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Loi gigi thiéu

A 7 uGc ta dang budc vao thei ky cong nghiép héa, hién

1 V dai héa nham dwa Viét Nam trd thanh nwéc cong
nghiép van minh, hién dai.

Trong su nghiép cach mang to I6n do, cong tac dao tao
nhan lyc ludn gil vai trdo quan trong. Bao cao Chinh tri cla
Ban Chap hanh Trung wong Bang Cong san Viét Nam tai
Dai hdi Bang toan qudc lan th I1X d& chi rd: “Phat trién
gido duc va dao tao la mét trong nhitng dong lyc quan trong
thac day sv nghiép cong nghiép hoa, hién dai hoa, la diéu
kién dé phat trién ngudn luc con nguoi - yéu td co ban dé
phat trién xa hoi, tang treéng kinh té nhanh va bén virng”.

Quan triét chu trvong, Nghi quyét cia Dang va Nha nuéc
va nhan thtc ding din vé tam quan trong cla chwong trinh,
gido trinh ddi véi viéc nang cao chat lwgng dao tao, theo dé
nghi cta S& Gido duc va Pao tao Ha N&i, ngay 231912003,
Gy ban nhan dan thanh ph6 Ha No&i da ra Quyét dinh sé
5620/QD-UB cho phép S& Giao duc va Bao tao thuc hién, dé
an bién soan chuong trinh, gido trinh trong céc truvong Trung
hoc chuyén nghiép (THCN) Ha N§i. Quyét dinh nay thé hién
sy quan tadm sau sac cha Thanh Gy, UBND thanli phé trong
viéc nang cao chat lvgng dao tao va phat trién ngudn nhan
lvc Tha do.

Trén co s& chwong trinh khung cia B6 Gido duc va bBao
tao ban hanh va nhirng kinh nghiém rut ra ti thyc té dao tao,
S& Gido duc va bao tao da chidao cac truong THCN td chic
bién soan chuong trinh, gido trinh mét cach khoa hoc, hé



thdng va cap nhat nhitng kién thirc thuc tién pha hop véi doi
tugng hoc sinh THCN Ha Noi.

B6 giao trinh nay la tai liéu gidng day va hoc tap trong
cac truong THCN & Ha Noi, dong thoi la tai liéu tham khao
hitu ich cho cac trudng c6 dao tao cac nganh ky thuat - nghiép
vu va déng ddo ban doc quan tam dén van dé huéng nghiép,
day ngheé.

Viéc t0 chirc bién soan bd chuwong trinh, gido trinh nay
la mot trong nhiéu hoat déng thiét thuc ciia nganh giao duc
va dao tao Tha do dé ky niém “50 nam gidi phéng Tha do",
“50 nam thanh 1&p nganh " va hwéng t¢i ky niém “1000 ndm
Thang Long - Ha Néi

S& Gido duc va Bao tao Ha NoOi chan thanh cdm oii Thanh
Uy, UBND, céac s&, ban, nganh cta Thanh ph6, Vu Giao duc
chuyén nghiép B Gido duc va bao tao, cac nha khoa hoc, cac
chuyén gia dau nganh, cac gidng vién, cac nha quéan ly, cac
nha doanh nghiép da tao diéu kién gitp d&, déng gop y kién,
tham gia HOi dong phan bién, H6i dong tham dinh va Hoi
dong nghiém thu cac chwong trinh, gido trinh.

bay la lan dau tién S& Gido duc va Bao tao Ha Noi t6
chirc bién soan chuwong trinh, gido trinh. Du da hét src c6
gang nhwng chic chan khéng tranh khoéi thiéu sot, bat cap.
Chang téi mong nhan dugc nhitng y kién déng gép cla ban
doc dé tirng bwdc hoan thién bd gido trinh trong cac lan tai
ban sau.

GIAM BOC SO GIAO DUC VA BAO TAO



Objective

INTRODUCTION

Intensive Listening is one of the three parts of English for Business II. It
helps you to develop your English listening™ and speaking skills in business
contexts. It will help you to understand what you hear in meetings, on the
phone and when socializing with clients or colleagues. You will also be able
to practise using the language yourself.

There are 10 units in the book. Each unit has 5 sections as follows:

Preparation

Listening

Language study

Controlled practice

Word check

Tapescript

Answer keys
Glossary
References

This section introduces the situation and gives you
an opportunity to “warm up” and get ready to work.

This section helps you to understand spoken
English. There are questions and exersises to
practise and test your understanding. If you study,
it is simple to play the cassette more than once
before answering the questions, read the tapescript
at the back of the book if necessary and listen
again.

This section teaches you new language phenomena,
grammar, expressions from the listening section.
There are exercises to help you to understand and
remember.

This section helps you to emphasize all the
structures in various situations. Students can
improve both the speaking and listening skills.

At the end of each unit is a list of core vocabulary
of the course.

The listening scripts are printed in full at the back
of the book.



Unit1

FIRST MEETINGS

Objectives
- Meeting someone
- Greeting and responding
- Introducing yourself and others
- Having good behavior in meeting
Contents

- Ways of greeting and responding
- Introducing people

- Talking about job, company, type of work

PREPARATION
Answer these questions
a. Do you usually arrive for dinner at a friend’s house:
. a little early?
ii. exactly on time?



ii. a little late? >
b. When people arrive ten or fifteen minutes late for a business meeting, do
you feel:

I angry? w

ii. a little angry?

iii. perfectly all right?
c. What is the earliest time of day you normally have a business meeting?
d. What is the latest time of day you normally have a business meeting?

LISTENING

1. First you are going to listen to a number of people introducing
themselves. Some of the introductions involve just two people, some
involve three. As you listen, match up the names. The first one has
been done for you

19 person 2rd person 3rdperson
Gunther Klein \ , Mr Roberts A Philip
Paul Matthews \ "John / xFrancis
Tom — kGeoff Snowdon "Dr Mannheim
Peter — "Francine /
Hew Tubingen/ Jy" "Maxine ! "Roger
Jane °m olAkira Mishinma
Tony A~ ASusan

2. People greet in different ways. Listen and match up people's
names with the type of greeting

Name Type of greeting
Gunther Klein Nice to meet you.
Paul Matthews Hello!
Tom Very nice to meet you.
Hen' Tubingen Pleased to meet you.
Jane How do you do?

Tony Nice to meet you.



3. Mandes PLC is having their annual party. Listen to the dialogues
overheard at the party. Match up the people’s names with the type of
work. The first one has been done for you

Names Type of work
1 Peter 7 a. Production
2. John b. Personal assistant
3. Susan -c. Software development
4. Mike d. Market research
5. Sarah e. Fashion design
6. Mr Fields f. Personnel
7. Martin g. Accounts
8 .Jean h. Sales
9. Jean’s husband I. Finance

CONTROLLED PRATICE

1. Complete the sentences with an appropriate preposition

a. lwork...cooeenee éC Mandes.

b. What do you do............ PC..cvenne. a living?

c. lwork.......... m........... the Personnel Department.

d I'm ....... 01l............ fashion design.

e. I’'m in.... the recruitment side.

f. He’s ............ [>T the Production Department.
g. lwork......... al.. home

h. She’s been....... to......... Mandes........cccvvvevieenen. years

LANGUAGE STUDY

- Introductions often include these steps:
Greeting or request for introduction
Introduction introduction
Response to greeting response to greeting
- We often use the simple present when talking about jobs.
E.g. A: What do you do?
B: 1work for Mandes.



- We use a variety of prepositions to indicate work relationships.

E.g.

I work for Manders (they are my employers)

I work at Manders (the place)

I work with Manders (a sense of collaboration)

I am in computers (general type of work).

I am on the market research side (general type of work)
I’m in the Sales Department (specific place of work)

WORDS CHECK

marketing manager (n)
computer manager (n)
yet

to be over

host

to move

these parts

software

development

personnel Dept.

colleague
accounts department

market research
personal Assistant
finance

production department

fashion designer
PLC

annual

10

person in charge of marketing department
person in charge of computer department

up to now (in question and negative)

to be here on a visit from another country
person who invites or receives guests

to go to live in a new house

this area

programs for a computer system

planning new product

section of a company which deals with staff
welfare, records, training and recruitment.
fellow worker in a company or profession
section of a company which deals with
money paid or received

examining the possible demand for a
product before it is put on the market
secretary who provides special help to a
manager or director

section of a company which controls a
company’s money

section of a company which deals with the
making of the company’s products

person who plans new styles in clothes
public limited company. A company whose
shares can be bought on the Stock exchange
every year



