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Tesea 1. Imtroductions

New'  Jomgmage Present  simple an
conkinuous
Focabulary Efiquette for introductions
New gkl Introducing  yoursell an
athers

(] f IL2Z3

Tema 2. Gettlng to keow colleagues

New lomgmcge Past simple and

comlinuous

Focatudury Sharing past experiences

New bl Talking sbout  past
5

| experiences.
Tesia 3. Delegating tashs
New  language  Modal  verbs  fom
obligation

Frcalalary Delegation and politeness
New  ohill  Delegating  tasks 1o
colleagues.

Tewa 4, Talking about abilithes
New lamguape Modal  verbs  for
abilities

Focabulary Workplace skills
New skill Describing abilities

Teaea 5, Applying for a job

New language Dopendent prepositions
Focabuiary Cover-letter vocabulary
Mew skill Writing a cover letier

4 L] 23

Tems 6. Job interviews

New bongnanire Helative clauses
Focatwlary Job intervicws
Mew  skill Describing your
achievemsents n detail

] 3 .23




Tesaw 7. Waorking relationships
New lempmrge.  Three=word  phrasal
verbs

Focalwlery Social media
MNew s il Social networking.

1.23

Tesan 8. Carcer ontcomes
New [fomruoge Modal verbs  for
possitrility

Focabulary Carcer development
Mew ohill Talking about the future

1.2

Tema 9. Dizcussing conditions
Mew langeage Conditionals
Vincabulary Megotiating and
bargaining

Mew skill Discussing possibilities

1.2

Tema 10, Discussing problems
Mew language Thind conditional
Vocabulary Workplace mistakes
Mew skill Talking about past mistakes

1,23

Tema 11, Talking abowt changes
New longuage “Used 1o, “bevget nsed
h“

Focabudary Small talk
N skl Talking about changes at

work

1.2

Tema 11. Business around the world.
Focerblary: Coundries arnd
continents.

Mew lergnicrge: Mepative
statements,

Focatmlary. Countries and
nationalitics,

New skill: Saying where things are
froam

12

| Testa 13, Asking questions al work.
Exchanging details.

New lanpieagre: Forming questions.
Short neswers, Fecahulary: Offics
equipment. Contact  information.
New  mEUT: Asking - colleagucs
guestiond.  Exchanging contact
details.

12




Testa 14. Skills and experience)
Chonsing a joh.,

New language: Have, have got,
aticles. Like, enjoy, and hate.
Focabalary:  jobs  and - skills,
Workplace activities

New skill: Writing 2 buslness
profile. Jobs and employment,
Finding the right job.

12

Tiesia 15 Describimg  your
workplace. Personal qualitics.
New lawgnmpe: “There 8" and
“there -are”, Possessive adjectives,
Vocobwiary!  Meney, pay, and
conditions. Personality truits,

MNew gkill: Drescribing a workplace,
Mhiuym;cmwuﬂam.

B

123

Tema 16 Workplace routines.
New larngaage: Prépositions of time.
The past simple.

Focabulgry:  Commuting  and
tramportation.  Activities  owlside
work.

Neew skill: Describing routines,

L23

Temn 17, Career history. Company
history.

New  languoge;  Past  simple
irregular verbs. Past simple with
time  markers, Fovabudary:
Describing  trends.  New  skill
Describing o company’s history.

Tema 18 Talking about your plans.
Giving opinions,

Mew  fmmgmagpe: The  present
comtimous,  Intermuptions and
opinions.  Focabuleny:  Muking
amangemens. Environmental issues.
Mew skl Talking about your plans,
| Giving opinions politely,
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