PRE-INTERMEDIATE – LEVEL 2
ProFile 1 - 12 units 

UNIT 1: A new job

     (Business vocabulary
-Worries on your first day in a new job

-New employees

-Introductions

     (Focus on grammar
-Be, have, have got
     (Focus on communication 

-Dream jobs

-Welcoming new recruits

-Introducing yourself

-New employee announcement

-Language point: conjunctions

UNIT 2: Organizations and roles

     (Business vocabulary
-Companies with no hierarchy

-Company organigrams

-Describing roles

     (Focus on grammar
-Present simple: describing routines

     (Focus on communication 

-Typical working day

-Company hierarchies

-Talking about your job responsibilities

-Speculative job application letter

-Beginning and ending letters

UNIT 3: Quality

     (Business vocabulary
-Brands

-Describing quality and cost

-Ordering a process

     (Focus on grammar
-Present simple and continuous

     (Focus on communication 

-ISO standards

-Upmarket / downmarket supermarkets

-Sequencers: explaining a process

-A letter of complaint

-Language point: common grammar errors

UNIT 4: Money

     (Business vocabulary
-Personal finance questionnaire

-Personal banking vocabulary

-Telephoning 1: starting and receiving a phone call

     (Focus on grammar
-Countable and uncountable nouns

     (Focus on communication 

-The euro

-Bank transactions

-Telephoning role play

-Describing a graph

-Language point: prepositions of time and movement

UNIT 5: Import-Export

     (Business vocabulary
-Importing

-Exporting and markets

-Telephoning 2: making and responding to requests

     (Focus on grammar
-Past simple

     (Focus on communication 

-Exporting in niche markets

-An exporting expert

-Making a polite telephone call

-An email: making first contact

-Language point: would / could for polite requests

UNIT 6: Travel

     (Business vocabulary
-Commuting to work

-Travel vocabulary

-Making sure

     (Focus on grammar
-Present perfect

     (Focus on communication 

-Business travellers

-Business travel vs. tourism

-Checking facts

-An itinerary

-Language point: present perfect for reporting arrangements already made

UNIT 7: Career prospects

     (Business vocabulary
-Your career

-Career plans

-Giving advice and warnings

     (Focus on grammar
-Comparatives and superlatives

     (Focus on communication 

-Networking

-Leadership

-A mini-presentation

-Following up a new business contact

-Language point: which / when / who
UNIT 8: Time is money

     (Business vocabulary
-The value of time

-Time and logistics

-Telephoning 3: making appointments

     (Focus on grammar
-The future

     (Focus on communication 

-Investing to save time

-How three people manage their tame at work

-Role play: making an appointment

-An email: arranging a meeting

-Language point: imperatives

UNIT 9: The customer

     (Business vocabulary
-Questionnaire: Is the customer always right?

-Customers

-Making suggestions

     (Focus on grammar
-1st conditional

     (Focus on communication 

-Product development mistakes

-Mass customization

-Finding solutions to customer problems

-Writing a fax with directions

-Language point: prepositions of place

UNIT 10: Business online

     (Business vocabulary
-New technology and working from home

-Internet collocations

-Giving, asking for, and responding to explanations

     (Focus on grammar
-2nd conditional

     (Focus on communication 

-How to decide whether your business would be successful online

-How three people use the Internet at work

-A meeting: reasons behind company decisions

-Homepage-paragraph on “Who we are”

-Language point: articles 

UNIT 11: Not for profit

     (Business vocabulary
-Charities

-Charity as a business

-Discussing opinions

     (Focus on grammar
-The passive

     (Focus on communication 

-The Big Issue
-Ways of raising money

-Deciding on whether or not to accept corporate sponsorship

-Internal email: how to improve corporate image

-Language point: modals

UNIT 12: Problem-solving

     (Business vocabulary
-Fixing problems: cost of know-how vs. labour

-Problems and solutions

-Talking about problems and solutions

     (Focus on grammar
-Past continuous and used to
     (Focus on communication 

-A company’s problem with absenteeism, and solutions

-Problem-solving methods

-Solving problems

-Report on the results of a survey

-Language point: proportions

