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1.4

Jared: Hello. It"s Sashaisn’t it? | think we met at the programing conference in Mexico City.
Sasha: Hi, yes. I'm afraid |’ ve forgotten your name.

Jared: It"s Jared.

Sasha: Oh, yes! Hello, Jared. It’s nice to see you again. | didn’t know you worked in the Lima
office.

Jared: Ah, I don’t.I’m here to meet a client. Sasha, | don’t think you’ve met Daniel. He works with
me in Santiago.

Sasha: Nice to meet you, Daniel.

Daniel: How do you do.

Sasha: Are you both staying here for long? Maybe we could meet for a drink later?

Daniel: Unfortunately not. We're flying straight back after our meeting this afternoon. It’s a busy
time at the moment with the launch of the new product range.

Sasha: Yes, | know. It seems to be a big success. Anyway, it’s a shame we won’t get a chance
to talk a bit. Let me know when you’re next visiting Lima and 'l show you around our office here.
Jared: Will do. Bye for now.

Sasha: Bye

Daniel: Bye.
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2.9

Jack: Hi, I’'m Jack. | noticed you around yesterday. Is this your first week at CIE?

Suzi: Hi, Jack. I’'m Suzi. Yes, | started on Monday.

Jack: How are you settling in?

Suzi: Well, thanks. Though it’s a lot different from my last job. | was working for Cabin Cameras
before | moved here and this is a much bigger company.

Jack: Oh, what did you do at Cabin Cameras?

Suzi: | was a PA for the Director. I’ ve never worked in HR before but a lot of the skills are very
similar.

Jack: This was my first job in HR too and |’ ve been here for three years now. Before this job |
was working in the finance department.

Suzi: With the same company?

Jack: Yes, I’ve worked for CIE since | left college. They’ ve been really good employers.

Suzi: That’s good to know!

Jack: |"ve got to go but if you need anything, my office is just down the hall.

Suzi: Thanks. That’s very kind of you.

Jack: See you around.
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4.4

Last year, my company merged with another company. It’s been a positive change, but there
have been lots of things to get used to. For example, | work at reception, and now | have to wear
a uniform. It”s nice, but it’s taken me a while to get used to wearing the same thing every day.
Some of the rules in the workplace have become stricter. For example, in the past, | used to eat
my lunch at my desk. Now, we're not allowed to do that. But other things are better. For example,
in the past | used to work from 8:30a.m. to 4:30p.m., but now we’re allowed to work flexible
hours. So now | work from 8:00a.m. to 3:30p.m., and | leave early on Fridays. | love that! Also, I’
ve been asked to help show new employees around when they first arrive. |'m used to talking to
all kinds of people, and | know all about the company and the office, so that suits me just fine. All

in all, | think the changes are positive.
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9.5

Manager: Shona, could | speak with you for a moment?

Shona: Yes, of course.

Manager: I’ d like you to help me with something.

Shona: Yes?

Manager: You know we’ve got the company conference in August? Well, I'm a bit behind with the
organizing, and | was wondering whether you could help me.

Shona: Of course. What do you need me to do?

Manager: Here are two hotels where we’re thinking of having the conference. Could you call them
and check whether their conference rooms are available?

Shona: OK.

Manager: You don’t need to ask about prices or anything at this stage. | just have to know
whether they are already booked.

Shona: Fine.

Manager: Could you do that by the end of the day?

Shona: Sure, shouldn’t be a problem.

Manager: Thanks so much! |’ ve got to go to a meeting now, but I’ll come and talk to you again at
the end of the afternoon.

Shona: OK.
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