Executives at work

Lead-in 1A which of these things do you do on an average day? What else do you usually
do at work or at university and in your free time? Make a list.

‘escape’atlunchtime gettowork/cdassearly give presentations have meetings
listen tomusic read abook sitin heavy traffic talk to colleagues use public transport

B Work in pairs. Compare your lists and ask each other some questions.
A: What time do you get to work?  B: About 8 o'clock.

Reading € 2 workin pairs. Read an interview with a businesswoman and follow the steps below.
Student A: Read the article and complete exercises 2 and 3 on page 132.
Student B: Read the interview with Anne Kiem on this page and put the questions in the
comrect place. Two questions are not used.
a Whatis your favourite book?
b Whatis an average day at work like?
¢ What is the biggest lesson you have leamnt?

d Whatis the best advice you have ever
received?
e Whatis the worst job you have ever had?

3 student B: read your article again and answer the questions.
1 Whatwas Kiem's first profession after 4 How does she relax during the working day?

university? 5 What question does she say isimportant
2 Why does she get to work early? to ask?
3 What does an ‘open-door’ policy mean? 6 What was difficult about her worst job?

4A Tell your partner in your own words about the businesswoman you read about.
What similarities and differences between Anne Kiem and Kathryn Bishop can you
find? Use the ideas in the box or your own ideas.

dty where theywork country of residence  education
number of jobs previous work experience working day

'S resources:

tivities B Which person do you think has a more interesting professional life?

5 Choose three questions from the interviews in Exercise 2 to ask your partner.

Women in Business: Anne Kiem

Anne Kiem is Chief Executive of the Association of
Business Schools in London. Ms Kiem grew up in
Australia and then studied to become a teacher and
taught maths in London before moving into finance.
She has worked at Barclays Bank and the Institute of
Financial Services. In her free time, Ms Kiem enjoys
listening to live music.

I like to be at my desk by 8 a.m., partly because the
tube is less busy at that time, but also because it gives
me some quiet time to prepare for the day ahead. I have
an open-door policy and anyone can come and speak to
me about anything. | want to know what is going on. It
means that anything might happen, but I like it like that.
15 1 also go and talk o people 1o see what is going on. |
escape the building at lunchtime when I can. I think it is

important lo try to take some time out during the day to
help me not get too stressed by what is going on.

2

Perhaps the biggest is to never be afraid to ask the
question “Why?" Some of the most intelligent and
successful people 1 know don’t mind asking that
question over and over again. So many things are as
they are because that is the way they have always been.

Delivering newspapers — | was nineteen, studying at
university in Australia. We had to do it at 3 a.m. before
the traffic became too heavy. It wasn't difficult work,

but to then go off o university and study maths was a

w bit strange, and 1 admit | sometimes found it difficult 1o
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Student A

Read the interview with Kathryn Bishop on this page and
put the questions in the correct place. Two questions are
not used.

a What is your favourite book?

b Whatisan average day at work like?

¢ What is the biggest lesson you have learnt?

d What is the best advice you have ever received?

e What is the worst job you have ever had?

Read your article again and answer the questions.

1 What did Kathryn study at university?

2 Which types of organisations has she worked for?
3 When does she seem busiest - on her teaching or

non-teaching days?
4 How many jobs does she have now?

6 How does she try to organise herself?

Women in Business: Kathryn Bishop

Kathryn Bishop works as a Consultant and is also
an Associate Fellow al the University of Oxford’s
Sard Business School. She has a degree in English
and American literature from Wellesley College in
s the USA, and a Masters in English Studies from
Oxford. She designs and teaches women’s leadership
development programmes. She has worked for financial
services companies and has had a variety of roles in

e -
When teaching at Said, | am busy from breakfast until
after dinner each night: listening. presenting, holding
discussions and learning from participants, as well as
checking with the administrative stafl if there are any
15 practical problems that | need to respond to.
On non-teaching days | might meet with academic
colleagues to discuss new ideas or parts of the

programme, or talk to people in other departments.

We use the Present Perfect Simple to talk about our
experiences when we do not say a specific time in the past
I've been to Poland.

She's worked in several countries.

Have you worked
birth in several countries? now
- s 4 4
Yes, | have.

nirth Haveyou(ever) beento Poland?
L >

ANNNNANNNA

Yes, I've been there twice for work.

w

such as marketing and business development, who
make the programme happen. 1 have three jobs and two
voluntary roles and 1 enjoy the variety. | regularly leam
something in one job that can be useful in the other.

1

An Intimate History of Humanity by Theodore Zeldin.
It has taught me to look at a problem in many different
ways. 1 also recommend You Just Don’t Understand:
Women and Men in Conversation by Deborah Tannen, an
Amenican professor of linguistics —a book that has helped
me work in boardrooms and also helped my marmiage.

3

There is only so much time in a day and there is always
more (o do. The advice | have found most useful in
dealing with this problem is. “Only do what only you
can do.” 1 used to manage my time carefully, but now 1

15 manage my energy.
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Grammar Present Perfect Simple

6 Look at these extracts from the interviews. Answer the questions.
Anne Kiem has worked at Barclays Bank.

What is the biggest lesson you have leamt?

What is the worst job you have ever had?

It has taught me to look at 2 problem in many different ways.

... a book that has helped me work in boardrooms ...

What is the best advice you have ever received’

Do we know exactly when Anne Kiem worked at Barclay’s Bank?
How are the verbs leamt, had and taught different from worked, helped and received?
In extracts c and f, which word can we use in questions to mean ‘at any time"?

=9 page 122 See Grammar reference: Present Perfect Simple

W N = ™ amn o o

O 7 What is the infinitive form of these common irregular verbs?

been bought given met read seen sold spoken thought taken won written

& SA complete the dialogue with the Present Perfect Simple form of the verbs in brackets.

A:' (you/ever/buy) a good business book?

B: No.I” (never/buylonebuti® ______
—_[read) a few from the library and | * (see) some
business experts on YouTube, like Daniel Kahneman. He * (write)

a lot about how we make decisions and how we don‘t think as clearly as we believe we do.
A: Ah yes! What was the title of that famous book of his?

B: Thinking. Fast and Slow. You know. he’s a psychologist. but he ¢
(win) a Nobel Prize for Economics.

A: Really? That's interesting. | 7 (never/see) him
talk You know., I* (start) that book several times, but |
. (never/finish) it!

B %402 Look at Exercise 8A again and use contractions where possible. Listen
D Teacher’s resources: and check your answers.

s =) page 116 See Pronunciation bank: Present Perfect Simple

Speaking 9A complete the questions with the Present Perfect Simple form of the verbs in
o the box. Some are reqular, some are irregular and some are not used.

be give meet sell speak take think visit want write

Have you ever ...
1 an email in English? 5 something online?
2 another country for work? 6 a presentation in public?
3 in English on the phone? 7 about working abroad?
4 late for work or class? 8 to be self-employed?

B Work in pairs. Ask and answer the questions in Exercise 9A. If your partner
answers yes, ask Past Simple questions to get more details.

Whatdidyou...? Whendidyou..? Whydidyou..? Wheredidyou...?

A: Have you ever sold something online? B: Yes, | have
A: Really? What did you sell? B: | sold some books.
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Exercise 1 A
Complete the sentences by putting the verbs in brackets into a form of the present perfect. Use contractions

where possible.
1 Are you sure it isn't working?...Have you tried (you/try) it?
2 | (NEVEr/See) such a boring presentation.
3. Luckily, OUr CLBIOWMIBIT it ssnisssssasnsniia (not/complain) about the price rise.
B e (already/spend) quite a lot of money on this project.
T s S FP M O (they/reply) to your last email?
B L it (not/get) the figures to hand - can | call you back later?
7 Unemployment ............ccceursuenns ossiaeas (go/up) by 2% since January.
8 I'm sorry, she's not here. She ..........cminricsccrcrinsenns (just/leave).
B g e AT S (fall) by 15% since the merger.

10 ciiiessssnssennenss (YOU/@VEr/take) the Eurostar to Brussels?

Exercise 2 B
Look at the paired sentences below. Match each one with situation a) or b).

1 Inflation has fallen by 1%. E a) Two years ago it was 4%. Last year it was 3%.
2 Inflation fell by 1%. (@] 'B) Last month it was 4%. This month it is 3%.
3 | think I've lost the file. lg; a) |can't find the file. | wonder where | put it?
4 Sorry, | lost the file. - b) The file has gone and I'll never find it.
5 Has Jane called this morning? ;l a) Jane promised to call this morning. It's 11 am.
6 Did Jane call this morning? | b) Jane promised to call this morning. It's 2 pm.
7 Sales improved. I: a) Last year sales were poor. This year they are better.
B Sales have improved. L b) Sales were poor initially. A year later they were better.
9 How long have you worked here? : a) In 1999
10 When did you start working here? |__ b) Since 1999.

Exercise 3 1€
Complete the sentences with a suitable time expression from the list below.

akeady yet ever never just for since always

The goods will be with you soon. They've .......&lready |eft our warehouse.

I'VE orversierinssnnsennnenennne. N2 @ great ideal Why don’t we launch a new range of colours?
We've known each Other .......cuveeeerieressareens more than twenty years.

I'VE oeicvicnsnsnnsaraennennnn USEA My credit card on the Internet. | don't think it's safe.

| haven't had a chance to speak to Magda ..............ceoseesmrennnener, DUL I'M sure she'll agree,
I s T worked in insurance, ever since leaving university.

I'm sorry he hasn't called you back. He's been in @ Meeting .......vcuerersesssnseses lunchtime.
Have you ... DEEN 10 530 Paulo? It's completely different from Rio.

00 ~ O U & W N -
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Exercise 5 € D

flead this email from Steve, the Purchasing Manager of a UK importer, who is in Poland on a business trip.
Complete the email by choasing the correct alternative from A, B, C or D below,

ce2a2a=l

Potns O —————

| Mike
Sorry | haven't contacted you (1) b last week, but I've baen very busy. I've (2) ............ 1o Katowice in the south-

west of Poland (3) a few days, and I've (4) retumed to my hotel in Warsaw, from where I'm sending this
email. | visited several firms when | was in Katowice and one of them looks quite promising. I've (5)
factory, and I've got some product samples to show you.
Unfortunately | haven't met the guy In charge (B) ............ . He wasn't there — he's (7) ............ to Gdansk and should be
back next week.
So, the trip has been quite successful (8) ............ . Have you (9) ............ been to Central Europe? Everything is
changing very Tast — I've (10} ............ s@en so much building work gaoing on, Anyway, I'll email you again later in the
week to let you know what's happening.

| Regards, Steve

1 A for B since C just D so far
2 A going B gone C being D been
3 Afor B since C already D so far
4 A now B been C just D so far
5 Avyet B already C been D gone
6 A just B already C now D yet
7 Agoing B gone C being D been
8 Asofar B yet C just D now
95 Ayet B since C ever D never
10 Ayet B since C ever D never
Exercise 1 A
Underline the correct words.

1 Yesterday [ phoned/ I've phoned the bank about my overdraft.

2 | work here/ have worked here since the end of last year.

3 Your taxi has just arrived/ just arrived.

4 We're enjoying our trip. We have made/ made a lot of useful contacts.

5 I've seen/! saw Hugh Hopper a few days ago - he sends his regards.

6 We went/ have been to an interesting seminar last week.

7 Today has been/was really busy - and it's only lunchtime!

8 Today has been/was really busy. It's 7 pm - I'm going home.

9 I'm afraid Patrizia left/ has left the office an hour ago.

—
]

I'm afraid Patrizia isn't here = she left/ has left the office.
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Exercise 2 A B

Complete the sentences by putting the verbs in brackets into either the present simple, past simple or
present perfect.

1 The company is doing very well. Last year sales ............ went up {go up) by 15%, and so far this
year they ..... Mvsquwz (go up) another 12%.
N Lo (operate) all over Latin America. RECently We .........covriemmssnsssssasessanss (SBL UP)
branches in Peru and Ecuador.
2 T | G (not look) like the right block. Are YOU SUME WE ..........cocvmmmemmeresssmsssiones
(come) to the right address?
. BRI R o (you/see) my l2ptop? I'm sure | i (leave) it here earlier.
8 i GUSH MGy ARTIOW TE SHME. i b siverorermmmrireramme {you/know) him?
6] o sesrenisntopasmrenraeanpisserssia (never/spaak) 1o him, BUL | .........ceemveenimsmmerssensessns (speak) to his assistant on the
phone yesterday.
T Nes S (work) for WorkdCom NOW = | .....oerereemreassmsssssssrssresss (be) there for more than
FIVEABATS: i naiionitoms svomibiie (you/know) WorldCom?
B G R R T codeti i (work) for WorldCom since last year, But NOW | .........cc.cevrsseeseessessresseses (want) to
ChaNGe JOBS. «oovvereremsiriarersmsssssssrensens (you/hear) of any vacancies?
Exercise 4 B

Complete this dialogue by putting the verbs in brackets into the correct form of the past simple or present
perfect. Use contractions where possible.

victoria: Hi, Sue. I (1) .haven't seen (not/see) you for ages!

SUE: HE NG Ity T i s it (not/be) in touch with anyone recently ... |
(3) icrisimiipisrnesiinsativionsa (D) TEAlY buny:

vicroria: Oh, what have you been up to then?

SUE: Well, you know I (4) .cciniivnccsnssississnnnnnns (leave) my job in January so that 1

B it b (can) go freelance as a graphic designer?
victoria: Yes, | remember, you (6) .......c.cccccvcciiieccrcccenene. (alk) a lot about that last year. How's it going?
SUE: WL (T e dal s (be) a really difficult year so far. I (B) ......cccciviivninnnimmisssisanns
(never/do) anything like this before ... it's much harder work than I (9) ...ccccerrerremmiammrsinsinine

(imagine). (10) voovoieeinssiesrrnrsisssnnnns (YU / ever/ be) self-employed?
victoria: No, never, although I (11) . (often / think) about it. So, why has it been

so difficult?
SUE: bR L R e ————— (have) two or three good clients — and,
you know, people that T (13) .vecrmsssniensusersenssansinss (know) for many years, like Tom Pierce.

And since then I (14) ..cccsicvvciicencivnninnenns (have) a lot of interest from different companies,
but none of them (15) ...c.covversrrrriinresiens. (becOme) regular customers,
victoria- What about advertising in the specialist magazines?

SUE: i ¢ 1. PR R o Y L T () S e (put) an advert in
Design Monthly a couple of months ago, but I (18) ........cccooovivevevcrcccnenen. (not/ get) any replies.

VICTORIN: O e WLl (19) S rmcnmenmmisremimsm ssmseren (put) up a website with examples of your work?

SUE: e B0 Saima e veseserssenneess (JUSt/ finish) 1t. Would you mind having a quick look at it

and tell me what vou think of it?
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