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Working with words

Complete the workplaces with the letters 
a, e, i, o, u.

1	Bob’s in the w__r__h__ __s__.
2	Where is the c__f__t__r __ __?
3	The security guard is in r__c__pt__ __n.
4	My h__ __d __ff__c__ is in Barcelona.
5	I’m in the c__r p__rk.
6	We’re engineers in the f__ct__ry.

Put the words in the right order. See the example.

my / is / company / old
My company is old.

7	small / the / is / office
______________________________________
8	coffee / ’s / good / it
[bookmark: _GoBack]______________________________________

Write sentences 7–8 with the opposite adjective. See the example.

My company is old. – My company is new.

9	________________________________
10	________________________________

Language at work

Underline the right verb.

A	11 Are / ’re you managers?
B	No, we 12 are / aren’t. We 13’re / aren’t sales
	representatives.
A	Where 14 ’re / are your sales offices?
B	They 15 ’re / aren’t in Paris and Lyon.





Complete the conversations with what, where, or who.

16	A	_________’s your company?
	B	It’s Microsoft.
17	A	_________’s your factory?
	B	In Mumbai.
18	A	_________ is he?
	B	He’s Brian. He’s my manager.
19	A	_________ are the engineers from?
	B	Italy.
20	A	_________ are they?
	B	Sasha and Paulo.
21	A	_________’s your email address?
	B	jp_lauder@globalink.de

Business communication
22–26

Number the lines (2–6) in this email in the right order.

___	Sales Manager
  1	Dear Mr Galleti
___	Anton Braun
___	Can you please send me a map?
___	Best regards
___	I’m writing about my visit to your new offices.

Complete the email.

27	D______ Anton
28	T______ for your email.
29	H______ ’s a map.
30	B______

Maria

			
  Result ________ / 30 marks

Speaking test

Interviews

Copy this page and cut out the role cards for the students. Then use the Speaking test results form to evaluate each student’s performance. You can then cut out the results and give them to the students.


Student A

1	Write five questions about Student B’s workplace. Use these questions:
What …?
Are …?
Is …?
Where …?
Who …?
2	Now ask Student B your questions.
3	Answer Student B’s questions about your company.

Student B

1	Write five questions about Student A’s workplace. Use these questions:
What …?
Are …?
Is …?
Where …?
Who …?
2	Answer Student A’s questions about your company.
3	Now ask Student A your questions.




Speaking test results

Use these forms to evaluate the students.

Student A					           Student B
	Can the student
ask questions
about a workplace
with these
question words:
	Didn’t do this (0 points)
	Yes, but with some mistakes (1 point)
	Yes, did this very well (2 points)
	Can the student
ask questions
about a workplace
with these
question words:
	Didn’t do this
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)

	What …?
	
	
	
	What …?
	
	
	

	Are …?
	
	
	
	Are …?
	
	
	

	Is …?
	
	
	
	Is …?
	
	
	

	Where …?
	
	
	
	Where …?
	
	
	

	Who …?
	
	
	
	Who …?
	
	
	

	
                                  Result ________ / 10 marks
	
                                    Result ________ / 10 marks



