4 Write what you would say.
a Direct someone to the factory.

b Direct someone to your office.

lift

3rd floor

C




5 Write down a question for the following answers. Refer to the
dialogues and notes.
pamee: What kind of business ave you In?
We're in the shipping business.

d  HoW TRRY s s s R S A S R R B ?
We employ just over 200 people.

T ¥
No, we're not a partnership — we're a limited company.

€ o O st O T R 3 B P RS S ?
We have been on this site for three years.

o 0 g S PO PSP PR PSPPI ?
Yes, | do. The working atmosphere is very good now.

6 VTP oo s o RS O A L St e ot o A ?
In terms of region, the biggest market is North America.

L D ?

| suppose our biggest competitors are companies in Thalland and indonesia.

(TR B Yo 11 1T [ oy ?
Follow the road to Trieste and you'll see the factory on the right.

6 Rewrite the following in another way. Refer to the dialogues and notes.
exampLE: | have an appointment with Jan Pickero.




9 Job information ;

2 Some useful phrases.

- Listen to the recording and repeat.

I work for a software company.

I'm responsible for the development of new products.
It's a very challenging job.

| report directly to the Managing Director.

The job involves a lot of travelling.
| usually start wark 4t 8 a'clock in the morning.
Do you usually drive to work?

How's the new job?

L really enjay it.

The salary is good.

I'm very pleased | moved here.

How has the takeover affectad you?

Some peaple are going to lose their jobs.
Some will take early retirement.

There won't be any compulsory redundancies.

We need to recruit a new training manager.
What kind of person are you looking for?
We need someone with excellent communication skills. | REALLY -l
ENJOY THIS JOB. |
IT°5 A GREAT COMPANY

To WORK FOR.




I

-@ Dialogues 1

Responsibilities

00 0000

: So, what exactly do you do in the company?

. I'm responsible for new product devel . I report directly to the CEO.

. 'What does that involve?

. | supervise a team of designers. We all have to think of new ideas, test them and

p

develop the ones that we think will succeed.

. ‘It sounds challenging.

Itis, but | really enjoy it.

Qualifications for the job

0 09

: I hear you studied in Finland.
. That's right. I did a degree in Engineering at Tampere Technical University and then |

worked in a small software company in Helsinki,

: Why did you decide to stay in Finland?
. 1 was very interested in the job. | wanted to put my training into practice. The

experience was very good and certainly helped me to get this job.

A typical day

Qe 09

: What time do you start in the mornings?

: | aim to get to work by 8 a.m. That means leaving home at 7:30.1 usually cycle to work.
: 'Are the hours flexible?

. In theary, yes, but I normally finish at 4 p.m. | sometimes finish earlier if | take a very

short lunch break.

. Do vyou go out for lunch?
. Dccasionally, butl like eating in the company canteen.

Discussing a new appointment

Qe o2 o

© What kind of person are we looking for?
: We want someaone wha is already working as a Project Manager in a software house.

He or she should have at least three years' experience.

. What sorts of skills are needed?
: Excellent communication skills are essential. The person we appoint will have a lot of

direct contact with clients - we need someone who can present the company tlearly.

: 'Absolutely. So where can we find this person?
. | think we should advertise with an on-line recruitment agency but we may have to

use a firm of head-hunters.



Notes :~

I'm responsible for new product development. Are the hours flexible?
We can also say: Phrases to talk about flexible working: £
I'm in charge of new product development. I waork flexible hours.

New product development is my responsibjlity. We have a Tlexitime' system.

{ report directly ta the CEQ. ... | like eating in the company caateen.

This means the CEO is my boss. Another person may prefer to have a [
CEQ = Chief Executive Officer takeaway or to eat: :
CFQ = Chief Financial Officer in a local restaurant,

MD = Managing Director at histher desk, 35

What does that involve? n a sandwich bar. ;
Notice that we use the -ing form of the verb fram a market stall

after involve:
1t invelves attending & lot of meetings.
It invoives warking long hours.

Excelient communication skills are essential.
Some key qualifications for a job:
We need someane who is very reliable.

It sounds challenging. Were looking for someane with strong
challenging means demanding, tough. leadership skills. '
The joti is & challenge. We want someone with a good ‘track record”. ,'
| enjoy challenges. Absolutely. “
! hear you studied in Finland. In speech, Absolutely means | agree/Mou're
Note how hear, understand, and believe are right &

used in conversation:
{ understand you spent some time {0 Japan
! beligve you know Don quite well,

... we should advertise with an an-line
recruitment agency ...
We can find staff in a recruitment or
empioyment agency.
How do you recruit staff? |
Da you advertise in the local/national
newspapers?

Fossible responses:

That's right/Not really.

Yes, | was there for two years.
Yes, we're very good friends.

1 did a degree in Engineering ...
Other language for describing studies:

British/American differences
I did a B.A. (Bachelor of Arts)

British American
I studied for an MSc. (Master of Science] flexitime flextime
I completed my studies last year. takeaway takeout
! graduated from Oxford University in 1999 Note: To be keen onis only used in
I was very interested in the job. British English. It is not used at all in
Note the prepositions: predcan English.

to be nterested in, keen on, fascinated by

I usually cycle to work.
Other ways of getting to work - note the
correct prepositions:
I walk/go on foot.
1 drive/go by car.
I take the train/go by train.




“@ Dialogues 2

Working conditions
©: Are you pleased you maved to the Bangkok office?
©: Yes | am, The atmosphere is very relaxed and | have a good group of colleagues.
There's a great mix of nationalities and we often go out for dinner or for a drink after
work. Everyone is on first name terms.
©y: Don't you find it very hot there?
®: Bangkok is hot, yes, but the offices are very comfortable. All the buildings and cars are
air-conditioned. § have no regrets about moving.
Financial rewards
©: What kind of salary do you think we should offer for the new sales manager's job in
Almaty?
@: Its difficult to say. We would normally pay $50 000 a year plus commission for a job
with these responsibilities, but | don't know about the cost of living in Kazakhstan and
I have no idea aboutthe level of local salaries.

©: Neither have L. I'll talk to Balgira Karakas about it. She’s originally from Almaty - I think
she's working in our Dacca office at the moment.

Job benefits

: How's the new job?

. I'm very happy with it. The salary is reasonable — not quite as good as in the last job
butthe company really looks after its people.

: How do you mean?

. Well, Fhave free use of the company gym and health club, they pay for all my phone
calls and | get excelient medical insurance. Sickness pay and holidays are very good
and the pr ion prospects are Ilent

O You're lucky.

: Yes, | am —they even give us a season ticket for the local football team!

@

k=)

Retirement and redundancy

:How has the takeover affected the company?

: Well, the new owners are going to close down a plant in Manila and another in Dubai.
‘About 300 people are going to lose their jobs.

. That's terrible.

: Actually it's not quite as bad as it seems. Most of the staff will be offered jobs in other
plants and quite a few want to take early retirement..

. Sothere are no compulsory redundancies?

: Very few.

: That's good news.

PR 00 @



Notes

The atmosphere is very relaxed ...
The working atmosphere can be farmal or
informal. It can also be stressful or relaxed.
Everyane is on first name terms.
In an infarmal environment, staff are
probably on first name terms — they use first
names rather than surnames,
Don't you find it very hot there?
Note that the use of Jon't at the beginning of
this question expects the answer Yes. If the
answer is Np, the speaker must emphasise
tne answer, 8.g.: Nat really. Na, not at alf.
I have no regrets about moving.
Expressing feelings:
| don't regret moving here at all.
'm happy to be here.
I'm very pleased [ moved.

.. 850 000 a year plus commission ...
Commission is the payment made to sales
peaple depending on how much they sell.

.. the cost of living ...

The cost of living is the expense of living in a
country,
The standard of living is how well you can live
in a country.

... the level of local salaries.
Salaries are normally paid monthly.
Wages are normally paid weekly.

Neither have 1.
Note the word order after neither.
1'didn’t go to university. — Neither did /.
I'm not going to move. — Neither am 1.
so follows the same rule:
! studied in Mascow. — So did /.

British/American differences
British

football team

compulsary

redundancies

to be made redundant/to be faid off

I didn't go ta university

1 have a good daily allowance.

To sack

F'm moving to Tashkent. — 3o am |.
| like warking here. — So do |,

.. the company really leoks after its people.
Phrases for describing your employer:
It's a great/terrible company ta work for.

I have a very good/an awful boss.

... | have free use of the comgany gym ...
Some other benefits (if you are luckylh
They pay for ali my phone calls.

! get excellent medical insurance.
! have a goad daily allowance.

.. promotion praspects are excellent.

The speaker has a very good chance of
getting a better paid job with more
responsibility in the company.

How has the takeover affected the company?
Note the use of the verb fo affect
How has the takeover affected you? Compare:
What has been the effect of the takeaver on the
company?

About 300 people are going to lase their jobs.
This is more neutral than:

They are going to fire/sack fifty people. or
Fifty people are going to be fired/sacked.

. quite a few want to take early retirement.
Note that we take early retirement. Other
expressions:

I'd like to retire early.
I'm not looking farward to retirement.

.. there are no compuisory redundancies.
Mote how we talk about redundancy:
Will anyone be made redundant?

{ was made redundant last year.
Most of the redundancies will be voluntary.

American

soccer team

mandatory

layoffs

to be laid off

1 didn’t go to college

I have a good per diem.

to fire/dismiss (also used in British English)

Note: To fire is less farmal than to dismiss in both British and American English.




~ Practice

|1 Complete the missing word in the sentences and then put them in the
grid. The letters in the tinted panel will spell a key word.
vele

b Isthecostof........ ... high in Norway?
¢ Weneedapersonwith............ communication skills.
d Thereisagood........ .. .of nationalities in the office.

[l

e Arevyou planning to take early...... ... .7

f lunderstandsome............ will be lost after the takeover.
g Doyouknowthe........ ... of local salaries?
h My employer provides free . ........... insurance.

2 Complete the sentences with a form of the word in brackets.

EXAMPLE: John is now Head of . v€CYuitment {recruit)
a  Because of the factory closure, 500 people are going (redundancy)
to be madecc s
B Trvinghafgeiofvesmemasme s vy i (develop)
¢ The company provide freemotor.. ... ............ 3 {insure)
d I'mplanningto............ next year. (retirement)
e Ifisavery:ooon i place to work. (stress)
f Do yr;u knowwhothenew............ of the company are? {own)
g We need a manager with excellent. . .......... skills. {lead)
h Thavegood............ prospects in my new job {promate)
it I¥saveny s job. (challenge)

j It'sajobwithawiderangeof.................. ; (responsible)




3 Match the statements and questions with the responses.

1 lunderstand Frank used to work in Japan. a  Fine, thanks.
2 How are you? b Yes, the directions were very clear.
3 lusually walk to work. ¢ Atdpm.
4 Did you have a good journey? d Yes, |am.
5 | dont have any regrets about moving. e That's right, it was five years ago.
6 Isita good place to work? f  Neitherdo |
7 Are you looking forward to retirement? g Itcanbe.
8 When did you graduate? h  Absolutely!
9 Whattime do you leave work? i Sodol
10 We need someone who is very refiabie, i in 2001
4 Complete the sentences with a preposition.
EXAMPLE: I'm in charge ... of 1T Services
a Vmresponsible............ recruitment.
b Trepert s . the Human Resources Director.
c ltakecare............ everyday office procedures.
d Istudied....... .....my degree at Edinburgh University.
e lhavenoregrets............ taking my current job
f Isn'tthecost........ ... living very high?
g lhavefreeuse............ the company swimming pool.

5 Complete the crossword.
Across
1 lwork for a recruitment............
3 |don't have time to eatin a restaurant ar lunchtime.
lusuallyhavea............ i

5 The meals in the staff . . . are excellent.

7 lusedtobepad............ . naw I'm paid monthly.

8 Ican'tafford tolive here. The............ of living
is too high.

Down

2 Sheis an Oxford University .. ..........

4 The company pravides a very good dallv S
for living expenses.

§  The company has changed enormousty since the

*Reaily e ume: am |lI'




6 Match the two parts of the sentences.

1 | graduated for a degree in Business Administration.
| report by car.
| studied plus commission.
| go to wark to early retirement.

We need to advertise
We oftered her a salary of $60 000
The company looks
I'm logking forward

in the lacal newspaper.

to the Chief Project Manager.
after its staff well.

from university five years ago.

0~ o ow W
TEO .m0 60 O w

7 Respond to the statements with so or neither.
EXAMPLE: I'm going to lose my job.

a | didn't want to take early retirement.




