How the Book Works
Unit

Introduction Page

First Day at Work:
Introducing Yourself and Others
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Each unit starts with an illustrated introduction page which
sets the scene for the rest of the unit. Below the illustration there are two communicative activities; the one on
the left, called Rapid Review, revises important language
points from the previous unit, while the one on the right,
Getting Started, elicits language related to the content of
the coming unit.
The objectives for the unit also appear on this page, in a
box on the right hand side. In line with the Common European Framework of Reference for Languages, they are presented as “can do” statements; for example: I can introduce
myself to others.

Rapid Review:

Getting Started:

Objectives

• Work in pairs. Write down
as many English words as
you can think of in two
minutes. Compare your
answers.

• Where are the people?
What are they wearing?
What are they doing?

I can give personal information; I can introduce somebody
and use basic greeting and leave taking expressions; I can
handle simple numbers; I can write a simple e-mail; I can
write sentences and simple phrases about myself; I can say
when I don’t understand; I can very simply ask somebody
to repeat what they said; I can very simply ask somebody
to speak more slowly.

Main Unit Content
Situations
Each unit contains several common business situations, for example booking a flight in Unit 4. In these
situations, vocabulary and key functions and structures are presented and practised through a variety
of speaking, listening and reading activities (which, by the way, must be done in a separate notebook).
The tapescripts of the listenings are available in the CEO (Centro de Enseñanza Online), so you can read
them whenever you wish.
Presentations
In the presentation sections, key language and grammatical structures are developed and explained in
greater detail and practised through a range of activities; for example, comparatives and superlatives,
also in Unit 4.
Pronunciation and Writing
Each unit finishes with a pronunciation and writing section. The pronunciation section focuses on
common problem areas related to sounds, stress and intonation, while the writing section consolidates
and extends key business writing skills such as writing emails, reports and proposals.
Furthermore, we have paid special attention to stress and intonation, so new words introduced in the
text are always presented with their stress marked in blue.

Help Boxes
A variety of help boxes appear in the margins of each unit. These are divided into
Watch Out!, Saying it Right, Remember and Key Verbs; each of which highlights
and deals with common mistakes and problem areas. A further help box, Did
You Know…?, provides information and explains idiosyncrasies about the English
language and elements of the culture of the English speaking world.
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Watch Out!
Help Boxes

Did You Know?
Help Boxes

Revision Unit Content

Annex

The book contains three revision units which come after units 5, 10 and 15. These units
include grammar and functional language schemes which summarise the grammar
and functions featured in the previous five units; materials for pair and group work
and a writing guide with models of key business correspondence and documents.
The unit ends with a revision and extension task for further integrated practice.

The appendices include: a phonetic
chart, an irregular verbs list, a list of
common business phrasal verbs and a
list of key vocabulary.

