
Welcome! 6

• Assessing Business English needs
• Exploring cultural learning styles
• Meeting the characters

Unit 1 Working together 10

Part A Exchange 
information

• Talking about jobs and industries
• Writing your profile

Exchanging information 
Talking about experience: simple past vs 
present perfect (continuous)

Part B Build 
relationships

• Responding to different communication 
styles

Being less direct: past continuous

Part C Skill up • Discussing on-the-job training Extra practice 
Outside view: Listening

19

Unit 2 Business processes

Part A Describe and 
analyse processes 

• Describing processes and core operations Focusing on the process: passive voice
Describing processes
Reporting orally

Part B Make 
recommendations

• Reviewing and solving problems 
with processes

• Writing a report

Making informal recommendatios
Making suggestions and recommendations: 
second conditional and subjunctive

Part C Improve systems • Reading recommendations from 
business practice

Extra practice 
Outside view: Time
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Business file 1: A team meeting 30

Unit 3 Project management 32

Part A Discuss projects • Discussing schedules and clarifying next steps Talking about concrete and tentative plans: 
present continuous, future continuous and 
conditional continuous
Clarifying and confirming details

Part B Request a 
proposal

• Requesting and examining a Proposal for 
Services

Highlighting information using that and 
what 
Clarifying compliance: should, be supposed 
to and shall
Cold-calling to discuss terms and 
conditions

Part C Share knowledge • Reading about Scrum and knowledge 
management

Extra practice 
Outside view: Writing
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Unit 4 International teams 42

Part A Collaborate across 
distances

• Communicating about operations and logistics
• Practising teleconferencing language

Giving polite instructions
Taking part in teleconferences

Part B Deal with conflict • Practising dealing with conflict Asking others to change their behaviour
Admitting misunderstandings

Part C Balance clarity 
and tact

• Examining cultural differences Extra practice 
Outside view: Politeness
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Unit 5 Sustainable business 54

Part A Discuss 
performance

• Exploring sustainability 
• Reviewing financial performance

Relating past events: simple past, past continuous 
and past perfect
Describing performance results
Telling a (business) story
Discussing past decisions with hindsight: 
third conditional and should/could have done

Part B Pitch a proposal • Pitching financial services

Part C Describe business 
strategy

• Practising business storytelling and 
reporting

Extra practice 
Outside view: Speaking

63

Unit 6 Managing people 64

Part A Discuss 
workplace 
conditions

• Debating the pros and cons of 
workplace conditions

• Recounting an HR incident

Weighing the pros and cons
Reporting what was said: reported speech
Arguing your opinion

Part B Give employee 
feedback

• Practising giving feedback Assessing your performance
Fine-tuning the message: modifiers
Giving feedback

Part C Profile 
competencies

• Discussing assessment methods Extra practice 
Outside view: Power
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Business file 3: An interdepartmental meeting 74

Unit 7 Meeting demand 76

Part A Market products 
and services

• Contrasting marketing practices
• Practising networking

Adding information succinctly: 
reduced relative clauses

Part B Protect brands • Discussing intellectual property issues
• Handling formal correspondence

Adding emphasis using inverted word order
Writing formal letters

Part C Control the image • Discussing brands and social marketing Extra practice
Outside view: Reading

85

Unit 8 Public relations 86

Part A Manage a crisis • Discussing codes of business conduct
• Handling difficult questions

Assessing and acting on issues

Part B Communicate 
CSR

• Exploring corporate social responsibility
• Writing a press release

Evaluating cautiously

Part C Engage with the 
public

• Dealing with social media for PR Extra practice
Outside view: Uncertainty
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