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LOI GIGI THIEU

Cdc ban hoc tiéng Anh thdan mén!

Enterprise Three 14 gido trinh thd ba trong b6 gido trinh
Enterprise, chuyén vé Anh ngit Thuong mai Qudc t& do 2 tic gia la
Tién s§ ngon ngit C.J Moore va Judy West bién soan danh cho céc ban
hoc tiéng Anh chuyén nganh & cdc trinh do so, trung cép. Ngoai viéc
gidp cdc ban trau déi kién thitc Anh ngit théng thudng, Enterprise con
cung cdp cho ban cic chi dé va tinh hudng dé c6 thé xi 1y cdng viéc
hoat dong trong méi trudng thuong mai quéc t€ hang ngay.

Enterprise Three danh cho hoc vién trinh d6 trung c4p ti€ng Anh
cdc chi dé va tinh hudng téng hgp hon, ngdn ngit si dung trong gido
trinh Enterprise Three mang tinh chién luge trong qu4 trinh 1am viéc va
glao li€p trong moi trudmg cb sit dung tiéng Anh nhu: employment,
manafacturingt, health, communications, finance va investment.

Gido trinh cung cdp ddy di 4 k§ nang thuc hanh, dic biét nhan
manh vao cdc k¥ nang vé sit dung chinh xdc tr vung trong mdi tinh
hudéng giao tiép, xur Iy cong viéc cu thé.

Ngoai séch hoc, phdn bai tap duge bién soan tdng hop cling vdi
phin summary of grammar, new language va vocabulary list ghip céc
ban thuc hanh va 6n luyén d€ cling c6 tir vung va ndm chic ngi phép. -

Tron bo gido trinh gom:

e Student's book

e Workbook

e Bing cassettes

¢ Sich huéng din giang day cho gido vién

Chuc cdc ban thanh cong!



UNIT ONE: Section 1

A Read and find out
Read both the texts below.
1 Who is the letter to? Text 1
2 Who is Peter Banks?

3 What is the name of the company?

T 2 Thank you for attending the interview for the pose of Stors
ext Wanager. I am pieased to offer you the posE sybiser ta

Dear Ma Jones

satisfectory medical reports.
I am enclosing a brief |ob description and deeaiiy of
The Store Manager will report to the benafite for manegers.
Selco Head Qffice If you wish to accepr the offer, plese complete the alip
belov and return it to oe. If you do not wish ta Accept the
Duties will inglude: offer, please write to me o talaphone me am soon an
1. Supervising sales stafi. posstble.
2. Appointing part-time staff. Youre winpareiy
3. Conlacling suppliers. a2
. . Patar M. banks
4 Deahn‘:q \.\:llh customer Pezsonnel ofetcar
complainls. -
5 Orgamising holiday rotas.
€. Cnecking displays of goods. — e e o —— o e e

| B Read and answer

1 Is Ms Jones a woman? 6 What will the Store Manager have to check?
2 Has Ms Jones attended an interview? 7 What has Mr Banks enclosed with the letter?
3 Who signed the letter to Ms Jones? 8 What doea the word post refer to? (Text 1 line 3
4 What post has Ms Jones applied for? It refers to the post of Store Manager,
suppliers? 10 Who does the word me refer to? (Text 1 line 9)
Write your answers to questions 1-7. Write complete sentences.
C Refer
1 Look at the texts in A. 2 Find two weards with similar meanings. Use a dictionary.

Finr(‘id:nother form of these Example: manager(jobJoffice interview(post} secretary

we . . a tell write wish complete want refer
a enclose 8"-0103‘“8'_ d medane b happy interested important pleased good experienced
b complain complaint e organise ¢ check return accept- wish examine describe
¢ attend f check d appoint enjoy apply send negotiate despatch

3 Complete each of these sentences with a word from Text 1.

Example: Thank you for attending the interview.

8 Please .. . the slip below.

b I am pleased to . . . you the post.

e Lam ... abriefjob description,

d Please write or telephone as . | . as possible.

supervising (n) ['su:pavaizin/ gidm sdt part-time (adj) /'po:ttaim/ bdn thoi gian
to deal with (v) - Jdiiy gidi quyét post (n) /poust/ vj tri cong tic
personnel Officer (n) /,pa:somel Dfissy €4nbdnhansy  toenclose (v) in'klouz/  glfi k¢m

to negociate (v) /ni‘'gou fieit/ dam phdn to despatch (v) /dis'paetj/ cirdi, phéi di



1.1

Language practice

Exercise }

Example; Are you studying French?
(English)
No, I'm studying English.

a Is he working in Paris? {(London}

b Are they training to be managers?
(typists)

¢ I3 she organising a conference?
{meeting}

d Are you dealing with this telex?
(that telex)

Exercise 2

Example: Did you talk to John?
{yes/veaterday)
Yes, I tatked to him
yesterday.

a Did he work with Sally? (yes/last
year}

b Did you listen to the radio
yesterday? {no/this morning)}

¢ Did you accept the offer? (yes/on
Friday)

d Did she work on the project last
year? (no/last month}

e Did they pass that exam? (yealast
year)

Exercise 3
Example: Will he see the girl?
He's seen her already.

a Will she sign the form?

b Will you write the memo?

c Will they speak to the client?
d Will they pay the bill?

Construction and use Examples:
Present simple

{lyou/weithey + verb They work.
Hefshelit + verh + -8 He works.

Uyouiwelthey donr't (do rot) + verb
Heishelit doesn't {does not) + verb
Describes habitual actions.

You don’t work. Do you work?
She doesn't work. Does she
work?

Present continuous

Tam (I'm) working.

to be + verb + -ing Heishe is (He's/She's} speaking.
Used for continuous action at They are (They're) listening.
time of speaking. We are (We're) hurrying.

Are you listening?

Is he workingt
Past simple (regulsr) I worked for that company last
Yerb + -ed/-d/-ied yegr.

Used for actions completed in
the past.

He enclosed a report.

She studied English last year.
Did you work ... ?

Did he study?

You didn't work . . .

They didn't study . . .

Present perfect
have + past participle

I have (Tue) eaten my breakfast.
We have { We've) received a letter.

Used for actiona in the past relating  He has (He's) spoken to him.
to the present. They have (They've) posted the
(For a liat of past participles, letter,

see p. 96.) p P Hus he eaten his breakfast?
Future with will He will (He'll} be there ot

will + verb eight o'clock.

Used for referring to plans, We will (We'll) pay by cheque.
promises, offers etc, in the future. LHe won't offer her the job.

[_D Read and discuss

Read about the benefita for Selco managers.

Use a dictionary.
Talk about the benefits,

Discuss the benefits you would like in a job.

Annual bonus

|_E_Listen and write

1 Listen.

Benefits for Managers

Four weeks’ paid holiday per year

Staff discount on all purchases

Interest-free loan after one year
House moving allowance :|

Ms Jones also went for an interview with a company called Trademart. The Personnel
Manager of Trademart is talking about the benefits of the job. Make notes.

2 Write about the benefits offered by Selco and Trademart.
Selco offers . . . but Trademart offers . ..

Seico and Trademart both offer . ..

conterence {n) [vonfarons/ hdi nghi memo (1) /'memou/ bl&n ghi nhd

client (n) {"aisnt/ khdch hing annual bonus {n) /njualbounas/ ;::n lhnlit':nng

§ i ! ta:f ‘diskaunt/ tién giam gid thanh e lang

staff discount (n) /stoiF diskaunt cho x%han fiEn interest-free loan (n) /'intrist frizloun/  tién vay khong
tinh lai

allowance {n)  /e'lauans/ tidn trg cdp

3]



UNIT ONE: Section 2

A Listen and find out

Which dialogue takes place in an interview?

bu

y

Dialogue 1

James Goodman: Good morning. My name’s
James Goodman.

Peter Banks: Ah, good morning, Mr Goodman.
Nice to meet you. I'm Peter Banks from
Personnel. Do sit down.

JG: Thank you very much.

PB. Now, have you brought your
curriculum vitae with you?

JG: Oh, my CV. Yes, here it is.
There are three copies.

PB: Have you brought your il
certificates as well? TR

JG: No, I haven't. 'm awfully sorry.
Can I send them to you?

PB: Yes, that'll be all right. Now,

let's talk about the post.

R R e

-

B Ask and anser

> 4
- PB: Yes, OK. That'll be fine. See ou at ten.

Dialogue 2 )

Peter Banks: Hello, Bob. Come in. How are you?

Bob Miles: Fine thanks, Peter, And you?

PB: Not so bad, thanks. Have you got time for
a chat about the new post?

BM: Sorry, Peter, I'm really busy at the
moment. What about ten o’clock? I'll be
free then.

.

1 Which department does Mr Banks work in?
2 What has Mr Goodman brought with him?
3 Has Mr Goodman forgotten something?

4 Who is very busy until ten o’clock?

5 What does Peter Banks want to talk
to Bob about?

J
Talking paints
ST More formal Less formal Decide:
Greeting Good morning/afternoon/evening Hi/Hello, 1 Why is the Personnel Manager
How are you? more formal in Dialogue 17
Apologising 1I'm sorry. Sorry. 2 Is Bob Miles a job applicant
Thanking  Thank you very much. Thanks, or a colleague of Peter Banks?

Thank you very much indeed.

curriculum vitae (n) /ka, rikjulom'vi:tai/ 9 y&u i lich
colleague (n) Jio'lizg/ déng nghiép

applicant (n) /'aeplikent/ ngudi Xin viec



1.2

| C Listen and say

Thank you Thank you very much. Thank you very much indeed.
Sorry I'm sorry. I'm awfully sorry.

All right That'll be all right. That’ll be quite all right.

Fine Thatll be fine. Yes, OK. That'll be fine.

( Talking practice

(&
¥

Hanry Morrls (HM}
job applicant

Richard Lewis {RL)
Managing Director, Selco)

~

Bob Miles (BM}
Personnel Officer, Selco
Peter Bonks's colleague

)

:
(&

George tofting (Gt}
Peter’s friend

PB: ..., George.

Role play: Aninterview

Student A

Yau ara a personnal officer.
Yau areinterviewing Student 8.

1 Ask for a OV and copies of certifleates,

1 Ask questions about the candidate’s
present and past jobs:

Study the above.
Use the T points on page 6 to complete the dialogues.
Use the most appropriate worda,
Exercise 1: Thanking Exercise 2: Greeting and apologising
& BM: Here is the report, Petor. a PB Goodmomng
PB: ... . (greeting)
b RL: T've agreed your annual bonus, b RL: C‘an you stay late tonight?
Mr Banks, PB: No, ... (apologising) I can’t.
PB: .., o GL: Hi, nice to ses you.
¢ PB: I'm happy to offer you the post of clerk. PB: ... {greeting) '
HM: ... d PB: Goodnﬁmoon,MrMoms.Haveyougot
< GL: Here's your coffee, Peter. your CV with you?

HM: ... (qpulogiling) I haven’t brought it
with me,

Student B
You are a fob applicamt.
Rudent A is Interviewing you.

1 You haven't got your OV with you,
You have got your certificates

2 Answer questhons about your present job
and your career.

..

D Tell each other

1 Prepare a short talk about yourself.
Make notes about your career {(or schoul life).

2 Give your talk to the students in your clasa.

managing director (n) 7, maenid3in direkts/ gidm d6c diéu hank post of clerk (n) fpoust av kla:k/ Vi tri thu ky

certificate (n)
to apologize (v)
8

/sa'tifikeit/

Ja'polad3aiz/ xin 18i

vin bing, ching chi candidate {n)

F'kaendideit/ ngudi xin viée




UNIT ONE: Section 2

A Listen and find out

™

Which dialogue takes place in an interview?

( Dialogue 1

James Goodman: Good morning. My name's
James Goodman.

Peter Banks: Ah, good morning, Mr Goodman.
Nice to meet you. I'm Peter Banks from
Personnel. Do sit down.

JG: Thank you very much.

PB. Now, have you brought your
curriculum vitae with you?

JG: Oh, my CV. Yes, here it is.
There are three copies.

PB: Have you brought your
certificates as well? Y]

JG: No, I haven't. 'm awfully sorry.
Can I send them to you?

PB: Yes, that'll be all right. Now,

let’s talk about the post.

ke

B Ask and answer

o

~
Dialogue 2
Peter Banks: Hello, Bob. Come in. How are you?
Bob Miles: Fine thanks, Peter. And you?
PB: Not so bad, thanks. Have youn got time for
a chat about the new post?
BM: Sorry, Peter, I'm really busy at the
moment. What about ten o’clock? I'll be
, free then.
PB: Yes, OK. That'll be fine. See ~ou at ten.

1 Which department does Mr Banks work in?
2 What has Mr Goodman brought with him?

4 Who is very busy until ten o’clock?

5 What does Peter Banks want to talk
to Bob about?

3 Has Mr Goodman forgotten something? y
Talking points
J More formal Less formal Decide:
Greeting Good moming/afternoon/evening Hi/Hello, 1 Why is the Personnel Manager
How are you? more formal in Dialogue 17
Apologising I'm sorry. Sorry. 2 Is Bob Miles a job applicant
Thanking  Thank you very much. Thanks, or a colleague of Peter Banks?

Thank you very much indeed.

curriculum vitae (n) /i, rikjulam'viztai/ 50 y&u li lich
colleague (n) fo'lizg/ déng nghiép

applicant (n) /'aeplikent/ ngudi xin viec



