts, interview videos and Case 
study commentaries and Grammar 
references.

Test	Master	CD-ROM
Included with the Teacher’s 
Resource Book, this CD-ROM 
contains digital, customisable 
versions of the Test File tests, 
the audio for these tests and 
12 further unit tests.

Vocabulary	Trainer	
www.marketleader.vocabtrainer.net
A personalised, interactive online 
tool which allows students to 
practise using target language 
from the Course Book in a variety 
of ways.

Test	File	
Six photocopiable tests including 
four Progress tests linked closely 
to the Course Book, an Entry test 
and an Exit test.

Practice	File	
A self-study workbook which 
provides extra practice for 
vocabulary, grammar and writing 
from every unit. Also includes 
activities to improve pronunciation 
and fl uency through day-to-day 
functional English.

Active	Teach	
The digital version of the Course 
Book, with interactive activities 
and accompanying audiovisual 
resources for use in class with 
interactive whiteboards or on a 
computer.

Business	Grammar	
and	Usage
Provides clear explanations and 
targeted practice to strengthen 
any weak points your students 
may have.

Subscription	website	
www.market-leader.net
A source of information and 
extra resources for teachers 
to supplement their lessons, 
including exclusive FT content-
based lessons.

   Course components
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Market Leader is an extensive business English course 
designed to bring the real world of international 
business into the language-teaching classroom. It has 
been developed in association with the Financial Times, 
one of the world’s leading sources of professional 
information, to ensure the maximum range and 
authenticity of international business content.

1	 Course	aims
In addition to new authentic reading texts and listening 
material, the Third Edition features a number of exciting 
new resources: 

• specially filmed interviews with business 
practitioners for each unit 

• Case study commentaries on DVD-ROM, with expert 
views on each case 

• Working across cultures – regular input and tasks to 
develop students’ intercultural awareness and skills 

• four Revision units, one after every three main units 

• an interactive i-Glossary on DVD-ROM 

• additional photocopiable tasks in this Teacher’s 
Resource Book 

• Active Teach software to deliver the course digitally, 
through an interactive whiteboard or computer. 

This course is intended for use either by students 
preparing for a career in business or by those already 
working who want to improve their English communication 
skills. Market Leader combines some of the most 
stimulating recent ideas from the world of business with a 
strongly task-based approach. Role plays and case studies 
are regular features of each unit. Throughout the course, 
students are encouraged to use their own experience and 
opinions in order to maximise involvement and learning. 

2	 The	main	course	components	
Course	Book
This provides the main part of the teaching material, 
divided into 12 topic-based units. The topics have been 
chosen following research among teachers to establish 
which are the areas of widest possible interest to the 
majority of their students. The Course Book provides 
input in reading, speaking and listening, with guidance 
for writing tasks, too. Every unit contains vocabulary- 
development activities and a rapid review of essential 
grammar. There is a regular focus on key business 
functions, and each unit ends with a motivating case 
study to allow students to practise language they have 
worked on during the unit. For more details on the 
Course Book units, see Overview of a Course Book unit. 
After every three units is a spread called Working across 
cultures. Here, students are introduced to key intercultural 
concepts, developing their awareness and skills in order 
to function effectively in international business situations. 
There are also four Revision units in the Course Book that 
revise and consolidate the work done in the main units 
and culture spreads. 

Audio	and	DVD-ROM	materials	
All the listening material from the Course Book is 
available on the audio CD. A number of these tracks 
provide students with exposure to non-native English 
accents which they may find challenging to understand, 
but which will help them build confidence in their own 
speaking. All of the audio files are also provided in fully 
downloadable MP3 format on the DVD-ROM, allowing 
transfer to personal computers and portable audio 
players. The DVD-ROM is an integral part of the course. 
All 12 interviews from the Course Book can be viewed on 
the DVD-ROM, with the option of subtitles, depending on 
the user’s preference. The interviews are accompanied 
by 12 video commentaries on the Case studies, delivered 
by experienced business consultants. The interviews 
(which form the main listening focus of each unit) and 
commentaries provide an opportunity for students to 
get expert perspectives on the latest business practice 
through English. None of the videos are scripted and, 
as such, expose students to authentic examples of 
natural speech. In addition, the DVD-ROM provides the 
students with interactive, self-study practice activities. 
These allow them to revisit problem areas and reinforce 
work done in class in their own time. The activities 
provide further listening practice, opportunities for task 
repetition and instant, personalised feedback. 

The DVD-ROM also includes the i-Glossary, an interactive 
mini-dictionary which provides definitions and 
pronunciation of all the key vocabulary from the Course 
Book and which encourages further self-study. 

Vocabulary	Trainer
This is an online, self-study tool that lets students take 
control of their own learning. Once students have created a 
personal account, the Vocabulary Trainer tests them on the 
meaning, spelling, collocation and use of vocabulary learned 
in class. Their development is automatically recorded so 
they can chart their own progress outside the classroom. 

Practice	File	
This gives extra practice in the areas of grammar 
and vocabulary, together with a complete syllabus in 
business writing. In each unit, students work with text 
models and useful language, then do a writing task to 
consolidate the learning. Additionally, the Practice File 
provides regular self-study pronunciation work (with an 
audio CD and exercises).

Teacher’s	Resource	Book
This book provides teachers with an overview of the 
whole course, together with detailed teaching notes, 
background briefings on business content, the Text bank 
and the Resource bank.

The Text bank provides two extra FT reading texts per 
unit, followed up with comprehension and vocabulary 
exercises. The Resource bank provides photocopiable 
worksheet-based communication activities linked to 
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particular sections of the Course Book units: 

• Listening bank: extra activities based on each Course 
Book Listening interview 

• Speaking bank: extra activities based on each Skills 
section 

• Writing bank: a model answer to the Course Book 
Writing task, together with an additional writing exercise 

Test	File
Six photocopiable tests are available to teachers and 
course planners to monitor students’ progress during the 
course. There is an Entry test, four Progress tests, which 
test both skills and language knowledge, and an Exit test, 
which reviews the work done throughout the course. 

Test	Master	CD-ROM
Included in the Teacher’s Resource Book, the Test Master 
CD-ROM is a useful assessment resource to accompany the 
course. It includes digital, editable versions of the Test File 
tests, enabling valid, tailored assessment. It also contains the 
accompanying audio files and a further 12 unit tests. Full 
keys and audio scripts are also provided to make marking 
the tests as straightforward as possible. 

Market Leader	Active	Teach
The Active Teach software provides digital access to a 
range of course components via an interactive whiteboard 
or computer. Components include the Course Book, video 
and audio with printable scripts, interactive activities 
based on the Course Book content, editable tests, the 
Teacher’s Resource Book and the phonetic chart. It also 
includes the Writing file, which provides good models 
for product writing, and Help videos to make using 
the software as easy as possible. Using Active Teach 
facilitates student engagement and enables clear giving of 
instructions and valuable feedback. It is also ideal for use 
on a laptop in one-to-one classes. 

3	 Overview	of	a	Course	Book	unit
Listening	and	discussion
Students have the opportunity to think about the unit 
topic and to exchange ideas and opinions with each other 
and with the teacher. There is a variety of stimulating 
activities, such as listening to short extracts, expressing 
personal preferences and answering questions. 
Throughout, students are encouraged to draw upon their 
life and business experience.

The authentic listening texts are based on interviews 
with businesspeople and experts in their field. Students 
develop listening skills such as prediction, listening for 
specific information, ordering facts, note-taking and 
correcting summaries.

Essential vocabulary related to the listening topic is 
presented and practised in each of these sections, 
through a variety of creative and engaging exercises. 
Students learn new words, phrases and collocations, 
and are given tasks which help to activate the vocabulary 
they already know or have just learned. There is further 
vocabulary practice in the Practice File. 

There are a number of discussion activities throughout 
the book. Their purpose is to activate students’ world 
knowledge, improve their fluency in English and provide 
them with opportunities to respond to the content of the 
recordings and texts.

Reading	and	language
Students read interesting and relevant authentic texts 
from the Financial Times and other business sources. They 
develop their reading skills through a variety of tasks, such 
as matching headings and text, ordering items, completing 
summaries and pairwork information exchange. They also 
practise useful business lexis from the texts. 

The texts provide a context for the language work and 
discussion in this section. The language work develops 
students’ awareness of common problem areas at 
advanced level. The focus is on accuracy and knowledge 
of key areas of grammar, text cohesion and idioms. In 
some units, more than one language area is presented, 
and there are extra practice exercises in the Language 
reference section at the end of the Course Book.

Business	skills
This section helps students to develop their spoken 
and written communication skills in the key business 
areas, such as presentations, meetings, negotiations, 
telephoning, problem-solving, social English, business 
correspondence and report writing.

Each section contains a Useful language box, which provides 
students with the support and phrases they need to carry 
out the business tasks in the regular role-play activities. 
The Writing file at the end of the Course Book also provides 
students with useful model texts and writing guidelines.

Case	study
Each unit ends with a case study linked to the unit’s 
business topic. The case studies are based on realistic 
business problems or situations and are designed to 
motivate and actively engage students. They use the 
language and communication skills which they have 
acquired while working through the unit. Typically, 
students will be involved in discussing business problems 
and recommending solutions through active group work.

All of the case studies have been developed and tested 
with students in class and are designed to be easy to 
present and use. No special knowledge or extra materials 
are required. For teaching tips on making the best use of 
the case studies, see Case studies that work on page 5.

Each case study ends with a realistic writing task. These 
tasks reflect the real world of business correspondence 
and will also help those students preparing for business 
English exams. Models of writing text types are given in 
the Writing file at the end of the Course Book.

4	 Using	the	course	
Accessibility	for	teachers	
Less-experienced teachers can sometimes find teaching 
business English a daunting experience. Market Leader 
sets out to provide the maximum support for teachers. 
The Business brief section at the beginning of each unit 
in the Teacher’s Resource Book gives an overview of 
the business topic, covering key terms (given in bold, 
and which can be checked in the Longman Dictionary of 
Business English) and suggesting a list of titles for further 
reading and information.

Authenticity	of	content	
One of the principles of the course is that students 
should deal with as much authentic content as their 
language level allows. Authentic reading and listening 
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texts are motivating for students and bring the real world 
of business into the classroom, increasing students’ 
knowledge of business practice and concepts. Due to its 
international coverage, the Financial Times has been a 
rich source of text, video and business information for 
the course. The case studies present realistic business 
situations and problems, and the communication activities 
based on them – group discussions, simulations and role 
plays – serve to enhance the authenticity of the course.

Flexibility	of	use
An essential requirement of business English materials 
is that they cater for the wide range of needs which 
students have, including different areas of interest and 
specialisation, different skills needs and varying amounts 
of time available to study. Market Leader offers teachers 
and course planners a unique range of flexible materials 
to help meet these needs. There are suggestions in 
this book on how to use the unit material extensively 
or intensively, with fast-track routes through the units 
focusing mainly on speaking and listening skills. The 
lesson notes include suggestions on extending the 
classwork through the DVD-ROM and photocopiable 
materials in the Text bank and Resource bank sections 
of this book. In addition, this book gives suggestions on 
how to extend the course using components including 
the Practice File, the Business Grammar and Usage book, 
and the Market Leader specialist series, which develops 
vocabulary and reading skills (see Extending the course). 

5	 	Case	studies	that	work	
The following teaching tips will help when using case studies: 
1  Involve all the students at every stage of the class. 

Encourage everyone to participate.
2  Draw on the students’ knowledge of business and the 

world.
3  Be very careful how you present the case study at the 

beginning. Make sure your instructions are clear and 
that the task is understood. (See individual units in 
the Teacher’s Resource Book for detailed suggestions 
on introducing the case study.)

4  Ensure that all students have understood the case and 
the key vocabulary.

5  Encourage the students to use the language and 
business skills they have acquired in the rest of the 
unit. A short review of the key language will help.

6  Focus on communication and fluency during the case-
study activities. Language errors can be dealt with at 
the end. Make a record of important errors and give 
students feedback at the end in a sympathetic and 
constructive way.

7  If the activity is developing slowly or you have a group 
of students who are a little reticent, you could intervene 
by asking questions or making helpful suggestions.

8  Allow students to reach their own conclusions. Many 
students expect there to be a correct answer. You can 
give your own opinion, but should stress that there 
usually is no single ‘right’ answer.

9  Encourage creative and imaginative solutions to the 
problems expressed.

10  Encourage students to use people-management skills, 
such as working in teams, leading teams, delegating 
and interacting effectively with each other.

11  Allocate sufficient time for the major tasks such as 
negotiating. At the same time, do not allow activities 
to drag on too long. You want the students to have 
enough time to perform the task, and yet the lesson 
needs to have pace.

12  Students should identify the key issues of the case 
and discuss all the options before reaching a decision.

13  Encourage students to actively listen to each other. 
This is essential for both language practice and 
effective teamwork!

6	 Extending	the	course	
Some students will require more input or practice in 
certain areas, either in terms of subject matter or skills, 
than is provided in the Course Book. In order to meet their 
needs, Market Leader provides a wide range of optional 
extra materials and components to choose from. 

Business Grammar and Usage	New	Edition
For students needing more work on their grammar, this 
book provides reference and practice in all the most 
important areas of business English usage. It is organised 
into structural and functional sections. The book has been 
revised and updated for the Third Edition and complements 
the Language review sections of the Course Book.

Market Leader	specialist	titles
Many students will need to learn the language of more 
specialised areas of business English. To provide them 
with authentic and engaging material, Market Leader 
includes a range of special-subject books which focus on 
reading skills and vocabulary development. Each book 
includes two tests and a glossary of specialised language. 

Longman Dictionary of Business English	New	Edition	
This is the most up-to-date source of reference in business 
English today. Compiled from a wide range of text sources, 
it allows students and teachers rapid access to clear, 
straightforward definitions of the latest international 
business terminology. The fully updated New Edition 
includes an interactive CD-ROM with 35,000 key words 
pronounced in both British and American English, together 
with practice material for both the BEC and BULATS exams, 
and is now available as an iPhone or iPod Touch app to 
download from the Pearson Longman website. 

Market Leader	website	www.market-leader.net	
The Market Leader companion website provides up-to-
date information about the Course Books and specialist 
titles and offers a wide range of materials teachers can 
use to supplement and enrich their lessons. In addition 
to tests for each level, the website provides links to 
websites relevant to units and topics in the Course Book 
and also downloadable glossaries of business terms. The 
Premier Lessons subscription area of the website has a 
bank of ready-made lessons with authentic texts from 
the Financial Times that have student worksheets and 
answers. These lessons are regularly updated and can be 
searched in order to find relevant texts for the unit, topic 
and level that students are studying. Premier Lessons can 
be used in the classroom or for self-study.
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Classwork – Course Book Further work

Lesson 1
Each lesson is about 
60–75 minutes. This 
time does not include 
administration and 
time spent going 
through homework  
in any lessons.

Listening and discussion: First impressions in 
presentations
Students discuss some of the techniques for making 
effective and even inspirational presentations, and 
listen to an expert in this area, Anneliese Guérin-
LeTendre, who works with Communicaid, a culture 
and communication-skills consultancy. They also 
work on vocabulary related to presentations.

Practice File  
Word power 
(pages 4–5)

Resource bank: Listening  
(page 189)

i-Glossary (DVD-ROM)

Lesson 2 Reading and language: It’s not what you know
Students discuss the importance of networking in 
different professions, and read an article about it. 
They then look at the use of adverbs.

Text bank 
(pages 118–121)
 
Practice File 
Text and grammar 
(pages 6–7)

ML Grammar and Usage

Lesson 3 Business skills: Networking
Students discuss tips for communicating with people 
they don’t know or don’t know very well. They listen 
to some delegates meeting for the first time and 
networking at a conference, and then introduce 
themselves to another participant at an international 
conference.

Writing: formal and informal register
Students complete a formal e-mail invitation and 
write a reply, accepting the invitation.

Resource bank: Speaking
(page 177)

Practice File 
Skills and pronunciation 
(pages 8–9)

Lesson 4
Each case study is 
about 11/

2
 to 2 hours.

Case study: Movers and shakers
Logistaid, a non-governmental organisation, is 
trying to raise its profile by holding a charity dinner. 
Students work on organising the event and on follow-
up activities promoted at the dinner to support the 
organisation’s work in developing countries.

Case study commentary  
(DVD-ROM)

Resource bank: Writing
(page 204)

For a fast route through the unit, focusing mainly on speaking skills, just use the underlined sections.

For one-to-one situations, most parts of the unit lend themselves, with minimal adaptation, to use with individual students.  
Where this is not the case, alternative procedures are given.

at a glanceat a glance

1unit
   First impressions
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business brief
First impressions are important in business, of course, and most important in the highly stressful situations 
of presentations and job interviews. They are also key in networking and business negotiations. Here we 
look at presentations and networking/business negotiations in particular.

presentations
public speaking is perhaps the most nerve-racking of business skills, but it’s said that if even experienced 
speakers don’t feel the adrenalin flowing and nervousness building before a presentation, there’s something 
wrong. preparation and rehearsal are important, but cannot totally prepare a speaker for a roomful of 
perhaps sceptical people, or equipment that fails just as one is getting into full flow. 

structure is very important, of course, and the advice to say what you’re going to say, say it and then 
say what you said can be useful. However, advanced students should be able to analyse and discuss very 
effective presentations that they have seen where the speaker does not follow this model at all. That said, 
less-experienced presenters should probably stick to it. 

Some experts say that speakers should learn the opening section of their presentation by heart, and get off 
to a good start that way, perhaps with a surprising fact or figure. But presenters should learn how to sound 
as if they are saying this spontaneously, as even a short rote-learned section can sound insincere. Using 
anecdotes and humour inappropriately can be dangerous in some cultures. If in doubt, leave them out. Be 
aware of your body language.

PowerPoint is now widespread everywhere in the developed world, and using overhead transparencies 
would not make a good first impression. Don’t overcrowd the slides with information, don’t use too many, 
and speak to the audience, making eye contact with them, not the screen. Speakers are now so used to 
relying on PowerPoint that it’s becoming hard to have a realistic back-up plan if the equipment fails, but it 
would be good to have one, perhaps using handouts.

The question-and-answer session at the end of a presentation has the potential to ruin a good impression 
created earlier. The speaker should, where possible, walk towards each questioner and repeat the question 
so that the whole audience can hear it. This also has the advantage of giving you time to think about the 
answer. If you don’t know the answer, don’t bluff – tell the questioner that you or a more qualified person 
from among your colleagues can deal with it later, perhaps by e-mail. Don’t allow the session to ramble on, 
and mark the end of it clearly. (See more on Q&A sessions in Unit 10.)

The impressions created during the first two or three minutes of a presentation are important, but it’s hard to 
imagine a presentation that cannot be ‘saved’ after a disastrous start if the rest of it goes relatively smoothly. 
Part of your job is to work on techniques that will allow your students to recover in this way.

Networking and business negotiations
Getting to know people with whom you may do business later is very important in some industries. Industry 
events like trade fairs are designed to do this. The etiquette of business cards is central in some cultures, 
for example in Asia. The amount of eye contact, the ratio of talking time to listening time, and appropriate 
subjects to talk about are all key. 

Some cultures expect potential business contacts to go through a series of social situations after the initial 
contact: business lunches, karaoke evenings, golf games, to name a few. All these are used as a way of 
getting to know people in cultures where the first impression is just the first step in sizing up a person and 
deciding whether they are someone to do business with.

First impressions and your students
Everyone should be able to relate to this subject. In-work students will have stories to tell about the effect 
that they made at job interviews or with clients. Pre-work students can talk about how they will approach  
and prepare for their first job interviews.

read on
Ann Demarais and Valerie White: First impressions: What you don’t know about how others see you, 
Hodder Mobius, 2004

Gerd Gigerenzer: Gut feelings: The intelligence of the unconscious, Penguin, 2008

Malcolm Gladwell: Blink: The power of thinking without thinking, Penguin, 2006

Gert Hofstede: Cultures and organisations: Software of the mind – intercultural cooperation and its 
importance for survival, McGraw Hill, 1996

Tom Leech: How to prepare, stage and deliver winning presentations, 3rd edition, AMACOM, 2004

Steve Shipside: Perfect your presentations, Dorling Kindersley, 2006

Ros Taylor: Develop confidence, Dorling Kindersley, 2006

Fons Trompenaars: Managing people across cultures, Capstone, 2004
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lesson notes

 Warmer
• Ask students what they would do to create a good 

impression in these situations:
– at a job interview;
– when giving a presentation;
–  at a drinks reception as part of a professional event, 

such as a conference;
– at the beginning of a sales negotiation.

• Don’t pre-empt the rest of the unit too much; hopefully 
students will start to think about issues such as what/
how much you say, how much you listen, body language, 
appropriate dress, etc. in the different contexts. 

overview
• Tell the students that they will be looking at 

communication, especially in the context of organisations.

• Ask students to look at the Overview section on page 6. Tell 
them a little about the things on the list, using the table on 
page 8 of this book as a guide. Tell them which points you 
will be covering in the current lesson and in later lessons.

Quotation

• Get students to look at the quotation and ask them what 
they think about it. (It’s hard to argue with it.)

Listening and discussion:  
First impressions in presentations
Students discuss some of the techniques for making effective 
and even inspirational presentations, and listen to an expert 
in this area, Anneliese Guérin-LeTendre, who works with 
Communicaid, a culture and communication-skills consultancy. 
They also work on vocabulary related to presentations.

A  
•  Discuss question 1 with the whole class as a quick-fire 

activity. Get students to discuss the remaining questions in 
pairs or small groups, then go through the answers with the 
whole class.

sample answers

1  Possibilities are endless: concentrate on presentations 
in a business context. Get students to distinguish 
between internal presentations (i.e. to colleagues) and 
external ones (e.g. sales presentations to clients).

2  Many will say that it’s the beginning. But holding an 
audience’s attention in the middle, and wrapping up 
effectively without letting the question-and-answer 
session run out of control, can also be problematic.

3   Ask a rhetorical question or a real question that requires 
a response from the audience; state an amazing fact 
or figure; tell a joke (but beware of potential cultural 
pitfalls); tell a relevant anecdote; use a quotation; make 
an emphatic statement – be enthusiastic. Students will 
no doubt come up with others – you could compile a 
‘top five’ by collecting them all on the board and then 
getting students to vote for each one.

4/5  One in which the speaker uses humour (but be aware 
of cultures where seriousness is prized), personal 
anecdotes, state-of-the-art visual aids, and ad-libs 
(teach this expression); interacts with and involves the 
audience if appropriate; and knows whether to talk 
for a long time or keeps it short and simple. People in 
some cultures (e.g. France and Germany) have quite 
long attention spans; others (English-speaking ones, for 
example) probably prefer it short(ish) and sweet.

6   These issues are usually culturally focused, e.g. open 
arms in some cultures suggest a person is open and 
honest, whereas crossing your arms might suggest 
you are unapproachable. Standing upright shows 
confidence, whereas slouching might make you look 
lazy. Making eye contact with your audience shows you 
are talking to them and that you are not shy.

B   CD1.1

• Prepare students for what they are going to hear, play 
the recording once and ask students to answer the two 
questions.

1 Between 60% and 90%

2  From their voice, facial expression, posture and other 
factors, such as the way they use the room/space and 
the way they dress

C   CD1.2

• Play the second part of the recording and elicit the answers.

She talks about the way you stand (posture), eye contact, 
voice (modulation and intonation) and controlling gestures 
which can distract an audience.

D   CD1.2

• Read through the tips with students before you play 
the recording again, explaining any difficulties. Play the 
recording and do the exercise as a quick-fire whole-class 
activity, and then discuss the tips with the whole class.

1 posture 2 upright 3 charge 4 lectern 
5 scan 6 modulation 7 shades 8 distraction

 i-Glossary

  Resource bank: Listening (page 189)

  Students can watch the interview with Anneliese Guérin-
LeTendre on the DVD-ROM.

E  – F

• Do these as quick-fire whole-class activities. Work on stress 
of words, e.g. mannerism and adjustment, if necessary.

exercise e

1 c 2 d 3 a 4 b

flicking the hair

nervous fidgeting with a bracelet or a ring

constant adjustment of a suit jacket

nervous cough

exercise F

sample answers

Fidgeting with a pen or papers, jangling coins in a pocket, 
pacing around, ‘um-ing’ and ‘er-ing’ a lot when speaking

G  – H

• Go through the pronunciation and meaning of words in the 
box with the whole class.

• Get students to do the exercise in pairs.

• Circulate, monitor and assist where necessary.

• Then with the whole class get students to call out the 
answers.
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1 nodding 2 nodding off 3 leaning towards 4 leaning 
5 slouching/slouched 6 wander 7 staring

• Work on any other difficulties, for example the stress and 
pronunciation of misinterpretation.

• Get individual students quickly to enact some of these 
‘silent signals’ for the whole class. This should lead to some 
hilarity!

• Ask if these things, and related things, are particularly 
badly thought of in their own cultures. (Running fingers 
through one’s hair is very bad in many places, for example.) 

• Get students to give other examples relevant to their own 
cultures. Be tactful if they mention things which would 
seem quite innocuous elsewhere.

I  – J

• Tell students that the idea here is to concentrate on making 
a good impression during the first two minutes of the 
presentation – they don’t have to prepare more than those 
two minutes.

• You can ask students to include an interesting fact or 
anecdote about themselves, a list of three, e.g. three things 
they like doing, and a rhetorical question to make it more 
memorable. You can start with your own presentation to 
give them an idea. 

• Afterwards, check what students remember about each 
other. 

• To avoid wasting time, allocate the subjects to different 
students around the class, then get them to prepare their 
presentations individually.

• Circulate, monitor and assist where necessary. 

• Explain the task in Exercise J.

• Divide the class into four groups, and get individual 
students to stand up and deliver the beginning of their 
presentations to other members of the group. This could 
be done in parallel, with each of the four groups using a 
different corner of the classroom.

• Members of the group make notes about each presenter 
in their group in turn. Limit the number of presentations to 
about two or three in each group, depending on the time 
available. 

• Circulate and monitor.

• Call the class to order and get students to say what some 
of the positive effects and the distractions were, without 
identifying individual presenters. (Concentrate on this and 
do not try to deal with language mistakes as well.)

• Then get two or three students to stand up in front of the 
class and give the introductions to their presentations, 
trying to put positive aspects into practice, and trying to 
avoid the possible distractions.

• If this is your first lesson with students, they might be quite 
nervous, so reassure them as much as possible. (Don’t 
confuse an advanced level of English with having a good 
level of presentation skills.) Treat any distractions tactfully. 
(It’s probably best not to discuss them with the whole 
class.)

• You could then get other students to be ready to give their 
presentation introductions in later lessons. (Two or three 
per lesson is probably enough.)

• To end the activity on a positive note, get students to put 
away their notes and give three items of information about 
the people who gave presentations.

reading and language: It’s not what 
you know
Students discuss the importance of networking in different 
professions, and read an article about it. They then look at  
the use of adverbs.

A  
• To ease students into this section, discuss Exercise A with 

the whole class, asking some leading questions about 
students’ own professions, or ones they hope to enter. (In-
work students will find this easier than pre-work ones. You 
could talk about the importance of networking in professions 
where there are a lot of freelancers, e.g. media. Try to avoid 
too much cynicism about politics, but some students may 
say that this is a networking profession par excellence.)

In 2009, a study by the UK government into social 
mobility found that, despite accounting for only 7% of the 
population, people who were privately educated represent 
75% of judges, 70% of finance directors and 45% of top 
civil servants. It also states that employers need to change 
their internship policies, because internships are frequently 
allocated on the basis of nepotism and favouritism, giving 
people from a privileged background an unfair boost onto 
the career ladder. 

B  
• Work on the meaning and pronunciation of difficult words, 

e.g. insincere and manipulative. Then get students to 
do the exercise in parallel pairs. Circulate, monitor and 
assist where necessary. At this point in the lesson, start to 
concentrate more on language accuracy, noting points that 
need work on the board, and coming back to them at the 
end of the exercise, getting students to say the right thing.

• With the whole class, get students to say what they came 
up with in their pairs, getting them to justify their answers.

C  
• Get students to focus on the task before they start reading 

the article, which they can do individually or in pairs.

• Circulate and assist where necessary, bearing in mind that 
advanced learners should only have occasional problems of 
understanding.

• With the whole class, get students to discuss the answers.

1   The writer appears to agree with this statement. He 
argues shy people just need to invite people they like 
to dinner and later suggests that the best-connected 
people concentrate their efforts on people they like.

2   The writer disagrees. Building personal networks and 
finding contacts is useful for recent graduates. However, 
most people already have lots of contacts. The dilemma 
is how to make the most of our existing network.

3   The writer’s view is that the best-connected people don’t 
appear to be manipulative, because they concentrate 
their efforts on people they like and don’t have any 
specific business goals in mind when they network.

4   The writer partially agrees here. He says online tools 
accelerate the process, but that high-level networking  
is primarily a face-to-face activity. 

5   The writer partially agrees with this statement. He 
adds that it’s about forming a network on a mutually 
beneficial basis and returning favours.
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• Get students to look through the article again on their own, 
looking for the expressions.

• Then call the class to order and get students to call out the 
answers.

• Work on stress and pronunciation of words such as referral 
and altruistic.

• Point out that the s of apropos is silent. (You could even 
joke that this is a French lesson, not an English lesson.)

1 bumped into 2 leverage 3 sleazy 4 apropos of nothing
5 (provide a) referral 6 flow 7 selfless; altruistic

E  
• Briefly recap what adverbs are with students before doing 

the exercise. (Remind them that not all words ending -ly are 
adverbs, e.g. friendly, and that there are also exceptions 
like hard and fast.)

• Do the exercise as a quick-fire whole-class activity, not 
forgetting to discuss those where there are two or three 
possibilities (most of them – point out that item 8 is 
different as the adverb is qualifying an adjective). Grammar 
purists may say that the first possibility for item 3 is wrong 
as it ‘splits’ the infinitive. If this comes up, just say that 
it sounds much more natural than The dilemma is how, 
successfully, to leverage existing contacts.

1  We already have enough friends and contacts.
We have enough friends and contacts already.

2  You probably have more than 150 close contacts.
Probably you have more than 150 close contacts.
You have more than 150 close contacts, probably. 

3  The dilemma is how to successfully leverage existing 
contacts. 
The dilemma is how to leverage existing contacts 
successfully.

4  It is important also to determine how well your contacts 
understand what you do. 
It is also important to determine how well your contacts 
understand what you do. 
It is important to determine how well your contacts also 
understand what you do. 

5  One investment bank merely had a system for asking for 
two referrals. 
One investment bank had a system for merely asking for 
two referrals. 
One investment bank had a system for asking for merely 
two referrals.

6  The chances of receiving a referral are greatly increased 
if they understand exactly what you do. 

7  High-level networking is primarily a face-to-face activity.
High-level networking is a face-to-face activity primarily.

8  If you connect with your network on this mutually 
beneficial basis, the financial rewards will flow.

F  
• With the whole class, get students to discuss this in relation 

to their own industries or ones that they would like to join.

  Text bank (pages 118–121)

Business skills: Networking
Students discuss tips for communicating with people they 
don’t know or don’t know very well. They listen to some 
delegates meeting for the first time and networking at 
a conference, and then introduce themselves to another 
participant at an international conference.

A  
• As a lead-in to the section, ask students: 

– What do you understand by the term networking?
–  When do you network? Where? Who with? In what 

situations have you / do you network in English? Do you 
enjoy networking? Why (not)? How is it useful? (Don’t 
spend too long on this if students never network.)

• Get students to discuss the points in pairs and then report 
back to the whole class. Get them to specify what sort of 
networking occasions they are thinking of. Go through 
reactions with the whole class.

Students may well say ‘It depends,’ but in British culture it’s:

•  probably not a good idea to bang on (teach this 
expression) about one’s own products or services, 
without asking questions about those of the other 
person’s organisation;

•  probably best to avoid comments about clothes, 
appearance, etc. Compliments about a talk can be 
expressed by saying That was very interesting, etc.;

•  probably good to ask the other person a few questions 
about him/herself, but don’t overdo it;

•  possible to arrange to go for a drink or for a business 
lunch (but lunch is much less important in the UK than 
some other places). Don’t bring the bosses unless 
there’s a very good reason.

•  good to introduce him/her to someone you know before 
moving away. In any case, say something before moving 
away, e.g. It was nice talking to you. Don’t just walk off.

B   CD1.3, 1.4

• Go through the points 1–8 with students. You could get 
them to anticipate the language that they might hear in 
relation to each one.

• Play the recording and elicit the answers.

Conversation 1 Conversation 2 

1 Introduce yourself.

2  Compliment someone.

3 Ask for an opinion.

4 Agree with someone.

5  Check the 
pronunciation of 
someone’s name.

6 Swap business cards.

7  Refer to future contact.

8  Introduce someone to 
someone else.

✓

✓ 

✓

✓

– 
 

–

– 

–

✓

✓ 

✓

✓

✓

✓

✓ 

✓

• Don’t forget to ask students about other possibilities for 
ice-breaking – see what they come up with and treat any 
incongruous suggestions tactfully.
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C   CD1.3, 1.4

• Get students to anticipate what they might hear in the gaps.

• Play the recordings again, allowing time for students to 
write in the missing words.

• Then do a round-up with the whole class, talking about the 
appropriacy of each question in different places.

• Question 4 might be appropriate in India and other Asian 
countries, but not in English-speaking and European 
countries. Best to be avoided, on the whole.

1 What do you think of the conference so far? 
Conversation 1

2 How’s business in your part of the world? Conversation 2

3 What do you like most about living in your city? neither*

4 excuse/pardon me for asking, but how much do you 
earn, by the way? neither*

5 i don’t suppose you know of any good places to eat near 
here, do you? Conversation 2

6 Do you mind me asking where you are from? 
Conversation 1

7 I didn’t enjoy the dinner very much last night. Did you? 
Conversation 2

8 I don’t think you’ve met (name of person), have you? 
Conversation 2

* Note that questions 3 and 4 are not in either conversation, 
so students will have to guess at the missing words.

D

• Do this as a quick-fire whole-class activity.

sample answers

I think we’ve met before, haven’t we?

What’s business / the economic situation / the weather like 
in your country these days?

What do you like most about working in (city/company)?

What do you recommend I go and see in (city/company)?

What did you think of the last talk / his/ her presentation / 
the conference last year / the dinner last night?

Have you seen their latest model? Great, isn’t it?

Advanced students should be able to come up with some 
good possibilities of their own.

Question 4 in Exercise C is unadvisable, of course. Some might 
also say that the negativity of question 7 is best avoided.

E   CD1.3

• Play the recording again or get students to look at the script 
on page 167 of the Course Book.

• Get students to call out the answers.

• They use open questions:  
So, what did you think of the last presentation? 
And what do you think of the conference so far?

• They use question tags and agree with each other: 
Great, wasn’t it? I always enjoy her talks, don’t you? 
Yes, she really knows how to captivate an audience, 
doesn’t she? 
Not bad. Fewer people than last year, aren’t there? 
Yes, it must be the venue. Copenhagen isn’t exactly the 
cheapest city to get to. 
No, that’s true.

• Yasmin also asks a direct question politely: 
Do you mind me asking where you are from? 

• Yasmin compliments Erik: 
You speak excellent English.

F   CD1.4

• Go through the expressions in the Useful language box, 
working on stress and friendly intonation.

• Play the recording of Conversation 2 again, or get students 
to look at the script on page 167 of the Course Book.

• Elicit the answers.

1 That’s a great calling card, if you don’t mind me saying.

I thought your face looked familiar!
I know what you mean. Neither am I. 
It’s funny you should say that, …
I don’t think you’ve met (name), have you?
Good talking to you. 
I’m afraid I have to make a quick call.

2 Get students to say which they prefer.

3 The last two expressions in 1 above. 

You could also say:
I’m sorry, I think the next session is starting. 
I’m just going to get something from the buffet / get 
another coffee. See you later.
I’m just going outside for a cigarette.
Sorry, but I’ve just seen a friend. Please excuse me. (It’s 
been) great talking to you.

G

• Prepare students for this simple role play. Get them to turn 
to the relevant pages and prepare what they are going to say.

• Circulate, monitor and assist if necessary, but don’t 
interrupt the pairs if they don’t need help. 

• When the pairs are ready, start the role plays. Note good 
points of language use, as well as half a dozen points that 
need further work, and add these on one side of the board. 

• When the pairs have finished, call the class to order. Ask one 
or two pairs to ‘perform’ their role play for the whole class.

• Praise good use of networking language that you heard in 
the role plays. Then go over points that need more work, 
getting individual students to say the right thing. 

 Resource bank: Speaking (page 177)

Writing: formal and informal register
Students complete a formal e-mail invitation and write a reply, 
accepting the invitation.

H

• Introduce the idea of writing practice. Say that this is one 
of many exercises in Market Leader to practise writing. 
This might be a good time to mention the Writing file in the 
Course Book (pages 142–148) and the Writing section of 
the Resource bank in this TRB (pages 204–215).

• Point out that this particular exercise is about formal and 
informal register. Explain that register is using the correct 
type of language for particular situations, and that the 
register of this e-mail is quite formal. 

• Explain that although this is an e-mail, it’s a formal invitation 
from a Chamber of Commerce. It’s similar in style and 
language to a formal letter, with the exception perhaps of the 
ending. Ask students how the correspondence might end if 
it was a letter, not an e-mail. (A letter would probably end in 
Yours sincerely, but this is not usually used in e-mails.)

• In some gaps, all three choices are possible from the 
grammatical point of view, but only one is possible to 
maintain its formal register.

• Go through the exercise with the whole class, discussing 
why they choose particular items, rather than just 
ploughing through it.
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I

• Get students to do this for homework. Students have to 
write a reply accepting the invitation, but requesting more 
information, e.g. ask about the event details. Use formal  
or semi-formal language.

• Give these additional instructions:
–  Accept the invitation, thanking them politely.

–  Say you need more time to think about it and request 
some more information.

–  Ask about the event details, e.g. the number of 
attendees, the type of audience, how long the talk 
should be, the date/time of the dinner, etc.

–  Remember, as you do not know the sender personally, 
you should use appropriately formal or semi-formal 
language. 

• If possible, get students to e-mail their work to you. Don’t 
forget to go over it in the next class, concentrating on 
register and on any items that are causing difficulty to 
several students.

sample answer

From: ……

To:  Gloria Patterson,  
Metropolitan Chamber of Commerce

Date: 19 October 

Subject: Re: ‘Business Today’ event

Dear Ms Patterson

I am writing with reference to your e-mail of 18 October. 
First of all, I would like to thank you for inviting me to  
speak at the event ‘Business Today’ as organised by the 
Chamber of Commerce. I am considering your request, 
but would be grateful if you could send me further details 
regarding the event.

I would be very interested to know the type of audience 
you are expecting and whether they are local dignitaries, 
experienced professionals or business students and so on. 
Could you please let me know how many people you expect 
to attend the talks? I would also like to know how long  
my talk should be, for example, 30 minutes or one hour?

Finally, could you please confirm the date, time and venue  
of the conference dinner as mentioned in your letter.  
Many thanks.

I look forward to hearing from you soon.

Best regards,

[Name

Position

Company]

(149 words)

 Writing file (Course Book page 142)

case study

Movers and shakers
Logistaid, a non-governmental organisation, is trying to raise its 
profile by holding a charity dinner. Students work on organising 
the event and on follow-up activities promoted at the dinner to 
support the organisation’s work in developing countries.

• If this is the first case study you have done with the class, 
be sure to prepare it carefully beforehand. Read the 
information in the introduction of this Teacher’s Resource 
Book (pages 4–5).

• In class, pay particular attention to clearly breaking down 
the case study into the different tasks and making sure that 
students understand and follow the structure of what you 
are doing, giving clear instructions for each step before 
starting it.

stage 1: Background and planning meeting

• Get students to focus on the photo of the lorries. As a lead-in 
to the case study, ask students the following questions: 
– What do you understand by the term NGO? 
–  What are some of the NGOs you are familiar with in 

your country? 
–  Would you be interested in working for an NGO?  

Why? / Why not?

• Read the background information aloud (or ask a student 
to read it). Explain that Logistaid is a fictitious organisation. 
Deal with any other questions students may have.

• Write the headings from the left-hand column of this 
table on the board and elicit information from students to 
complete the right-hand column. 

Organisation Logistaid 

Purpose of 
organisation

Provides emergency assistance in 
more than 50 countries

Type of emergency 
situations dealt with

Natural disasters, conflict

Main promotional 
event

Charity gala dinner with well-
known movers and shakers (teach 
this expression)

Purpose of dinner To raise the profile of the 
organisation

• Go through the invitation and explain any difficulties. 
Explain the task, which is to finalise details of the invitation 
in appropriate ways. Bring students’ attention especially to 
points 4 and 5, which are not mentioned in the draft letter. 
(Re. point 4, say that the entertainers would be sympathetic 
to the charity, and would perform for free.) 

• Divide the class into parallel groups of four or five and start 
the activity.

• Circulate, monitor and assist if necessary, but don’t interrupt 
the groups if they are functioning acceptably. Note good 
points of language use, as well as half a dozen points that 
need further work, and add these on one side of the board. 

• When the groups have finished, ask a representative of 
each to say what their choices were. (Get them to explain to 
the rest of the class who their chosen businesspeople are if 
they are only famous in the students’ own countries.)

• Ask them also to explain how they arrived at the ticket price 
that they selected. 

• Don’t forget to ask students about the question of who will 
provide entertainment at the event, and, most importantly, 
what the follow-up will be, in relation to the movers and 
shakers that they selected and the work they might do.

ML_Adv_TRB008-060_LN_U1-U6, 05.indd   14 01/06/2011   16:43



15

uNit 1  ••  First iMpressioNs
C

A
S

E STU
D

Y

• Praise the good uses of language that you heard, especially 
in relation to the topic of this unit, and work on five or six 
points that need improvement, getting individual students 
to say the right thing.

stage 2: Listening  CD1.5 

• Explain to students that they are now at the event, and 
about to listen to a speech by Logistaid’s MD,  
Ed Kaminski. 

• Before you play the recording, ask students what they 
might expect to hear in a speech like this.

• Then get students to focus on the questions and play the 
recording once or twice.

• Explain any difficulties and elicit the answers.

sample answers

Ed Kaminski first got involved with Logistaid when he was 
a student of engineering. He took a gap year, or a year out, 
and travelled the world. The reason why he got involved with 
the NGO is because he realised that although people had 
a great ability to design and build magnificent monuments 
and beautiful cities, there were still many people in the 
world without a roof over their heads, sick people without a 
hospital and children without a school. So he decided to do 
something about it.

He doesn’t talk about facts and figures about the 
organisation’s work, e.g. I’d like to tell you about the number 
of refugees we’ve helped to re-house, or the number of 
vaccinations we’ve managed to give, or the number of 
teachers we’ve managed to send out to remote areas to 
educate enthusiastic kids, but I won’t.

The speech is quite effective, as it is inspirational. The 
speaker uses rhetorical questions, repetition, contrast of 
ideas (I’d like to … but I won’t), emphasises his point, and 
uses lists of three, e.g. people in the world without a roof 
over their heads, sick people without a local hospital, and 
children without a school. The speech should encourage the 
audience to contribute or make a donation to Logistaid.

stage 3: task

• Explain the activity and get a student to read out Student 
A’s role. 

• Divide the class into parallel groups of six and hand out the 
roles. If there is room, students could stand, each group in 
a different corner of the classroom.

• When students have absorbed the information, the 
networking can begin.

• Circulate, monitor and assist if necessary, but don’t 
interrupt if the groups are functioning acceptably. Note 
good points of language use, as well as half a dozen points 
that need further work, and add these on one side of the 
board. 

• Get representatives of each group to explain what 
happened in it from a networking point of view.

• Praise the good uses of language that you heard, especially 
in relation to the topic of this case study, and work on five 
or six points that need improvement, getting individual 
students to say the right thing.

stage 4: What happens next?

• Go through the task and give a few ideas if you feel that 
students need some inspiration.

• Then get students to re-form the groups that they were in 
for the previous role play, but tell them that this time they 
are Logistaid staff deciding on the different ways of raising 
the organisation’s profile.

• Get the groups to start their discussion in parallel. 
Circulate, monitor and assist if necessary, but don’t 
interrupt the groups if they are functioning acceptably. 

• Note good points of language use, as well as half a dozen 
points that need further work, and add these on one side  
of the board. 

• When the groups have finished, bring the class to order. 

• Get a representative of each group to summarise the ideas 
that they came up with.

• Praise the good uses of language that you heard, especially 
in relation to the topic of this case study, and work on five 
or six points that need improvement, getting individual 
students to say the right thing.

one-to-one

Go through the case study in a similar way to the above.  
In the task, you and your student can take different pairs  
of roles successively.

During the different activities, monitor the language that 
your student is using. Note down any good examples of 
language and points that need correction or improvement. 
Come back to these at the end of each activity. Don’t forget 
to praise any good examples of language use and point out 
some of the language that you chose to use.

 DVD-ROM: Case study commentary

stage 5: Writing

• Make sure students understand that they must include  
the three different points in the letter. Get them to do it  
for homework.

• If possible, get them to e-mail their work to you. Don’t 
forget to go over it in the next class, concentrating on 
register and on any items that are causing difficulty to 
several of the students.

 Writing file (Course Book page 142)

 Resource bank: Writing (page 204)
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Introduction
The Text bank contains articles relating to the units in 
the Course Book. These articles extend and develop the 
themes in those units. You can choose the articles that 
are of most interest to your students. They can be done 
in class or as homework. You have permission to make 
photocopies of these articles for your students.

Before you read
Before each article, there is an exercise to use as a 
warmer that helps students to focus on the vocabulary  
of the article and prepares them for it. This can be done 
in pairs or small groups, with each group then reporting 
its answers to the whole class.

Reading
If using the articles in class, it is a good idea to treat 
different sections in different ways, for example reading 
the first paragraph with the whole class, then getting 
students to work in pairs on the following paragraphs.  
If you’re short of time, get different pairs to read different 
sections of the article simultaneously. You can circulate, 
monitor and give help where necessary. Students then 
report back to the whole group with a succinct summary 
and/or their answers to the questions for that section.  
A full answer key follows the articles.

Discussion
In the Over to you sections following the exercises, 
there are discussion points. These can be dealt with 
by the whole class, or the class can be divided, with 
different groups discussing different points. During 
discussion, circulate, monitor and give help where 
necessary. Students then report back to the whole class. 
Praise good language production and work on areas for 
improvement in the usual way.

Writing
The discussion points can also form the basis for short 
pieces of written work. Students will find this easier if 
they have already discussed the points in class, but you 
can ask students to read the article and write about the 
discussion points as homework.

teacher’s notes

Text bank
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level of diffi culty 

Time for communication 
to move towards centre stage
Paul Argenti

1 First impressions 

Before you read
What was your fi rst impression of the organisation that you work for or the educational institution 
that you study at?

Reading
Read this article from the Financial Times by John Willman and do the exercises that follow.

job applicants’ fi rst impressions

Time for communication 
to move towards centre stage
Paul Argenti
to move towards centre stage
Paul Argenti
to move towards centre stage
Businesses urged to keep interview 
standards high
John Willman

118 © Pearson Education Limited 2011  photocopiable
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level of diffi culty level of diffi culty 
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1  A third of job applicants come away 
from their interview with a bad 
impression of the business, having 
faced questions unrelated to the job, 
poor interview preparation, sexism 
and bad personal hygiene, a survey 
has found. In some cases, applicants 
complained of racist questions and 
interviewers who were drunk.

2   Kevin Moran, a 29-year-old IT 
worker who went for a job in the 
City, said he had been surprised to 
fi nd it was held in a bar. “I had to 
shout over the noise, and one of the 
interviewers kept going to the bar 
when I was still speaking, butting in 
rudely and talking about things that 
were completely unrelated,” Mr 
Moran said. 

3  The survey of more than 2,000 
people, by Ipsos Mori for T-Mobile, 
found that applicants judged a 
potential employer on their impres-

sions of the working environment 
and the people employed. They 
expected intelligent questions 
related to the job, and a clear career-
progression plan. However, 40 per 
cent of those who judged their inter-
view experience as bad said the 
questions asked were nothing to do 
with the job, while a third said the 
interviewer was unprepared. More 
than 31 per cent of those fi nding the 
encounter disappointing had never 
heard from the company again.

4  Among the complaints about 
interviewers’ behaviour by those 
who rated their encounter a bad 
experience were lateness (18 per 
cent), sexism (16 per cent) and bad 
personal hygiene (7.5 per cent). 
Another complaint was that the 
interviewer ate during the process 
(5.2 per cent), while 11 of the 662 
disappointed applicants said the 

interviewer was drunk. Almost 30 
per cent complained they had not 
been offered any refreshments, 
while 10 per cent said the building 
was dirty. As a result, almost half 
those who had experienced a bad 
interview turned down the job when 
it was offered.

5  “Interviewees are always under 
pressure to create a good first 
impression, but it seems that busi-
nesses need to feel a bit of that 
pressure as well,” said Mark Martin, 
Human Resources Director at 
T-Mobile UK. “Candidates are 
beginning to place a company’s 
culture and values at the top of their 
agenda, so businesses need to think 
about how these are expressed in an 
interview situation – or their reputa-
tion and brand could be on 
the line.”
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1  Read through the whole article. Match
each of these headings (a–e) to a paragraph 
(1–5).
a)  Businesses should think more about the first 

impressions that they create

b) Job candidates’ bad first impressions of potential 
employers

c) One candidate’s bad experiences

d) Particular complaints about job interviews

e) What people expect at interviews, and what many 
actually get

2  Relate what these interviewees said with the 
complaints in paragraphs 1 and 2.
a)  ‘The guy looked as though he hadn’t shaved for a 

week.’

b) ‘He started slurring his words.’

c) ‘She didn’t really know anything about the job.’

d) ‘They asked me, an experienced female executive, 
if I’d be willing to make tea for the boss!’

e) ‘I was talking about my previous job in IT, and 
suddenly he asked me which football team I 
support.’

f ) ‘It was crowded, and I couldn’t hear a word he 
was saying.’

g) ‘They didn’t let me finish my sentences when I 
was speaking.’

3  Decide whether these statements about 
paragraphs 3 and 4 are true or false.
The survey …

a) was carried out by Gallup.

b) covered more than 2,000 people.

c) found that interviewees were only interested in 
their first job in the organisation, not their later 
career there.

d) found that 40 per cent of those surveyed said that 
the questions at the job interview had nothing to 
do with the job.

e) found that about 33 per cent of those surveyed 
thought that the job interviewer had not prepared 
properly for the interview.

f ) found that nearly a third of those who had had a 
bad experience did not hear anything again from 
the company.

4  Complete this table with words from 
paragraphs 3 and 4, and related words.

verb noun

survey 1 
2 applicant, 3

employ employment, 4, 5

expect 6

interview 7, 8, 9

10 encounter

5  Match the nouns in Exercise 4 to these definitions.
a)  an informal meeting, often between two or just a 

few people

b) an organisation that gives people jobs

c) someone who asks for a job

d) an occasion when someone is asked questions to 
see if they are suitable for a job

e) the person who is asked the questions 

f ) the person who asks the questions

g) someone who works for an organisation

h) the act of asking for a job

i) the process of asking people about their opinions 
and publishing the results

j) what you think will happen (in a particular organisation)

6  Choose the best alternative (a, b or c) to complete 
these statements to reflect how the expressions 
in italic are used in paragraphs 4 and 5.
1 If you are disappointed, you feel unhappy 

because something you …
 a) expected did not happen.
 b)  expected did happen.
 c)  did not expect happened.

2 If you turn an offer down, you …
 a) accept it.
 b) think about it. 
 c) refuse it.

3 If you feel under pressure to do something, you feel …
 a)  pleased to do it. 
 b)  obliged to do it. 
 c)  worried about doing it.

4 A company’s values are …
 a) its profits in the previous year.
 b) its physical assets.
 c)  the ideas, ways of behaving, etc. that it thinks 

are important.

5 If something is at the top of your agenda, it is the 
thing …

 a)  that you think is most important. 
 b)  that is the most urgent.
 c)  in your diary that you have to do next.

6 A company’s reputation is people’s …
 a)  good opinion of it.
 b)  opinion of it, whether good or bad.
 c)  bad opinion of it.

7 If something such as your reputation is on the 
line, it is …

 a)  unchangeable.
 b)  at risk.
 c)  unpardonable. 

Over to you 1
If you were told that a job interview was going to be in a 
bar or café, would you go to it? Why? / Why not?

Over to you 2
Make a list of five key pieces of advice each for 
a) interviewers, and b) interviewees in your country.
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level of diffi culty 

1 First impressions

1 Peter Burling believes that when it 
comes to business, fi rst impressions 
are everything. “Anyone who says 
looks are not important is a liar,” 
says the 33-year-old account man-
ager, who works for a British 
marketing agency. “You need to 
look good – fresh and bright rather 
than tired and stressed out.” So, 
three years ago, gripped by fears that 
the ageing process was taking effect, 
he went to Transform, a UK cos-
metic surgery group, to have Botox 
injected into his forehead, brow and 
crow’s feet. He was so pleased with 
the results that he has a top-up every 
six months. “I perform better if I feel 
confi dent, so it may have increased 
the number of contracts we have 
won,” he says.

2  While some may see such treat-
ments as frivolous luxuries, the 
people offering them say that 
increasing numbers of men are turn-

ing to non-invasive cosmetic 
treatments and even to plastic sur-
gery for pragmatic career reasons. 
“There are defi nitely more business 
guys coming in, and they have very 
focused demands,” says Cap 
Lesesne, one of Manhattan’s leading 
cosmetic surgeons. “They are wor-
ried about their job futures and their 
professional longevity.” Typical 
male patients might be in their mid-
forties, he adds. “They’re fairly 
successful and they’re looking to 
work into their sixties.” Dr Lesesne 
says the number of male patients 
coming through his doors has risen 
threefold in the past decade: “Some-
times they will come in because 
their wife is having something done. 
But usually a male friend will have 
told them about it.”

3  The cosmetic-surgery sector has 
grown over the past decade. In the 
US, the American Society of Plastic 

Surgeons recorded almost 12 million 
procedures last year, with total 
spending on cosmetic surgery rising 
9 per cent to $12.4bn. 

4  Michael McGuire, President-elect 
of the ASPS, says: “People might 
say: ‘You look tired.’ What that 
implies is you’re not as vigorous or 
energetic, or not as competitive as 
you might be.” Dr McGuire says he 
recently operated on a Nebraska 
steelworker who wanted to improve 
his appearance, while Dr Lesesne 
says more male patients from over-
seas are consulting him. “I see a lot 
of guys from England. They arrive 
on the 7 p.m. British Airways fl ight, 
I see them that night and tell them 
to walk 20 blocks to get the circula-
tion going. I see them the next day 
and they are on the fl ight home on 
Sunday.”

Men facing up to nips
and needles
Matthew Garrahan and Emma Jacobs

Before you read
Would you consider having cosmetic surgery? Why? / Why not?

Reading
Read the article from the Financial Times by Matthew Garrahan and Emma Jacobs
and do the exercises that follow.

cosmetic surgery
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1  Look through the whole article to find the 
name of …
a) a cosmetic surgeon in New York.

b) a client for cosmetic surgery who works in 
marketing.

c) a UK company that offers cosmetic surgery.

d) a professional association for cosmetic surgeons 
in the US.

e) an office-holder in this organisation who has not 
yet officially started the job.

2  Find appropriate forms of expressions in 
paragraph 1 to replace these expressions 
in italic, keeping the same meaning. The 
number in brackets shows the number of 
words in each expression.
a) Anyone who says that they don’t pay attention to 

how others dress is wrong. (2)

b) If you’re afraid that you’re looking older, you 
should do something about it. (3)

c) It’s not good to look exhausted and tense when 
you go to meet clients. (4)

d) Lines around the eyes make people look tired and 
old. (2)

e) Looking older and older is not inevitable. (3)

f ) When you consider job interviews, how you dress 
is very important. (3)

g) You produce superior results if you look your 
best. (2)

3  Complete these statements using 
expressions from paragraph 2.
a) Cosmetic procedures that do not involve cutting 

the skin are -  .

b) If something increases by 300 per cent, it 
increases  .

c) Practical reasons for doing something are 
described as  .

d) Requests that are explicit are  .

e) Things that you do or have that are not serious or 
not necessary are   .

f ) The length of time that someone can continue 
working is their   .

4  Complete the answers to these questions 
about paragraph 2 using appropriate forms 
of the expressions in Exercise 3.
a) Are men vague about what sort of cosmetic 

treatment they want? 

 No, they have very …

b) Are they just thinking about the present? 

 No, they are thinking about …

c) Do men undergo cosmetic treatments just for the 
fun of it? 

 No, they don’t see this as a …

d) Do they have non-practical reasons for 
undergoing these treatments? 

 No, their reasons are …

e) Does Dr Lesesne only do plastic surgery? 

 No, he offers …

f ) Has the number of men treated by Dr Lesesne 
doubled in the last 10 years? 

 No, it has …

5 In paragraphs 3 and 4, find …
a) a noun that can be stressed either on the first or 

second syllable.

b) a verb with a related noun form that has a 
different stress pattern.

c) a verb where the spelling changes in the third 
person singular, as well as adding an s.

d) an adjective spelled the same in British and 
American English, whose related noun form is 
spelled differently in each of these.

e) an informal noun here referring to men, but that 
can be used to informally address a group of both 
men and women.

f ) a noun that can relate to newspapers, but in the 
sense it is used here refers to health.

Over to you 1
Has your attitude to a) non-invasive, and b) invasive 
cosmetic treatments changed now that you have read 
the article? In what ways?

Over to you 2
What attitudes do people in your country have towards 
cosmetic treatments and surgery? Have these changed 
over the last few years? If so, in what ways?
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text bank key

Unit 1
Job applicants’ first impressions

1 1 b 2 c 3 e 4 d 5 a
2  a) bad personal hygiene b) interviewer was drunk

c) poor interview preparation d) sexism 
e) question unrelated to the job
f ) interview held in a bar g) butting in

3 a) false (It was carried out by Ipsos Mori.)
 b) true
 c)  false (They expected a clear career-progression plan.)
 d)  false (Forty per cent of those who had had a bad 

interview experience said that the questions at the 
job interview had nothing to do with the job.)

 e) true
 f ) true

4  1 survey 2 apply 3 application 
4/5 employer/employee 6 expectation 
7/8/9 interview/interviewer/interviewee 
10 encounter

5  a) encounter b) employer c) applicant
d) interview e) interviewee f ) interviewer
g) employee h) application i) survey
j) expectation

6 1 a 2 c 3 b 4 c 5 a 6 b 7 b

Cosmetic surgery

1  a) Dr Cap Lesesne b) Peter Burling c) Transform
d) American Society of Plastic Surgeons (ASPS)
e) Dr Michael McGuire

2  a) a liar b) gripped by fears c) tired and stressed out
d) Crow’s feet e) The ageing process f ) it comes to
g) perform better

3  a) non-invasive b) threefold c) pragmatic
d) focused e) frivolous luxuries
f ) professional longevity

4  a) focused demands. b) their professional longevity. c) 
frivolous luxury. d) pragmatic.
e) non-invasive treatments. f ) increased threefold.

5  a) decade b) record c) imply – implies
d) vigorous – vigour (BrE), vigor (AmE) e) guys
f ) circulation

Unit 2
Training civil servants

1 1 b 2 a 3 a 4 c 5 b 6 c 7 b

2 a) true
 b) true
 c)  false (Civil servants should be able to set up a strategy.)
 d) true
 e)  false (Everybody must be aligned behind the strategy.)

3  1 staff from HEC 2 (real) managers/administration
3 citizens  4 companies/industry 5 investors

4 1 e 2 f 3 c 4 b 5 a 6 d

5  a) conduct b) mega c) operations
d) rank-and-file e) workshop f ) respond
g) comprise

Distance learning

1 a)  Associate Dean for Graduate Programmes at George 
Washington University in Washington DC

 b) a graduate of the Athabasca online MBA 
 c)  Director of the MBA by Distance Learning at Imperial 

College Business School in London

2  a) takes centre stage b) emphasise c) enrol
d) strongly believe e) submit f ) main trends
g) dominant feature

3 c, e

4  a) virtual collaboration b) essential c) embrace
d) preserve the past e) envisage f ) on a par

5 a) true
 b)  false (A counterpart to something is its equivalent, but in 

talking about people, counterpart is used to talk about 
someone who does the same job as you in another 
department or organisation.)

 c) true
 d) true
 e) false (It could be replaced by long-standing.)
 f ) false (It relates to the noun constancy.)
 g) true

Unit 3
Alternative energy

1  a) extravagant b) gas-guzzling c) gigantic
d) misleading e) renewable f ) hydroelectric
g) environmental h) aquatic

2 a) true
 b)  false (For a long period, hydroelectric power was much 

more important than today.)
 c) true
 d)  false (The figure relates to the western and Pacific 

north-western states only.)
 e)  false (Some were closed because they were 

environmentally damaging.)
 f ) true

3 1 c 2 b 3 a 4 a 5 b 6 c 7 b

4 a)  Renewable energy’s share of total US energy 
consumption in 2004 

 b)  Renewable energy consumption growth, 
2007–2008 / Alternative energy sources’ contribution 
to the US’s energy make-up

 c)  Decline in total US energy consumption, 
2007–2008

 d)  Contribution of nuclear energy to US’s energy make-up
 e)  Contribution of wind power to US energy consumption 

today
 f )  Contribution of wind power to US energy consumption 

in 2004

5  a) by far the largest source.
b) is rivalling nuclear power.
c) has overtaken Germany.
d) has grown strongly.
e) electricity generation.
f ) contribution.

Peak oil

1 1 c 2 b 3 d 4 a

2  a) leak b) supply c) demand d) viability
e) peak oil f ) infrastructure g) depletion

3  a) true
 b) true
 c) false (BP says production will fall at some point.)
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 – Teacher’s notes

Resource bank

teacher’s notes

Introduction
These Resource bank activities are designed to extend and 
develop the activities in the main Course Book. The Resource 
bank contains exercises and activities relating to:

• Speaking: Each Speaking unit begins with a language 
exercise that takes up and takes further the language 
points from the Course Book unit, and then applies this 
language in one or more activities. The Speaking units 
are best done in the classroom, of course. You have 
permission to photocopy the Resource bank pages in 
this book. In some units, you will give each student a 
copy of the whole page. In others, there are role cards, 
which need to be cut out and given to participants with 
particular roles. These activities are indicated in the unit-
specific notes below.

• Listening: Students listen again to the interviews from 
the Listening sections in the main Course Book, and 
do further activities on comprehension and language 
development. These activities can be done in the 
classroom, but they have been designed in a way that 
makes it easy for students to do them on their own as 
homework. Make photocopies for the students of the 
pages relating to the units you would like them to do. 
Follow up in the next lesson by getting students to talk 
about any difficulties that they had. You could play 
the recording again in the classroom to help resolve 
problems if necessary.

• Writing: A model answer is given for the writing task at 
the end of each Case study in the Course Book. There 
are then two or three extra writing activities. These can 
all be done as homework. Again, make photocopies for 
the students of the pages relating to the units you would 
like them to do. After correcting the writing exercises in 
the classroom, go over key points that have been causing 
problems.

Speaking
What to give the learners
The language exercises at the beginning of each Speaking 
unit in the Resource bank can be used to revise language 
from the main Course Book unit, especially if you did the 
Business skills section in another lesson. In any case, 
point out the connection with the Course Book material to 
students. These language exercises are designed to prepare 
students for the role plays/discussions that follow and 
in many cases can be done in a few minutes as a way of 
focusing students on the activity that follows.

When you go round the class helping students with 
exercises, work on the process of deducing the answers by 
looking at grammatical and sense clues. Do this again when 

you round up the correct answers with the whole class: don’t 
just mechanically give the right answer and move on.

A typical two-person role-play might last five or 10 minutes, 
followed by three to five minutes of praise and correction. An 
animated group discussion might last longer; in this case, 
drop one of your other planned activities and do it another 
time, rather than trying to cram it in before the end of the 
lesson. If you then have five or 10 minutes left over, you can 
always go over some language points from the lesson again, 
or, better still, get students to say what they were. One way 
of doing this is to ask them what they’ve written in their 
notebooks during the lesson.

Revising and revisiting
Feel free to do an activity more than once. After one run-
through, praise strong points, then work on three or four 
things that need correcting or improving. Then you can get 
students to change roles and do the activity again, or the 
parts of the activity where these points come up. Obviously, 
there will come a time when interest wanes, but the usual 
tendency in language teaching is not to revisit things enough, 
rather than the reverse.

Fluency and accuracy
Concentrate on different things in different activities. In some 
role plays and discussions, you may want to focus on fluency, 
with students interacting as spontaneously as possible. 
In others, you will want to concentrate on accuracy, with 
students working on getting specific forms correct. Rather 
than expect students to get everything correct, you could 
pick out, say, three or four forms that you want them to get 
right, and focus on these. 

Clear instructions
Be sure to give complete instructions before getting students 
to start. In role plays, be very clear about who has which role,  
and give students time to absorb the information they need. 
Sometimes there are role cards that you hand out. The 
activities where this happens are indicated in the notes.

Parallel and public performances (PPP)
In pairwork or small-group situations, get all pairs to do 
the activity at the same time. Go round the class and listen. 
When students have finished, praise strong points and 
deal with three or four problems that you heard, especially 
problems that more than one group has been having. Then 
get individual pairs to give public performances so that the 
whole class can listen. The performers should pay particular 
attention to the problem areas.

One to one
The pairwork activities can be done one to one, with you 
taking one of the roles. The activity can be done a second 
time, reversing the role and getting the student to integrate 
your suggestions for improvement. 
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Unit 1 First impressions
Networking

A  
• Relate this exercise to the expressions in the Useful 

language box on page 11 of the Course Book, practising 
pronunciation and intonation. Then get students to close 
their Course Books.

• Get students to do the exercise in parallel pairs. Circulate, 
monitor and assist where necessary.

• Call the class to order and elicit the answers. 

• Get individual pairs to read the exchanges with feeling.

1 b 2 f 3 a 4 c 5 g 6 h 7 d 8 e

B  
• Before the class, photocopy the prompts for the 

conversation. Make as many photocopies as there will be 
students. (All students see both sides of the conversation.)

• Ask the whole class to look again at the expressions in the 
Useful language box on page 11 of the Course Book and get 
them to read the expressions with the right intonation.

• Tell students they are networking at a trade fair. Allow 
students a minute or two to prepare the expressions they 
might use before doing the role play. 

• Get students to do the role play in parallel pairs. Circulate, 
monitor and assist where necessary, noting down examples 
of language used and five or six points for correction, 
including pronunciation and intonation.

• Bring the class to order. Praise good language and 
intonation that you heard and go through points that 
need improvement, getting individual students to say the 
improved version.

• After this feedback, students may repeat the activity, 
swapping roles. 

• With one-to-one students, take on one of the roles yourself. 
Then do the activity again, swapping roles.

Unit 2 Training
Clarifying and confirming

A  
• Ask the whole class to look again at the expressions in the 

Useful language box on page 18 of the Course Book and 
practise the intonation of the phrases.

• Get students to read them with realistic intonation. Do this 
with the whole class, then repeat in individual pairs. 

• Ask students to close their Course Books and work on this 
exercise.

• Go through the answers with the whole class, getting them 
to explain why particular answers are correct, rather than 
just calling them out and moving on to the next one. For 
example, with item 1, get someone to explain that Would 
you mind … is always followed by the -ing form.

• Practise the intonation of the correct expressions.

1 Would you mind to repeating that for me again?

2  Would you mind going over on that?

3  Sorry, could I ask you to give to me that address again?

4  Could you clarify out what you meant by 
‘delocalisation’?

5  So that’s three o’clock on Wednesday, by then.

6  Let me see if I can understand correctly.

7  Can I just check up that?

8  I’d to like to just confirm that.

9  Actually, that what I said was Tuesday, not Thursday. 

10  What I meant with by ‘delocalisation’ was not what my 
colleagues usually mean by it.

B  
• Before the class, make as many photocopies of the role 

cards as there are pairs in the class.

• Explain the scenario set out in the rubric. Divide the class 
into pairs and hand out the role cards.

• Begin the role play in parallel pairs. Go round the room and 
monitor the language being used. Note down strong points 
and points that need correction or improvement; this can 
include incorrect structures, vocabulary and pronunciation. 
Focus particularly on clarifying and confirming language. 
At this level, be very demanding in relation to appropriate 
language and intonation. Put items that need work on the 
board for later feedback.

• When most pairs have finished, bring the class to order and 
praise good language points used. 

• Refer students to the board and work on the corrections 
together, getting students to provide the correct form, 
vocabulary and pronunciation if possible.

• If there is time, ask students to change roles and repeat the 
role play, integrating the corrections.

Unit 3 Energy 
Decision-making

A  
• Relate this exercise to the expressions in the Useful 

language box on page 26 of the Course Book. Then get 
students to close their Course Books.

• Get students, in pairs, to match the expressions and the 
functions.

• Circulate, monitor and assist where necessary.

• Bring the class together and go through the answers with 
the whole class.

• Practise the intonation of these phrases with the whole 
class.

• For further practice, students could use some of these 
phrases to make a short dialogue of their own in parallel 
pairs. Then get pairs to give ‘performances’ for the whole 
class.

1 d 2 b 3 a 4 b 5 c 6 a 7 c 8 d
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 – Speaking

unit 1

networking

   First impressions

A   Match the expressions and the responses between two people at a company’s trade-fair stand.

1 

2

3 

4 

5

6

7 

8

Excuse me, could you do me a favour 
and pass the juice?

That’s a great calling card.

How’s business in your part of the 
world?

I don’t think you’ve met Dr Kay from 
R&D?

Have you been in Reykjavik recently?

I’ll write down my details for you.

Do you mind me asking where you’re 
from?

We should do lunch one day.

a) 

b)

c) 

d) 

e)

f )

g)

h)

Could be worse – we’ve been through a bad 
patch, but it’s picking up now.

Here you go.

I don’t think I have. Hello. I’m Aysha Khan –  
I’m in marketing.

I’ve lived in Greece all my life, but actually I’m 
from Albania.

That would be nice.

Do you like it? Our internal design people did it.

I was there not long ago, actually.

Thanks – here’s a pen.

B  Work in pairs. Role-play the conversation using the prompts below.

Student A: You are working on your company’s stand at a trade fair in Chicago. 

Student B: You are a visitor to the trade fair.

Student A Student B

Ask where Student B is from and who  
he/she works for.

Originally from Venezuela, you work in Brazil,  
for Rio Aviation Corporation.

Find out Student B’s line of business.

You are in R&D, a materials scientist.

Hand over your business card.

Thank Student A for his/her card and give  
yours.

Say that your company is working on a new 
generation of plastics for use in aircraft.

Express interest – you are a plastics specialist 
yourself.

You are based in California – tell Student B  
that he/she should visit your company’s R&D 
department there, near San Francisco.

Accept the invitation – you will be in California 
next month. You will be in touch by e-mail with  
the dates of your trip.

React appropriately.

Say you have to get away – confirm that you’ll  
be in contact.

Say goodbye, and that it was nice  
meeting Student B.
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unit First impressions1

anneliese guérin-letendre, intercultural communications expert, 
communicaid

A    CD1.1 Listen to the first part of the interview and match the verbs (1–6) with the expressions 
that they relate to (a–e). (One of the expressions relates to two verbs.)

1 make a) an image

2 break down b) impressions

3 take in c) that vital first impression

4 put together d) these messages

5 view e) a composite picture

6 build up

B   Match the adverbs (1–6) from the first part of the interview with expressions that could replace 
them (a–e), keeping the same meaning. (Two of the adverbs can be replaced by the same 
expression.)

1 usually a) normally

2 really b) swiftly

3 quickly c) separately from each other

4 independently d) definitely

5 certainly e) in fact

6 actually 

C    CD1.1 Listen to the first part of the interview again and put the adverbs in Exercise B into the 
order that you hear them. (One occurs three times, one occurs twice and the others once each.)

D    CD1.2 Listen to the second part of the interview and find expressions that mean the following.

1 stiff

2 to free

3 how you look at people, how long you look at them each time, etc.

4 look round a room

5 the way that you change your voice

6 the way that you change the pitch of your voice

7 movements of body, especially hands and arms

8 repeated movements of the body, ways of speaking, etc. that can be irritating to others

9 irritating movements of the body, perhaps ‘playing’ with one’s clothes, jewellery, etc.

10 something that prevents you from concentrating on something
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resource bank listening key

unit 1

A

1 c 2 c 3 b 4 e 5 d 6 a

B

1 a 2 e 3 b 4 c 5 d 6 e

C

actually, really, certainly, really, usually, 
independently, usually, quickly, really

D

1 rigid 2 liberate 3 eye contact 4 scan 5 modulation
6 intonation 7 gestures 8 mannerisms 9 fidgeting 
10 a distraction

unit 2 

A

1 office, factory, warehouse 2 permanent employees 3 loyalty
4 focus in life 5 monthly allowance 6 worthwhile exercise 

B

1 b 2 a 3 c 4 c 5 b 6 a

C

1	  F (There’s no training programme for all 
apprentices right across the UK.)

2	 T

3	 F (They also work in offices.)

4	  F (He mentions two: ‘Trained in Germany’ 
and ‘Made in Germany’.)

5	 T

unit 3 

A

1	 F (It’s always singular: ‘The news is good.’)

2  T

3  T

4  F (It means ‘one million’.)

5  F (It’s always singular and uncountable.)

6  T

7  T

B

1 provision 2 analyse 3 analyze 4 capture 5 store
6 calculation 7 deterrent/detterence 8 effect

C

Well, right now, the most mature of the main clean energy 
sectors is wind because the technologies have basically 
been standardised for 20, 25, 30 years, through bladed 
turbine. And people know exactly how much it costs to 
generate power with that technology. They know where the 
best geographical locations are to base wind farms, so it’s 
regarded as a mature technology and often an alternative to 
things like gas and coal. But I think in the long term, solar is 
the clean energy technology [that] will probably get the widest 

uptake, both putting plants in places like deserts and in very 
sunny areas, taking advantage of land that hasn’t got a lot 
of other use. But also micro-generation, people putting solar 
panels on roofs. Once the technology comes down enough, 
it’s not there yet, but once it comes down enough, then it’ll 
be something that people do routinely as a way of actually 
dealing with some of their power needs during the course of 
the year. And solar panels will have a huge market for that.

D

All the changes are possible, both grammatically 
and so as to keep the same meaning.

unit 4

A

1 c 2 b 3 a 4 c 5 b 6 c 7 a

B

1  retains

2  loyalty

3	 loyalty marketing schemes

4  buying behaviour

5  gathers intelligence

6  creates promotions

7  price promotion activity

C

1 privacy 2 relevant 3 concern 4 glass 
5 indifferent 6 awareness

unit 5

A

1 employment 2 constant 3 come through
4 high-value 5 hi-tech 6 creative 7 generators
8 open up

B

1	  once: If you look at the increases in employment, 
they’re all for jobs with high levels of skills.

2	  six times: … jobs have become much more skilled.
The second big change has been the industries. The new 
jobs have come through in service industries, and they’ve 
come through …
And these have been the big generators of new jobs …
And a third thing we’ve noticed …

3	 not used at all

4	  four times: … a lot of this job growth is taking place in major 
cities, and in particular, we’re seeing a big gap open up …
… the new jobs are occurring only in certain parts of the 
country …
… they’re really seeing little benefit from this job growth. 

5	  twice: … a big gap open up between those cities that were 
doing well, and those cities [that were] doing badly.

C

1 c 2 b 3 c 4 b 5 c 6 b 7 a

201
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case study writing task: model answer

First impressions 

Dear Ms de la Tour

Logistaid’s Managing Director, Ed Kaminsky, has asked me, as the organisation’s Press Officer,  
to write to thank you so much for attending our Gala Dinner. I’m sure you will be pleased to hear 
that Logistaid raised $350,000 at the event.

We are extremely grateful to you for agreeing to promote our new educational programme. 
Logistaid will shortly be announcing a series of summer schools in different locations around the 
world, where renowned experts will be giving seminars and courses on a range of development 
issues. We would be very pleased if you could help us raise awareness of these events.

With this in mind, Ed Kaminsky would like to invite you to a meeting at Logistaid’s headquarters 
here in London sometime in the next month to discuss the promotion of these events in more 
detail. He suggests one of the following dates: 3rd, 12th or 20th November. I’d be grateful if you 
could let me know which would be most suitable for you.

We look forward to hearing from you, and thank you again for agreeing to become an 
‘ambassador’ for Logistaid.

Yours sincerely,

R.Orr
Rona Orr

Press Officer, Logistaid

(See the Writing file, Course Book page 142, for the format of formal letters.)

A   Write a letter from Amy de la Tour to Logistaid’s Press Officer, with these points. Say that you …

• enjoyed the Gala Dinner enormously, especially Ed Kaminsky’s speech

• are pleased that Logistaid raised so much money from the dinner

• are happy to accept the role of promoting Logistaid’s educational programme

• would be glad to attend a meeting in London on 12th November in the afternoon

• look forward to discussing ways in which you can help promote Logistaid’s summer schools.

• End suitably.

B   You are Amy de la Tour’s PA (personal assistant). It’s 10th November. Write an e-mail to Rona Orr, 
Logistaid’s Press Officer.

• Say that Amy de la Tour will be unable to come to the meeting on 12th November because of 
a family crisis. (Invent details.)

• Suggest three other possible dates later in November.

• Say that Amy looks forward to working with Logistaid, and apologises for having to change 
the date of the meeting.

• End suitably.
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