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B Listen to the conversation again and complete the dialogue.
Then, practice with a partner. ©54

Peter Tomorrow is my first day at the new job, and I'm having
trouble deciding what 1o wear.

Susan s there a ?
Peter No. That's why I'm worried. | want to make a good first impressid

Susan You're a naturally person, so you'll be fine. A
will probably be too formal. How about a with
never go wrong with that.

Peter You're right. ] do that. Don't you ever worry about what to wed

Susan We have rules about that. Women have to wear a white
mid-length blue skirt. We have to wear

Peter That's really !

Susan | like it because | don't have to think about what to wear every df

Peter | miss being a writer. Even though | was a bit lof
to worry about what to wear. Now | will have to dress up every d

SURVIVAL ENGLISH o5

% You never get a second chance to make a fist impres§

% When you say you willlet something pass, it means

Listen you choose not to react to it

Listen to a human resources manager talk about the company dress col
the questions. @56

1. What kind of work did the listeners do for SynTech in the past?

a. Freelance b. Full-time <. Part-tim{
2. Which day has the least strict dress code?

2. Monday b. Thursday <. Friday
3. What should men wear on Wednesdays?

2. Suits b. Uniforms <. Fancy ti
4. When should employees wear something formal on a Friday?

2.When freelancing b. When meeting a client . When .
5. What's wrong with Thomas' tie?

2.1t too boring, b Its too colorful c.Itstooq
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SOFTWARE FOR PROTECTION o=

Businesses today have to be on top of the latest technology if they
want to stay competitive. But what kind of software should companies
install? The answer might vary depending on the nature of the business
in question, but there is one tool that every company should invest in.
Perhaps the most important piece of software a corporation can
have is a good anti-virus package. Ci

even transactions are now routinely done over the In
this has opened up new possibilities for business, it
companies are at risk from a number of different typd
computers are not protected by a good anti-virus systt
someone opens an attachment or downloads a file, thel
be at risk of infection,

Select the Best Program o3 oos
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B Before you watch, fill in the blanks with the words from the box. Make changes if
necessary.

Most people are aware of viruses that can slow compi
different types of malware can affect corporations in far more
“Worms” can destroy data saved on computers, “Trojans" are de

information, and “keyloggers” help hackers steal passwords
record of everything typed.

finan:

Once a computer has been infected, it very difficult to remove malware,
for business owners to get ahead of the potential problems and buy a powerul
from a trusted developer, That won't put an end to the threats, however. Malwar
changing, so its important to install anti-virus software updates as soon as they't [margin  guaranmee relevant occasion _customize

1. Itis a software that is —

10 offer the best user experience,

2. The client has a thin profit _____ socostis her main concern

B Read the following statements about the passage and circle True (T) or Fal
3. Cloudburstisa__________
buy the tools you need.

< ! business software package. You can choose (o only
1. Companies should invest in developing anti-virus packages.

2. “Trojans” are designed to destroy passwords saved on a computer.

4. You can analyze information that is most 10 your business.
3. Any downloaded file could present the threat of infection. %
5. There will be __ downloadable updates to the software.
4. Anti-virus updates can remove all malware detected in a system.
5. Having a trustworthy anti-virus program is something corporations B While you watch, check the statements about the video that are true.

should keep in mind. L) Richard has purchased a new software program to recommend to a client.
T ————————— [ Lindsay thinks the software package is the most well-rounded one around.
G ———— [ Richards client has limited budget for buying a software program
: [ Cloudburst can only analyze specific data in a business.
m|

R Registration, software service, and updates for Cloudburst are allfree.

watch, discuss the following
questions with a partner.

1. Would you choose to use Cloudburst? m 036 o b neranm

Unit3 Supercharg Why? around the computer, so owners
should make sure they get the best

3. How can malware affect computers?

English Works for the Office
Levels 1 &3

- What do you think the advantages and

N software for their firms. Assessing the right
disadvantages are for software like

tool for your business will depend on your

Cloudburst? needs. Its not always easy to know what that
3. How do you feel about software that is, though, so it's a good idea for executives
tore data on the cloud? Why do you o make a list of what the company is looking

for as well as make a budget, and then
consult with an IT specialist before sefting up

. R T=] 1 the computer systems.
> EEESERREEEIER | ) oo "
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feel this way?
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(ST Avpying for a Job 3

When employers go over your ésumé,they look orspecifickils you may possess
that will help their company you

tant fora position ata computer ipany. Which of
the following skills do you think is the most important when applying for this kind of
position?

problem-solving

attention to detail math skills
management skills

people skills computer skills

for a job and has found a hel d i on
the Internet,She s writing to the head of Human Resources, Jack Richards, to learn
more about the position and to pass along her résumé. Read her e-mal and then
choose true (T) or false (F) for each statement below.

(666 )
To: Jack Richards

From: Tiffany Fowler
Subject: Job Inquiry
Date: October 13, 2013

Dear Mr. Richards,

My name is Tiffany Fowler, and I am very intetested in the job position you are trying
1o fill. T have been a corporate accountant with BridgeTech for the last ten years.
Before I started working as a corporate accountant, I intemed at Stock Plus for one
year while working toward getting my Certified Financial Manager (CFM) certificate
ithough T BridgeTech, Tam for and T
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Human Resources

ing a job , will ask you if y ya . This is.
to ask what benefits and perks the comp: its empl

s been said that“benefits are good, perks are better"To really know this we have

nderstand the differences between the two. Read the words below and put them

two categories: benefits and perks.

health insurance a company car sick leave
vacation days allowances housing
d the C: the b A

following questions.

How many people does Google hire each year?
. 4,000 c0 6,000
. 3,000 to 6,000

. 2,000 to 4,000

. 1,000 to 4,000

How long does one interview last?
. 30 minutes

. 45 minutes

. one hour

. one hour and 15 minutes

ho makes the final decision on whether to hire you?
. the recruiter

the interviewer

. a committee

. an executive

hat happens after you pass all of the stages of the hiring process?
. A recruiter will contact you and offer you the job.

You will have to come in and do an on-site interview.

. An executive will interview you.

. You will have to do a phone interview with a recruiter.

'hy does the recruiter call you before you come in for an on-site interview?
. The recruiter needs to exphin the hiring process.

. The recruiter needs to ask for your conaact information.

. The recruiter wants to see where you live.

. The recruiter wants to know if you are interested in the position.
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Hiring Process
of the most sought after
looking for jobs.
illion résumes are sent
fany each year, but they
ut four thousand to six
ple, which makes landing
gle very difficulc. The
ess usually sarts with a
acting you for 2 phone
recruiter will explain the
to you and then invite
on-site interview. This
bs place with four or five different people, and its roughly forty-five minutes
Each interviewer submits their feedback to a hiring committee consisting
hnd directors. f they decide to move forward, they will have senior level
freview your results, and then they will pass it along to an executive who
fes the final decision. If you make it through all of these stages, the recruiter
hek and offer you the job.

irs. Why do people who apply at Google need to go through four or five
Interviews before they are passed on to the next stage? What might each of
r five interviewers ask the interviewee?

think that each one of the interviewers is a speciais in a certain field, and that they
re trying to see where the interviewee migh fit in with the company.

[ase Study again and then answer the following questions.

iny resumes are sent to Google every year?

£ 500,000 b. about 1,000,000

It 1,500,000 d. about 2,000,000

iny stages of the interview process are there?

d. eight

Im does the incerviewer submit cheir feedback?
lrecruiter b. 0 a hiring commitcee
e CEO d. o the interviewee
[timately makes the final decision on who to hire?
kecutive b. a hiring committee

ruiter d. an interviewer
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Project Objectives

Youcan y ¥ bjecth

Paragraph 1

# Define the project
+ Ensure that icis clear to all involved what the project is about.
Paragraph 2

+ State the indicators that will be used to mea

n the project
+ Outline the value of cach of those measures of suceess. Some will be more important than othe
Paragraph 3

* Identify the main objectives (goals) of the project. These goals should be measurable.

==

— T

Project Management

In this unit, you will:

+ Learn how to discuss an ongoing business project.
+ Practice using the future perfect tense.

.

+ Include what needs to get done, and how those things wil get done.
Paragraph 4

+ Clearly state the timetable for the project

+ Conclude with a positive statement of encouragement for your team.

Model: Goals and Objectives
IS

A.Read the following e-mail sent by a project manager employed by a large supermar
he f

taking a project from concept to completion.
+ Learn about the concept of time management.

Introdcution

Hello team,

As most of you are already aware, we are about to embark on a
new project. That project s to decrease the average check-out
time in our supermarkets by acleast five minutes.

Success in this project will be determined by the amount of

time by which we can reduce the average check-out time. Five

minutes is the bare minimum by which we hope to reduce the
e e Sk hatif

completion of any project. that

Many differenc industries utilize project managers, from high tech sectors such as computers mark, so much the beteer.

“The ways in which we will achleve reduced check-out times are as follows. First of all, if space
permits, more check-out counters can be opencd. The number of new lincs that arc opencd i cach
store will depend on the space available. I this instance, new saff may have to be hired on, or
exising staff can be offcred additional hours. In any case, store managers are advised that they ar
ot o increse their by more than i “The costof seuting up th
e e e B e
new check-out counters, the existng check-out counters may have to be remodeled so as to free

up space.

the project manager must also assess the risks and rewards of the various courses of
be taken. There are always many different ways to get a job do
deciding which way will be of the utmost benefit to the company.

A big part of proj

This project s due to be completed no more than three months from today’s date. IF individual

store managers have come up against any significant barriers in the coming weeks, please do not

50

hesitate to contact me 50 that we might cnact a solutlon at the carlcst possible time. This will be
a significant challenge, bue I'm sure we will all rise to the occasion.
Best regards,
Tim Leary
Project Manager
Cost-Rite Foods
B.Are

9 false? C|

True  False

ooooao
ooooo

modeling.
Language Focus

A.Future Perfect Tense

We use the future perfect tense to talk about the past in the future. The structure of the
future perfect tense s as follows.

Subject + will + have + past participle

Examples:

+ T uwill have lef the office by 6 p.m.

* The movie will have ended by the time s the theater.

+ The light will have departed by 10 2.

& She will have checked in o the horel bv tomorrow.

8. ing scenarios as

. She will finish the job in the future by next week.

paragraphs in an e-mail which defines and states

c the outline, there

the goals of a project.

First, you can write:

We are about to begin a new project. That project s to increase daily store traffic by no less
than ten percent.

Then,wite paagraphs o and thes

Success in th
10 the store each day.

by the amount of we can bring in

A RETEMFRNHELEREAN

o f this project will hinge on our ability to implement each stage of the
plan to the letter.

Unit 5 Projoc Managemens
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