ELEMENTARY – LEVEL 1
Business Focus - 12 units 

UNIT 1: You and your job

     (Business vocabulary
-Countries

-Nationalities

-Jobs

-Pronunciation: Word stress

-Saying hello

-Spelling

-Jobs and computers

     (Focus on grammar
-Present simple 1: to be and yes/no questions 

-My, your, his, etc.

-Pronunciation: they’re vs. their, etc.

     (Focus on communication 

-Getting to know you

-Filling in a form

UNIT 2: Products and services

     (Business vocabulary
-Company types

-Company activities

-Can I / Can you…?
-Emailing requests

-Numbers 1

-Telemarketing

     (Focus on grammar

-Present simple 2: Regular verbs and yes/no questions

     (Focus on communication
-Ordering products

-Emailing an order

UNIT 3: Location
     (Business vocabulary
-Company buildings

-World regions

-Pronunciation: Word stress

-Meeting people

-Office location

     (Focus on grammar
-Present simple 3: there is/there are and wh questions

     (Focus on communication
-The conference game

UNIT 4: Help and advice

     (Business vocabulary
-Equipment

-Help

-Suggestions

-Emailing suggestions

-Buying help

     (Focus on grammar
-Imperatives: do and don’t
-Zero conditional

     (Focus on communication
-The SOS board game

UNIT 5: Decisions

     (Business vocabulary
-Paperwork

-Emailing an order

-Apologizing and promising action: I’m sorry, I’ll…
-Pronunciation: Sentence stress

-Difficult decisions

     (Focus on grammar
-Past simple 1: to be and regular verbs

-Emailing a colleague

     (Focus on communication
-Quick decisions

-Emailing a colleague

UNIT 6: Socializing

     (Business vocabulary
-Eat in or take out?

-Making conversation
-The business lunch
     (Focus on grammar
-REVIEW:

-Adverbs of frequency

-Past simple 2: Irregular verbs

     (Focus on communication
-The café conversation game

UNIT 7: Workplaces

     (Business vocabulary
-Workplaces

-Departments

-Responsibilities

-Showing the visitor round

-Pronunciation: linking

-The perfect workplace

     (Focus on grammar
-Prepositions of place

-Prepositions of movement

-Emailing directions

     (Focus on communication
-The company visit game

UNIT 8: Colleagues

     (Business vocabulary
-Describing people 1

-Describing people 2

-Emailing before a meeting

-Voicemail

-Emailing messages

-Checking

-A family business

     (Focus on grammar
-Present continuous 1: Present

     (Focus on communication
-The voicemail game

UNIT 9: Competition

     (Business vocabulary
-Competition

-Numbers 2

-Would like / prefer
-I agree / disagree
-Competitive advantage

     (Focus on grammar
-Comparatives

-Pronunciation: Weak forms

     (Focus on communication
-Making a customer’s choice

UNIT 10: Travel

     (Business vocabulary
-Travel

-Airport

-Hotel

-Time and travel information

-Emailing for travel information

-Business travel: likes and dislikes

     (Focus on grammar
-Past simple 3: travel stories

-Emailing after a trip

     (Focus on communication
-The travel game

UNIT 11: Lifestyle

     (Business vocabulary
-Annual calendars

-Months and dates

-Talking about free time

-Invitations and arrangements

-Emailing an invitation

-Is your job your life?

     (Focus on grammar
-Present continuous 2: Future

-Emailing travel details

     (Focus on communication
-The conversation game

UNIT 12: Teamwork

     (Business vocabulary
-Working in teams

-Opinions

-Emailing colleagues

-Working in a team or working alone?

     (Focus on grammar
-REVIEW: Present continuous: Present or future?

-Comparatives and superlatives

-Emailing ideas

     (Focus on communication
-Finding solutions

