'Practice file

Working with words

1 Match 1-8 to a-h.

1 Many women feel there is a glass ceiling ... ___
Some banks have a corporate culture which ... ___
I could take early retirement which ...

He felt the new job was a sideways move ...
When the factory downsized ...
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Setting up a new company involves dealing with official
agenciesand ...

=~

To save costs, the company made ... ___
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I can’t move house because of the children’s schools,
SO ...

would mean stopping work at 55 rather than 65.
relocation is not an option.

a lot of rules and red tape.

rather than a promotion.

a lot of the staff redundant.

is very masculine and competitive.

a third of the workers were laid off.
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stopping them from getting top jobs.

Complete these sentences. Use the answers to
complete the puzzle and find the hidden word.

1 It’s alot cheaper to try and staff than to
continually find replacements.
2 Mangement failed to adequately

with experienced personnel.

the project

3 Management want to several staff to our new
store on the outskirts of the city.

4 When they the new Operations Manager,
everyone will be informed immediately by email.

5 We believe in job and giving you the
opportunity to do different jobs in the company.

6 Weintendto
new HR department.

7 Two

8 You start at the bottom, and if you do well and work

a lot of time and money in the

vacancies must be filled as soon as possible.

hard, the companywill _____ you.
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Business communication skills

1 Anton and Carolina from the workers’ council are

meeting with Bob from HR to negotiate the annual
staff trip. Complete this extract from their meeting
with the correct answer from 1-10 below.

Anton What we need to ! on today is what to de
for the staff trip. Let's look at whatour? ______ are.

Carolina 3
for a weekend?

about we charter a plane to Morocce

Anton We do have that on our list of options, but
4 need to stretch the budget if we did that.

Carolina Yes, you're right. Bob, how does HR view things?
Whatcanyou®  us?

Bob Well, the worker’s council always offers a staff trip -
so we can't stop this —but whatwe®___ isit
should be educational as well as entertaining.

Anton You mean, ’ _ we include something
cultural we can choose any of our suggestions?

Bob Yes. Let's say you take the Morocco option.

L) you offer excursions to places of interest as
part of the package, HR might veto the whole trip.

Carolina OK. We can ? with that and would
organize the trip to comply with HR’s wishes.

Anton So,aquick®__ —if
1 a talk b meet c decide d discuss
2 a possibilities b options ¢ opinions d alternative
3 a What's b Who ¢ Why d How
4 a we'll b we c we'd d we've
5 a lend b help ¢ propose d offer
6 a plan b propose ¢ aim d intend
7 a provided b would c were d supposing
8 a until b providing c¢ unless d if
9 a be b remain c stay d live
a review b recap ¢ repeat d outline

2 Put the words in italics in the correct order to

complete the sentences.

1 discuss / the / areas / we / to / need /are _
the weekend rota and overtime.

2 to / one / would / option / be _
cancel the event.

3 we/don't/on/why/take =
two temporary staff for our busy period?

4 far / who / so / got / we / so / have? ____

Gavin will ...

5 sounds / a / plan / like / that
— could you let Jan know the details?




Language at work | First and second conditionals

First conditional

First conditional sentences have two parts. In the if clause, we
talk about a present or future situation that is quite likely to
happen; in the other clause, we talk about the result.

Likely situation Result

If+ present tense will + infinitive

Ifyou order 20 units, we’ll give you a 15% discount.
If’m not promoted, I'll leave the company.
Variations

1 Use the present continuous or present perfect in the if clause.
If anyone is waiting for you in reception, I'll let you know.

[ If he hasn’t emailed them, I'll call instead.

2 Use other modals in the result clause.
Ifwe hurry, we may / might /could / should arrive in time.

Second conditional

Second conditional sentences have two parts. In the if clause,
we talk about an imaginary present or future situation that is
not likely; in the other clause, we talk about the result.

Imaginary situation Result

If+ past tense would + infinitive

Ifwe accepted the takeover bid, | we would be out of a job.

Variations
1 Use the past continuous in the if clause.

Ifyou were applying for a job, what would you put on your CV?
2 Use could or might in the result clause.

Ifwe got a bit more help, we could / might finish on time.

Linking words
1 A number of expressions mean ‘if and only if’, and emphasize
the condition: provided (that), providing (less formal), as long
as and on the condition that.
I'll help you today providing you do my shift on Friday.
2 Supposing means ‘just imagine’, so it is normally used with
second conditionals.
Supposing they offered you the job, would you take it?
3 Unless is similar in meaning to ‘if not’.
I'll be home by 5.30 unless the meeting finishes late.
4 Use in case to talk about action taken to avoid something
happening.
I'll take a spare battery in case the main one runs out.

1 Choose the best answer from the words in italics.

1 Daniela is interested in moving to your team. But if
she comes / came to you, I will / would need to find a
replacement here as soon as possible.

2 We can easily fulfil orders for a few hundred metres of
cable. However, if you want / wanted 50,000 metres, say,
that will / would take a lot longer.

3 Ithink you're being very rash. If I am / were you, I will /
would reconsider your decision.

4 1 will / would agree on the deal now if I kave / had the
authority, but I have to check with the directors first.

5 Can you leave this with me until tomorrow? I think I will /
would be able to work something out if you give / gave me
more time.

6 I will / would apply for the Madrid job if I speak / spoke
good Spanish, but unfortunately I don't.

7 Ican’tlet you have time off. If | make / made an exception
for you, everybody else will / would expect the same.

8 If you want / wanted to read the contract again before
signing, we will / would take a break now and resume our
meeting in half an hour.

2 Which of the situations in 1 are

1 likely to happen?
2 not likely to happen?

3 Complete the sentences with these linking words.

if unless
as long

provided
in case

1 I'm organizing some insurance [ getill.

2 I'm very busy, so please don't disturbme _it's
an emergency.

3 _____ salesdon’t start falling, we'll reach our
targets this year.

4 Ishould be able to get there by 10.30, but I'll let you
know __________ there’s a problem.

5 _ aswe get the funding, we can go ahead with
the project in October.

4 Using first or second conditionals, complete these

sentences with your own ideas.

1 IfI ever had the chance,

2 [ wouldn’t take time off work unless

3 Ifit’s a nice weekend, I think

4 If he hasn’t come in the next five minutes,
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