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INTRODUCTIONS AND GREETINGS

INTRODUCING YOURSELF







COMPLETE THE CONVERSATIONS

C: EXCUSE ME, eeeeeeeee e (3)
?

A EXCUSE MEs oo g’";i WATSON: 0
(1) NAEM MARRIOT? B (

e eeeeeeneeeenn. ROGER MILLER.
Bt NOIT oo+ oo (2) PLEASED TO mEET Y0v.
NAME'S CROSSMAN. B aeeeeeeeeees eeeennnns (5), ARE YOV MR

NAWAB?

A: OH, I'M SORRY, MS F:NO, oo e, (6). I'Mm MOHAMMED
CROSSMAN. FARIQVE.

B OH, oo e (7). MR FARIQUE.






SAYING WHERE YOURE FROM N

Fujitsu Limited is a world leader in
information technology and electronic
devices.

The world-wide company has offices in New York, Washington,
Hawaii, Bogotd, Harare, Amman, ABu Dhabi, Tehran, Brussels,
Munich and Moscow together with many offices in Asia including
_ Beljing, Shanghai, Kuala Lumpur and our head office in Tokyo.
\In addition to these offices, Fujitsu owns nearly 500 computing
5 and electronics companies and has operations in more than 100/

countries.
]\




NVARAVAV S

1 wHAT BUSINESS 1S FU)ITSU IN)
2. FU)ITSU HAS AN OFFICE IN THESE COUNTRIES. IS

THIS TRVE (1 OR FAISE (F))

1 The United States T 4 Malaysia 7 lran
2 Russia 5 Spain 8 Chile
3 Mexico 6 Germany 9 Jordan
4 Yy
¢y Y4 1
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S FUITSU HAS A CONFERENCE EACH YEAR LISTEN TO
THESE GUESTS REGISTERING FOR THE CONFERENCE.
MATCH THE GUEST'S NAME TO THE OFFICE

NAME OFFICE
1 Anopow Brussels
2 Brown Beijing
3 Herndndez New Delhi
4 Singh Colombia
5 Narayan Moscow 1
6 Yin New Delhi
7 Pousset & New York
v ' 4
vy Y4




WwHAT DO THE PEOPLE SAY)




Oh, not too bad. Giovanni, do
you know Brian Turner, our new Yes, please. Cream
Personnel manager? Brian, this and sugar, please.
is Giovanni Toncini. He’s from
Just fine, fine.

Have a seat, ' “TROD" C' " 6 And you?

Giovanni.

And I’'m Brian.

Italy. He works in Milan.

& —

Please, call me Pleased to meet you,

Giovanni. Mr Toncini,

Hello, Giovanni. Good to

How about some coffee,

see you again How are Thank you.

Giovanni?
things?









WwHAT DO YOU THINK THE PEOPLE
ARE SAYING IN THESE SITUATIONS)

JILL KNIGHT:
BILL ROBERTSON:

Mrs Choudhruy:
& p Mr Madras, Head of Personnel:







OCCUPATIONS

Listen. Does the caller want to speak to Robert Brown or George
Braun?







PUT THE JOBS UNDER THE CORRECT HEADINGS.

Professional and Administrative Clerical and
technical office



TELEPHONING

Stephanie Ferguson
is calling ABC
Software.

How many people
does she talk to?
Who does she want
to talk to?
Complete the
conversation.

ABC: Good morning, ABC Software.

STEPHANIE: (1) Stephanie Ferguson from Morgan
Enterprises. I'd like to speak to Mr Braun.

ABC: Is that Robert Brown or George Braun?

STEPHANIE: Er, George Braun.

ABC: (2) . please.

STEPHANIE: Thank you.

BROWN: Brown here.

ABC: Hello, Mr Braun. This is Stephanie Ferguson from Morgan
Enterprises. | called last week about the computer system for our
office.

BROWN: Sorry, (3) , please?
STEPHANIE: Yes. Stephanie Ferguson.

BROWN: I'm sorry, Ms Ferguson. This is Robert Brown. | think
(4) )
STEPHANIE: Oh, (5) Mr George Braun,
please?

BROWN: Just a moment.

BRAUN: (6) )
STEPHANIE: Is that Mr George Braun?
BRAUN: (7) :
STEPHANIE: Ah. My name's Ferguson, | called you last week.
BRAUN: Sorry, (8) , please?
STEPHANIE: F-E-R-G-U-S-0-N. Stephanie Ferguson, from Morgan
Enterprises. | called last week about software for our office's
computer system.

BRAUN: Oh yes, | remember...




CONVERSATION
PRACTICE
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FINDING OUT INFO

(1)

aria
ACCOUNTANT

2) O
+55213957261 @

3) O




N

(4)
Q@ 2-1-b, Ydesu
_ * Chuwo-ku
M”W A‘[(W Tﬂkjﬂ
5) T103-824
o (6)




«ow TELEPHONE NUMBERS 127

105AY IN ENGLISH

What's your phone number?

1ts ... 3692 5847 [t maseu

number individually.
It’s three six nine two, five eight four seven.

You can say the number 0 as the letter O (oh) or as zero.

5059 1023 A 5059 1023

five oh! five nine, isMORE\ five five nine,
one [oh| two three / COMMON \ one [zero two three

When numbers appear consecutively, we normally say:

57183369 2149 8777

five seven one eight, two one four nine,
double three six nine eight triple seven
64//9/(4321 0987 =I= Mobile phone
[ -
O E e 2= Cell phone




Technology Vocabulary for EMAILS

Email address: Jordan_Davidsonl123@gmail.com

1 P

underscore “at" symbol dot

Garret_Miller_isthebest@yahoo.com




m Types of work
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m Work and numbers
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