ADVANCED – LEVEL 4
One : One - 7 units
UNIT 1: Dealing with people

A/ How to ask for something

     (Business vocabulary
-Dealing with people

-Polite and more direct ways of asking for things

-Asking the different people for…

-New words and useful phrases

     (Focus on grammar
-Would like

     (Focus on communication 

-Making a suitable request

-Email to a travel agency

-Pronunciation when making requests

B/ How to make a suggestion

     (Business vocabulary
-Dealing with people

-Different ways to put forward ideas

-Consultant in business

-New words and useful phrases

     (Focus on grammar
-Suggest and recommend

     (Focus on communication 

-Problems and suggestions for dealing with them

-Suggestions or proposals and explanations

-Make or put forward a suggestion / proposal to somebody

C/ How to react to suggestions

     (Business vocabulary
-Dealing with people

-Ways of accepting or rejecting suggestions

-Colleagues with different habits

-New words and useful phrases

     (Focus on grammar
-Reacting to suggestions

     (Focus on communication 

-Dealing with problems in your department

-Ways to deal with tough situation

-Expressions to talk about irritating situations

D/ How to praise

     (Business vocabulary
-Dealing with people

-Giving positive feedback to colleagues

-Circumstances for praising colleagues at work

-New words and useful phrases

     (Focus on grammar
- Pretty, fairly, quite

     (Focus on communication 

-Role-playing situations to practise giving praise

-Praising through email

-General comments to introduce praise

E/ How to criticize

     (Business vocabulary
-Dealing with people

-Giving negative feedback to colleagues

-Approach for giving negative feedback to colleagues

-New words and useful phrases

     (Focus on grammar
- As … as

     (Focus on communication 

-Dealing with several situations and giving feedback

-Criticizing through email

-Using a lead-in phrase when criticizing

F/ How to show how to do something

     (Business vocabulary
-Dealing with people

-Explaining things

-Giving instructions

-New words and useful phrases

     (Focus on grammar
-If, when, as soon as, as long as

     (Focus on communication 

-Explanation for following a work process

-Leaving a written instructions

-Checking if explanation is understood well

G/ How to delegate

     (Business vocabulary
-Dealing with people

-Expressions to use when giving people different jobs to do

-Comments about delegation

-New words and useful phrases

     (Focus on grammar
-Ask and get

     (Focus on communication 

-Delegating tasks, being instructed

-Passing on instructions using an informal memo

-Using a negative question

H/ How to compromise

     (Business vocabulary
-Dealing with people

-Negotiate a solution to a problem

-Compromising at work

-New words and useful phrases

     (Focus on grammar
-2nd conditional

     (Focus on communication 

-Responding to the problems

-Tips for reaching agreement

-Compromise as a noun

UNIT 2: Projects
A/ How to plan

     (Business vocabulary
-Projects

-Expressions

-Planning future events

-New words and useful phrases

     (Focus on grammar
-Future perfect

     (Focus on communication 

-Key points for the different situations

-Plans that went wrong

-Go about something / doing something
B/ How to update on progress

     (Business vocabulary
-Projects

-The progress of a project

-Progress: schedules, monitoring, difficulties

-New words and useful phrases

     (Focus on grammar
-Yet, already, so far, up to now

     (Focus on communication 

-Marketing campaign

-Progress when being on your own

-Actually, in fact / really
C/ How to report success

     (Business vocabulary
-Projects

-Announcing positive result

-Things that you are happy about at work

-New words and useful phrases

     (Focus on grammar
-Present perfect vs. past simple

     (Focus on communication 

-Report on development

-Results and figures

-Using by to express a change

D/ How to make excuses

     (Business vocabulary
-Projects

-Polite ways of making an excuse

-Explaining problems, delays, and mistakes

-New words and useful phrases

     (Focus on grammar
-Past continuous

     (Focus on communication 

-Role-playing: problems at work

-Business mistakes and excuses

-Stronger and more polite apology or statement

E/ How to justify change

     (Business vocabulary
-Projects

-Why changes are necessary?

-Reasons for change

-New words and useful phrases

     (Focus on grammar
-1st conditional

     (Focus on communication 

-Changing a job

-New ideas at work

-Otherwise / if not
F/ How to deal with people off-site

     (Business vocabulary
-Projects

-Liaising with clients and suppliers

-Face to face, on the phone or by email

-New words and useful phrases

     (Focus on grammar
-Past modals

     (Focus on communication 

-Phone calls, face-to-face meetings

-Updating your colleagues on the outcome of the situation

-The word thing in informal English

G/ How to announce a new product

     (Business vocabulary
-Projects

-Ways to give news

-New developments and improvements

-New words and useful phrases

     (Focus on grammar
-Ways of quantifying differences

     (Focus on communication 

-Introducing a new product

-Advantages of a new service or a product

-Using the word news

H/ How to feed back on a project

     (Business vocabulary
-Projects

-Giving and getting feedback

-Promoting or selling a product / service

-New words and useful phrases

     (Focus on grammar
-3rd conditional

     (Focus on communication 

-Giving evaluation

-Promoting your company

-Think, give thought, rethink
UNIT 3: Meetings
A/ How to present an idea

     (Business vocabulary
-Meetings

-Discussing ideas

-Presenting a plan to your staff

-New words and useful phrases

     (Focus on grammar
-Relative clauses

     (Focus on communication 

-Situations at work: discussing problems

-Presenting ideas to your management team

-Using as for
B/ How to agree and disagree

     (Business vocabulary
-Meetings

-Being in favour of, or against, an idea

-Consultation and important decisions

-New words and useful phrases

     (Focus on grammar
-Collocations

     (Focus on communication 

-Giving your opinion

-Responding to an article

-To agree / to disagree with

C/ How to use vague language

     (Business vocabulary
-Meetings

-Avoiding use of direct language 

-Selling and speaking with sales reps

-New words and useful phrases

     (Focus on grammar
-Whether, if, depend on

     (Focus on communication 

-Part of a job interview

-Solving problems at work by email

-Quite, British / American English

D/ How to run a meeting

     (Business vocabulary
-Meetings

-Expressions for running a business meeting

-Why a meeting didn’t work?

-New words and useful phrases

     (Focus on grammar
-Verbs with infinitive or gerund

     (Focus on communication 

-Opening speech

-The minutes
-An item / An issue
E/ How to defend an idea

     (Business vocabulary
-Meetings

-Supporting an idea

-Team-building activities

-New words and useful phrases

     (Focus on grammar
-Adverbs

     (Focus on communication 

-Advantages and disadvantages of an idea

-Defending an idea

-Each other / one another
F/ How to speak to a group

     (Business vocabulary
-Meetings

-Speaking to groups of people

-Enjoying, having difficulties 

-New words and useful phrases

     (Focus on grammar
-Relative clauses

     (Focus on communication 

-Meet and welcome a group of people

-Writing a short script for your PR department

-Expressions to say goodbye to a group

G/ How to structure a talk

     (Business vocabulary
-Meetings

-Linking ideas in a talk

-Statements

-New words and useful phrases

     (Focus on grammar
-Linking words

     (Focus on communication 

-Presentation

-The main points

-Duration and questions regarding the audience 

H/ How to interrupt

     (Business vocabulary
-Meetings

-Ways to make your opinion heard

-Interrupting politely

-New words and useful phrases

     (Focus on grammar
-Responding to interruptions

     (Focus on communication 

-To challenge and to give personal opinion

-Dealing with interruptions

-Giving notice / hand your notice in
UNIT 4: Socializing
A/ How to meet for the first time

     (Business vocabulary
-Socializing

-Meeting people

-Reactions

-New words and useful phrases

     (Focus on grammar
-Present continuous

     (Focus on communication 

-Role-play a conversation

-Brief article about yourself for a company newsletter

-Presenting responsibilities at work

B/ How to catch up

     (Business vocabulary
-Socializing

-What people have been doing since you last met?

-Approach

-New words and useful phrases

     (Focus on grammar
-Present perfect continuous

     (Focus on communication 

-Asking and answering questions

-Replaying an email

-Talk shop
C/ How to tell a story

     (Business vocabulary
-Socializing

-Telling stories

-The best and the worst experience

-New words and useful phrases

     (Focus on grammar
-Past continuous and past perfect

     (Focus on communication 

-Interrupting a story

-Delay at work

-Apparently
D/ How to describe someone else

     (Business vocabulary
-Socializing

-Describing people’s personality

-Recruiting people, selecting staff, the modern manager

-New words and useful phrases

     (Focus on grammar
-Make, let, allow, and get

     (Focus on communication 

-Important qualities in your line of work

-Suitable personality profile

-Using negative forms / being less direct

E/ How to make, accept, and decline offers

     (Business vocabulary
-Socializing

-Polite ways

-Making a choice

-New words and useful phrases

     (Focus on grammar
-If only, I wish, It’s time

     (Focus on communication 

-The likeliness of accepting / declining an offer

-Responding to different situations

-Introducing the excuse 

UNIT 5: Telephoning
A/  How to survive on the phone

     (Business vocabulary
-Telephoning

-Taking a telephone message

-Difficulties of using the phone in English

-New words and useful phrases

     (Focus on grammar
-Phrasal verbs

     (Focus on communication 

-Asking a favour

-Changing previously arranged deal

-Reporting an information from the call

B/ How to phone around

     (Business vocabulary
-Telephoning

-Different telephone conversation

-Telephone habits at work

-New words and useful phrases

     (Focus on grammar
-Present continuous

     (Focus on communication 

-Reconstructing conversation

-Verbs telephone, phone, call, ring
-Using for and back
C/ How to order, and check an order

     (Business vocabulary
-Telephoning

-Placing an order with a supplier

-Taste or texture, describing food

-New words and useful phrases

     (Focus on grammar
-Questions tags

     (Focus on communication 

-Making an order with a limited budget

-Formal email: confirming, making an order

-To ship
D/ How to discuss documents on the phone

     (Business vocabulary
-Telephoning

-Discussing and correcting a document

-Checking a document

-New words and useful phrases

     (Focus on grammar
-Prepositions of place

     (Focus on communication 

-Changing document design

-Writing a suitable reply

-Common expressions

E/ How to complain on the phone

     (Business vocabulary
-Telephoning

-Complaining over the phone

-Practical advice

-New words and useful phrases

     (Focus on grammar
-Present perfect with ever and never

     (Focus on communication 

-Role-playing two situations

-The reason for making a complaint and future measure

-Complain about something to somebody, make a complaint
UNIT 6: Email
A/ How to write emails for the first time

     (Business vocabulary
-Email

-Writing a first email to a business contact

-Things to think about

-New words and useful phrases

     (Focus on grammar
-Email phrases

     (Focus on communication 

-The subject line

-Your business correspondent

-Dear Mr. … / Ms.…
B/ How to write a formal email

     (Business vocabulary
-Email

-Expressions to use in a formal email

-Email, formal / informal

-New words and useful phrases

     (Focus on grammar
-Formal emails

     (Focus on communication 

-How to start an email?

-Choosing appropriate style

-Due, when to use it

C/ How to be friendly in an email

     (Business vocabulary
-Email

-Expressions to use in an informal / friendly email

-Who do you exchange friendly emails with at work?

-New words and useful phrases

     (Focus on grammar
-Shortened sentences in emails

     (Focus on communication 

-Writing an email

-Being friendly in both formal and informal emails

-Using a suitable greeting and sign-off

D/ How to explain in other ways

     (Business vocabulary
-Email

-There has been a misunderstanding

-Dealing with a situation

-New words and useful phrases

     (Focus on grammar
-The infinitive of purpose

     (Focus on communication 

-Writing an email

-Following up the email by telephoning

-Completing two emails with a choice of phrases

E/ How to write forceful emails

     (Business vocabulary
-Email

-Making a stronger message in emails

-Assertive and aggressive emails

-New words and useful phrases

     (Focus on grammar
-Phrases for forceful emails

     (Focus on communication 

-Writing, receiving an angry email

-Appropriate phrases to choose

-Emphasizing by using an adverb 

UNIT 7: Travel
A/ How to book

     (Business vocabulary
-Travel

-Making arrangements

-Possible problems

-New words and useful phrases

     (Focus on grammar
-Prepositions of place and time

     (Focus on communication 

-Arranging a business trip

-Rescheduling, changing an arrangement

-Arriving in / at a place

B/ How to check in and check out

     (Business vocabulary
-Travel

-Check into and out of a hotel

-“Important” hotel facilities

-New words and useful phrases

     (Focus on grammar
-Articles

     (Focus on communication 

-Role-play: checking into/out of a hotel

-Review of staying in a hotel

-Using the verb appear
C/ How to check a route

     (Business vocabulary
-Travel

-Checking directions

-What are good directions?

-New words and useful phrases

     (Focus on grammar
-Be supposed to, be meant to

     (Focus on communication 

-Getting from one point to another

-Having difficulties with given directions

-The imperative, the present simple, get to
D/ How to eat out

     (Business vocabulary
-Travel

-Discussing and ordering food

-Eating abroad

-New words and useful phrases

     (Focus on grammar
-Cooking words

     (Focus on communication 

-Having dinner with a visitor

-Reasons for choosing a restaurant

-Common adjectives for food and drink

E/ How to ride in taxis

     (Business vocabulary
-Travel

-Traveling in taxis

-Taking taxis in different countries

-New words and useful phrases

     (Focus on grammar
-Phrases describing location

     (Focus on communication 

-Role-play a conversation with a taxi driver

-Phoning a taxi company

-Using the word for: negative sentences and questions

