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woc ta dang budc vao thoi ky céng nghiép hoa, hién
dai héa nham dua Viét Nam trd thanh nuéc cong
nghiép van minh, hién dai.

Trong su nghiép cach mang to lon do, céng tdac dao tao
nhan luc luon gii vai tro quan trong. Bdao cdo Chinh tri ciia
Ban Chdp hanh Trung wong Pdng Céng san Viét Nam tai
Dai héi Ddng toan qudc lan thit IX da@ chi ré: “Phét trién
gido duc va dao tao 1a mot trong nhitng dong luc quan trong
thiic day su nghiép cong nghiép héa, hién dai héa, 1a diéu
kién dé phat trién nguén luc con ngudi - yéu té co ban dé
phdt trién xa hoi, ting truéng kinh t€ nhanh va bén viing”.

Quan triét chii tricong, Nghi quyét ciia Pdang va Nha nicdc
va nhdn thitc diing dan vé tdm quan trong ciia chicong trinh,
gido trinh doéi vai viéc ndng cao chdt lugng dao tao, theo dé
nghi cua So Gido duc va Pao tao Ha N¢i, ngay 23/9/2003,
Uyban nhdn dan thanh phé Ha Néi dd ra Quyét dinh sé
5620/0D-UB cho phép So Gido duc va Dao tao thuc hién dé
an bién soan chuong trinh, gido trinh trong cdc truong Trung
hoc chuyén nghiép (THCN) Ha Noi. Quyét dinh nay thé hién
sut quan tam sau sdc ciia Thanh iy, UBND thanh pho trong
viéc nang cao chdt litong dao tao va phat trién nguon nhan
liee Thu do.

Trén co so chuong trinh khung ciia Bo Gido duc va Dao
tao ban hanh va nhiing kinh nghiém rit ra tir thuc té’dao tao,
Sd Gido duc va Dao tao da chi dao cdc truong THCN t6 chitc
bién soan chicong trinh, gido trinh moét cach khoa hoc, hé
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thong va cdp nhdt nhitng kién thitc thuc tién phi hop véi doi
tieong hoc sinh THCN Ha Noi.

Bo gido trinh nay la tai liéu giang day va hoc tdp trong
cdc truong THCN o Ha Noi, dong thoi la tai liéu tham khdo
hitu ich cho cdc truong c6 dao tao cdc nganh ky thugt - nghiép
vu va dong ddo ban doc quan tam dén vdan dé huomg nghiép,
day nghé.

Viéc to chitc bién soan bo chuong trinh, gido trinh nay
la mét trong nhiéu hoat dong thiét thuc cua nganh gido duc
va dao tao Thit dé dé ky niém “50 nam gidi phéng Thii do”,
“S0 nam thanh ldap nganh” va huéng toi ky niém 1000 nam
Thdang Long - Ha Noi™”.

So Gido duc va Pao tao Ha Néi chdan thanh cam on Thanh
iy, UBND, cdc sd, ban, nganh cua Thanh phé, Vu Gido duc
chuyén nghiép Bo Gido duc va Pao tao, cac nha khoa hoc, cac
chuyén gia dau nganh, cdac giang vién, cdc nha quan ly, cdc
nha doanh n ghiép da tao diéu kién giup da, déng gop y kién,
tham gia Hoi dong phdn bién, Hoi dong thdm dinh va Hoi
dong nghiém thu cdc chuwong trinh, gido trinh.

Day la lan dau tién So Gido duc va Pao tao Ha Noi 16
chitc bién soan chuwong trinh, gido trinh. Dit da hét sicc c6
gang nhiung chdc chan khong tranh khdi thiéu sot, bat cdp.
Chiing to6i mong nhdn dicoc nhitng y kién déng gép cia ban
doc dé tiimg budc hoan thién bé gido trinh trong cdc ldn tdi
ban sau.

GIAM POC SO GIAO DUC VA PAO TAO
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Introduction

Who is this book for?

Practical Business Vocabulary is designed to enable immediate learners of
business English to expand their business stock of vocabulary. It also gives
invaluable assistance to people studying English before they start work and for
those already working who need English in their job.

How is the book organized?

The book has 10 units, each of which is based on a different topic and
introduces the vocabulary of business areas such as jobs, skills and
qualifications, organizations, marketing, etc,..

Each unit contains twe-parts: theory and practice. The two- or three-page
theory introduces new words and expressions, and the practice enables
learners to check and practise them through varied and useful exercises.

The Test Yourself at the end of each unit is intended for writing and/or
discussion about yourself, your family and your company. This gives learners
the opportunity to put into practice the words and expressions in the unit.

There is a glossary with explanations in Vietnamese and an Answer Key at
the back of the book.
The Theory

This part introduces the new vocabulary and expressions for each topic or
language area. The presentation is divided into a number of sections marked by
letters: A, B, C, or D with clear titles. Within each section, new words and
expressions are printed in italics and explained using some techniques such as:

- A short definition. It follows directly after the word, or comes at the end
of the phrase or sentence. It is usually put in brackets: e.g., to be self-
employed (to work for yourself).

- Sentence examples. These examples indicate the words in context in
order to illustrate their meaning and special grammatical structures.

I’ve been offered a job in London.
She complained to the waiter about the food.

(she was not satisfied about it)
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In a few units, however, there are words without explanations. Learners
should spend some time guessing their meanings from contexts, then look at
the glossary to find their Vietnamese equivalents.

Apart from the explanations of new vocabulary and expressions, this part
looks at word combinations, word building, phrasal verbs, and the grammar
associated with particular vocabulary, for example the verbs followed by to
infinitive or -ing ( pages 41- 42) and so on.

The Practice

The practice gives the learners the opportunity to practise the new
vocabulary and expressions presented in the Theory. Usually, the first exercise
focuses on using the words and expressions in context. Other exercises aim to
practise the grammatical forms of items from the Theory.

Work Book

The Work Book complements this Practical Business Vocabulary book with
additional practice exercises, primarily for individual study between units.
Most exercises test only the vocabulary and phrases presented and practiced
in the book. Some reading exercises give learners the chance to extend their
knowledge of vocabulary beyond what have already been learned in the book.
The Workbook includes a complete Answer Key, which helps learners to check
their work themselves.

To The Learner
Why is vocabulary important?

Vocabulary is important because it is words that carry the content of what
you want to say. Grammar combines words together, but most of the meaning
is in the words themselves. The more words you know, the more you will be
able to communicate with others.

How do we learn vocabulary effectively?

The best way to increase your stock of vocabulary is by reading a lot of
English regularly. You should avoid simply going through the book ‘Filling in
the blanks.’ Give yourself time to practice and use what you have learnt before
going on to learn more. It is not sufficient simply to complete the exercises and
understand the new words encountered. You must actually use them in
communication (conversation, essays or letters) before you may feel that these
words truly become a part of your active vocabulary.

We hope you enjoy using Practical Business Vocabulary!
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Unit 1

WORK AND JOBS
Objectives Contents
- Focuses on key, work-related vocabulary. - What do you do?
- Presents some basic expressions to do with - Word Combination with work
Jobs and work - Phrasal Verbs with ook
- Presents phrasal verb: ook - Expressions connected with work

A. WHAT DO YOU DO?

To find out what someone’s job is, you say ‘what do you do?’ or ‘What do
you do for a living?' Here, Kerstin talks about her job:

“I work for a large European car maker. I work on car design. In fact, I run
the design department and I manage a team of designers: 20 people work under
me. It is very interesting. One of my main responsibilities is to make sure that
new model designs are finished on time. I'm also in charge of design budgets.

[ deal with a lot of different people in the company. I'm responsible for co-
ordination between design and production: I work with managers at our
manufacturing plants’.

to be in charge of! to be responsible for + noun/ verb-ing

responsibility + infinitive / -ing

One of my responsibilities is to make sure/making sure that the work is
well-prepared.

The secretary is in charge of the whole company while her boss is away.
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B. WORD COMBINATION WITH “WORK” AND “JOB”

"y

be out
of

It’s difficult to getlfind/look for work these days.

I've been offered a job in London.

He lost his job after three years’ working for the company.

C. EXPRESSIONS CONNECTED WITH “WORK”

Working hours

Reasons for not working

to work in shifts (nights one week,
days next)
on

to be

flexi-time  (flexible
working hours)

to work nine-to-five (regular
working hours)

to be self-employed (to work for
yourself)

to work overtime

to gol be on strike (industrial
disputes)

to get the sack (thrown out of
your job)

to be made redundant (no
longer needed)

to be onltake maternity leave
(expecting a baby)

to take early retirement
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