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EAlELE Introduction to the course Meeting a client Introductions

EVENE Talking about yourself Giving and getting personal information at a job agency

ERIEINE| Introducing your company Explaining the activities of different departments

AR H Arriving for an appointment Talking with someone at the reception desk

#50EH Giving a client directions to offices in your building

A ENE Starting a conversation and making small talk with a new client

RS Review of the first part of the course and vocabulary quiz

#H8HEH Talking about your typical workday Using numbers and times

9 H Talking about company activities, for example, marketing

#10mH  |Making arrangements to meet Fixing an appointment

EARIEIRE! Speaking at Reception Using the telephone

#1201 H Placing an order Ordering by phone




H13[EH  [Making requests and offering to help Checking information

#14m1H  |Review of the second part of the course and vocabulary quiz

15[ H Talking about company history

EAGIERE! Talking about company plans Giving ideas about a new project

EAVIERE! Preparing for a business trip Discussing your schedule

% 18[F]H |Making comparisons between products

H19[FH  [Giving opinions about a product Agreeing and disagreeing with the opinions of others

F20m H Thinking about good points and bad points of an idea, and making decisions

%21 H  |Review of the third part of the course and vocabulary quiz

#22mlH  |Asking for and giving directions

#523[E]H  [Making apologies and making invitations

#2401 H  [Taking care of a visitor to the office, for example, offering food and drink

=525[E H Socializing with clients

#526[E]H  [Talking about future plans and travel schedules

27 H Saying good—bye Keeping in touch

#28mH  |Review of the fourth part of the course and vocabulary quiz

#29mlH  |Individual interviews

#30E H Feedback on the interviews, and general review of the course
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Business Venture 1

(Oxford University Press)
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