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George: Hello, I'm here to collect my security pass.
A: Could | take your name, please?

George: It’s George Benson.

A: Is that G-E-0-R-G-E?

George: Yes, it is. Thank you very much.
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Katy: Hello, my name’s Katy Lewis.

A: Good afternoon, Katy. I'll just print off your name badge for you. Is that K-A-T-I-E or
K-A-T-Y?

Katy: It"s K-A-T-Y. Thank you.

TAT A CAITBIE, FADBRIETA T4 LA X,

A:ZAIZBIE TAT A, NYDIZBERIEANDATTITE, BYUIE K-A-T-I-E TFH, Thidb
K-A-T-Y?

TAT A K-A-T-Y &, HYAES,

2
A: Could | arrange a security pass for Francis Smith, please? Francis is starting with us next
week.

B: Of course. How do you spell Francis?
A: F-R-A-N-C-I-S.
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Lorna: Hi, I'm Lorna.

Ben: Hi, Laura, I'm Ben. It"s nice to meet you.

Lorna: Oh, sorry, my name’s Lorna - that’s L-0-R-N-A.
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A: Could you check over this email to Zandra before | send it?

B: Yes, of course. Oh, you’ve misspelled her name. It’s Z-A-N-D-R-A.
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: So, we’ve got Boris Yates coming in for an interview today.
: Sorry, | didn’t quite catch the name. Was it Doris or Boris?
: Boris - B-0-R-I-S.
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Jill: Hello, Mr. Singh. I’'m Jill Greene and I’m the new Finance Manager at Spandone and Co.

Mr. Singh: It’s a pleasure to meet you, Ms., ---sorry, what was your last name again?

Jill: Greene - that’s G-R-E-E-N-E. It’ s nice to meet you too, Mr. Singh. | know that you have
worked with our company for many years. Is it 15 years?

Mr. Singh: Not quite, 14. But still, it’s a few years.

Jill: My colleagues here say that you are an excellent accountant so | look forward to working
with you.

Mr. Singh: Thank you, Jill. Ah, here is Daniel.

Daniel: Hello, Mr. Singh. It’s good to see you again. How is the family?

Mr. Singh: We're all very well, thank you.

Daniel: That’s great. Right, shall we start?
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Connor: Welcome to Franco’s, Zoe. I’m Connor.

Zoe: Hello, Connor. It’s nice to meet you.

Connor: You, too. Today, | will be helping you all day, so do ask me if there is anything you don’
t understand. You can see from the signs that the café opens at 10 o’clock but the kitchen
staff and cleaners arrive two hours earlier. The wait staff, like you, Zoe, should arrive at 9 o’
clock.

Zoe: OK.

Connor: As soon as you arrive, say hello to the rest of the staff and then check that the tables
are all clean. Next, put the salt and pepper on the tables and check that there is enough sugar,
coffee, and tea by the coffee machine.

Zoe: What time do the first customers arrive?

Connor: The customers start coming in at around 10 o’clock, so make sure you are ready.
Remember to smile and welcome every customer. There is a short break for most staff at 11:30.
Try to eat something because the café gets very busy over the next few hours. It gets quiet
again at about 3 o’ clock and you can take another short break then.

Zoe: Great. And what time does the café close?

Connor: It closes at about 5 o’ clock, and then you help clean the floor and tables so that they’
re ready for tomorrow. You finish work at about 6 o’clock.

Zoe: OK, thanks, Connor. I'll start cleaning the tables now.
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Canadian fashion designer, K.P. Wang, makes the most popular shoes of the year, yet again---
HFREOTFyiay - THAFT— K-P-OUDEDHIESFE—FEARTT,

1
This monitor is made by an Indian company. It's great value for money.
CDEZA—IFARET, $IKBEENETY,

2

Red is the new black with this dress, designed and made in France.

CORL A TIFEEONEHRARDF, THAUBHILTETITVATY,
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Our new tractor is built in an Asian factory. It’s selling well all over the world.
YHOFHENIIVEZ—ET ST D ITIHTHAIL T, HRPTIENATNET,
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The best way to make real coffee at home is to use one of these classic ltalian coffee pots.
FRETAYDIA—E—ERLIA=WVED, SO R)T DTy a—ke—RybEFENELLD,

5
These African fabrics are so colorful. | just love them!
DT VAL EEA#IEI AT TIL, KIZA=1H |
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Kim: So, welcome to the company, Karen. The meeting room’s busy now, so let’s go to the
kitchen and make a drink before we find somewhere to sit down.

Karen: OK. Are there team meetings every week?

Kim: Actually, teams meet every day. This is a heads of department meeting with the company
CEOQ.

Karen: Oh. Mrs Murray! Does she often come to this office?

Kim: Only about once a month. Here we are. What would you like to drink?

Karen: |'d like a coffee please. Wow:--- look at all those refreshments! Do | pay for these drinks
and snacks?

Kim: No, everything is free here but you do have to pay in the canteen. And there are lots of
cakes here today because it’s Mrs Murray’s birthday.

Karen: Ah--- do you have parties for everyone’s birthdays?

Kim: No, only the heads of department and the CEO bring in cakes like this for their birthdays.
Karen: Right--- oh, | remember---I need to check my email. The HR department are sending me a
welcome email today. Is there a wifi code | can use to connect to the internet?

Kim: Yes. It changes quite often but the code is always on the notice board here.
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7.4.

Jay: I'm afraid | don’t have my card with me. My email address is jay.jones@globalmail.com.
Ms Jones: Here’ s my card, Mr. Desai, and there’s my email address: c.j.jones@global-exec.com.
Mr Jones: The general information address is on the card, but I'll give you my personal email
address. It’s c.jones@global-exec.com.

A: If you send me an email, |'Il get a brochure sent to you. My email address is
globalmail@jonesbrothers.com.

Joe: If you ever want to get in touch, the best way is to email me at joe@worldmail.co.jp.

A: Could you send me some more information, please? My email’s c.j.jones@global-exec.co.fr

A THERTA. LRIZTSLTELT, EA—IL - 7RL X[ jay.jones@globalmail.com TY,
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