UNIT

People

n Complete the sentences with adjectives about people.
1 Luigiisaveryq ¥ iey person. He never says anything in meetings.
2 lam____t____and|would really like to become head of my department
one day.
3 leilaisvery__ _d-w . She works longer hours than everyone else.

4 Our new manager has lots of new ideas and she always finds good solutions to

NAOM IOVNONVI

problems. She'svery ___at

Heinrich likes going to parties and meeting new people. He's extremely __ _ia

You're late again. Could youtrytobeabitmore __ _ct__ 7

ﬂ Complete the sentences with words from the box. Write @ if no word
is missing.

[ at for(x2) on to with (x2) l

A motivating manager encourages. @ employees to wark well.

1
2 Asales rep should never berude.....................customers.
3 Yasinisvery helpful. He likes to do things ..................... other people.
4 Sandra always meets..................... deadlines,
5 Claudiais very practical. Sheis reallygood ..................... making things work.
6 Sakiko is neverlate..................... meetings.
7 Yeliz likes working in a team and she gets onwell ..................... others,
8 Agood employee always arrives..................... time.
9 He was nice, but he was not very popular..................... his colleagues.
| 10 Their new manager really knows how to motivate.....................staff.

Match the sentence halves to make definitions for other adjectives
about people.

1 Asuccessful person a) does not let you down.

2 Aconfident person b) stays calm when they have to wait fora
3 Aknowledgeable person long time.

4 A patient person €) can do tasks well without wasting time.
5 Apolite person d) is dressed in a neat and attractive way.
6 Areliable person e) knows a lot about a particular subject,
7 Asmart person f) is sure that they can do something well.
8 An efficient person g) speaks or behaves in a way that is not

rude to other people.
h) can always do what they try to do.
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Write the missing letters to complete the verb forms.
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REVIEW
pastsimple | (WS TR (R e
negatives and 1 begin began 6 find ke
questions |2k brought 780 Wees ——
3 catch R = ws B know e,
4 come e s lef E
. . drove 10 send o =

1 Ididn't. knoW that you.Went on a training course last month. :%_-5.,.;__;
B §o 1y N to work because of the snow. | .....................a bus instead. g
3 WhydidEmma.......c..ccoiveenns the company? ' )
4 Didhe...... TR the report by postordidhe..................... it here himself? :

5 When did the training course..................... 2

6 Our first managerreally..................... how to motivate us, didn't he?

v 12|13 N SR to the staff meeting. | was feeling veryill.

B This is very useful information. Where did you ............c...en. it?

9 DIdYOLL.. covivrimsan the early morning train?

10 Why didn't Peter.....................into partnership with Koreka Media?

Now match the responses (a—j) to the sentences in exercise B.
a) He certainly did. We all wanted to work hard for the company. G
b) He delivered it by hand yesterday afternoon.
€) Well, he heard that they were in financial difficulty.
d) It was all in last year’s annual report.

e) No, Ididn’t. | came by car,

f) On 26th February.

g) Really? | thought everyone in the office knew!

h) Well, | think she didn't get on with the new manager.
i) Were you? Did you see a doctor?

j) Yeah.Ileft my car at home, too.

EEEEEERERG

Question [BJ Write the words in the correct order to make questions.

forms 1 they/ punctual / Were / 7 |
Were theypunctval?

..........................................................................
...........................................................................

.........................................................................
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ﬂ Match the short answers (a-f) to the questions in exercise D.
a) Yes, they were.
b) No, she wasn't. &
¢) Yes,she did.
d) No, he didn't.
e) Yes, | was.
f) No, they weren't,

HEEN

Complete the short answers to the questions.

1 Was Philip on time? No,.he wasn't .

2 Did you and Barbara go to the staff party? M 40 o5 et .

3 Did the sales reps get all the information they need? e ORI ||

4 Were Sue and Tom in the same team? il waren’t.
5 Does Sue work in the research team? N 2 e e e

6 Was the training course useful? (1. P

7 Were the participants satisfied? Yo onnaninasn i

8 Canyou meet this deadline? YOS, ccinisssiisdhsidpunss

Read the text. Then make questions for the answers below.

Birgitte Nielsen was born in Aarhus, but her parents At the age of 18, Birgitte wrote a book called

moved to Copenhagen when she was only three FORTRAN for Beginners. The students liked it a lot and

years old. said it was better than the course book!

She was a very successful student. Her favourite After secondary school, she went to Dublin for a few

subjects were Physics and Maths. In fact, she was years, where she did an MBA. Her two passions,

always very good with numbers, maybe because computer programming and business, led her to

her father worked in a bank and her mother was a found her own company at the age of 25. Today,

computer programmer. Nielsen Electronics is a very successful business, with
branches in five different European countries.

In Aarhus. Where was Birgitte born?
ToCopenBageR: ===z 0 s e i e s s riak
Yesoshaas: 09090 i tmiaediiiin o
PIVESICRERANIEENG. . 0 cpiiememtasvenerasminesie ey
mabank: . 00000 niddususnkagiiiimessesisadiees e
Yoo theylikedBRalot;: 0 akiissindissnaimanaianiig
T BT ] 1 T e e N P B
She founded Nielsen Electronics. cooiiiiiiiriiniis e e anenns
Yesitls: @ 02090900 0900000 smsssslaiisaaniimmdiaste
FOORREL: R A e A

MO0 N v B W N e

H Complete the sentences with linkers from the box.

Linkers: [ because (x4) but(x2) so(x2) |
because/
but/so 1 Management is very worried because sales are falling.
2 After graduating, Miguel wanted to help his parents.....................he worked for a

year in the sales department of their company.
3 Leila studied law at university, ..........cocevvunnne her dream was to find a job
in marketing.
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Our sales went up quickly .....................our new products were very successful.
5 Piers was voted salesperson of the year..................... he helped increase sales by
15 per cent.
6 Tamara wanted to improve her English..................... she decided to study for a f
diploma in business in Dublin. '
7 Vladimir had a permanent position, ............c........ he changed his job after a year
..................... he did not get on with his boss.

Editing Bl Read the first part of a letter of reference.
In most of the lines 1-8 there is one extra word which does not fit. Some lines, however,
are correct.
If a line is correct, put a tick (v) in the space provided.
If there is an extra word in the line, write that word in the space provided.

£
Dear Ms Eastwood #
Thank you for your letter of the 2nd February about Marcel Lacour’s | 1 ......... e
an application for the job of Deputy Director. 2! e an.........

Marcel is worked with us for three years as Office Manager Thenhe | 3 ..o,
worked for two years in the same position in the our Paris subsidiary. £ 4 ...,

He has a degree in Accountancy and Management and heiscurrentdly € 5 .......occoneeen,

doing a part-time MBA. His knowledge of languages includes any ‘ B At balh by i
French, English, Greek and Polish. This makes him a very suitable BT ivssimissnsinas
for work in a European of organisation. B i

Ap—

. Now match the sentence halves to make the second part of the letter

of reference.
1 He is an excellent manager, a) is a good team leader ¢
very dedicated to the staff b) for this post. :
2 He is hard-working and gets ¢} his work and is a creative and flexible person. k
He motivates the staff and d) negotiating solutions. .
4 He is good at dealing with problems €) meets his deadlines. j
and is very good at f) and to the quality of his work. f
5 Marcel is completely reliable and always g) very good results.
He has a very positive attitude to f
7 1highly recommend him i
Yours sincerely t.
© Julian Ash z
Director : _
=y i A S e =T i e £
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