
UNIT 2 – THE COMPANY



1. START UP

You want to set up a company to

develop and produce a new type of

MP3 player.

What different people do you need to

employ?



YOU NEED PEOPLE TO

• To make the product

• To research it

• To design it

• To promote it

• To keep computers working

• To manage the offices and factories

• To manage the money and budgets

• To write letters and emails

• To buy raw materials

• To sell the product



LEARNING OBJECTIVES

•Different departments in a company

•E-commerce

•Making and answering phone calls

•Time management

•Present Simple & Present Continuous



IN THIS UNIT

1. Start up

2. Vocabulary

3. Listening

4. Language spot

5. Reading

6. Pronunciation

7. Call centre

8. Speaking

9. It’s my job

10. Business know-how

11. Writing

12. Project

13. Checklist

14. Key words



2. VOCABULARY – ACTIVITY 1

Match the departments

(A-G) and descriptions

(1-7)



ACTIVITY 1

1.It deals with billing, salaries, taxes, investment and budgets……………..

2.It is responsible for advertising and market research. It organizes the selling of

the products ……………………………

3.It produces the finished products ……………..

4.It deals with staff and is responsible for recruiting and training. ……….………..

5.It organizes the maintenance of the buildings, including office space. ……………..

6.It is responsible for the company systems, and trains staff in computer use.

……………..

7.It is responsible for buying the materials the company needs to make its products.

……………..



ACTIVITY 2

a) Human Resources

b) Marketing

c) Research and Development

d) I.T. (Information Technology)

e) Maintenance

f) Sales

g) Customer Service

h) Finance

i) Dispatch

j) Production

1. taking care of customer needs

2. selling the product/service

3. making the product

4. responsible for how a product/service is 

advertised and promoted

5. hiring new staff

6. in charge of the company's computers and 

network

7. in charge of the office/building

8. discovering new knowledge about the 

product, improving it and creating new 

products

9. in charge of payments, bills and expenses

10. in charge of the delivery of orders



ACTIVITY 3

Which departments do these people work for?





3. LISTENING

ACTIVITY 1

Listen to Montse and Kenichiro

talking about their jobs and

complete the sentences.

• Advert (n)

• Vacancy (n)

• Candidates (n)

• A chain store (n)



3. LISTENING

• A fashion buyer

• A chain store

• The Purchasing Department



3. LISTENING

ACTIVITY 2

Work in pairs and discuss the jobs

of Montse and Kinichiro. Which

one would you prefer to do? Why?



4. LANGUAGE SPOT

PRESENT SIMPLE vs. PRESENT CONTINUOUS

Complete the rules with the names of these

sentences:

- Present Simple

- Present Continuous





Complete the letter Sean

is writing to his friend

about his new job. Use

the appropriate form of

the Present Simple or

the Present Continuous.



5. READING

Pre-reading

Discuss in small groups these terms:

• e-books

• e-business

• e-card

• e-market

• e-museum

• e-ticket



5. READING

ACTIVITY 1

Read the introduction to the article.

Then with your partner, discuss how

we use the Internet in business.



READING ACTIVITY 1

How do we use the Internet in business?

• Buying products and services

• Finding information

• Booking hotels

• Sending documents

• Sharing data

• Placing orders

• Making payments

• Doing market research

• Keeping in contact with clients



READING ACTIVITY 2

Read the article and

match the definitions to

the terms.
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READING ACTIVITY 3
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READING ACTIVITY 4
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Advantages:

- reach as many clients as a large one

- saves money

- more efficient

- respond immediately to customer

enquires

- open 24/7 for customers to visit

READING ACTIVITY 5

Disadvantages:

- need a lot of staff to manage

- time-wasting enquires

- worries about credit card details

- worries about the reliability of the

company

Discuss in groups the advantages and disadvantages of 

E-commerce



6. PRONUNCIATION

ACTIVITY 1

Listen and repeat the

telephone numbers.
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ACTIVITY 2
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•Form groups of 4;

•Practice asking for each member’s personal details

(including phone number) and write down.

ACTIVITY 3
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7. CALL CENTRE
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ACTIVITY 1



67

ACTIVITY 2
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8. SPEAKING

Work in pairs and practice

making phone calls.

Student A go to p.108

Student B go to p.112
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9. IT’S MY JOB

New words

• Induction

• Internship

• Chain store

• Vacancy

• Negotiate

• Organize

• Hypermarket

• Shelf supervisor

• Sign up

• Supplier

• To put to good use

• Wine-growing
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ACTIVITY 1
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Read about Daniel and answer the questions.

1. What did he do in China?

=>

2. What did he do during the induction period in Spain?

=>

3. What department did he work in after that?

=>

4. What did he learn from his work experience?

=>

ACTIVITY 2
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Work in pairs and discuss these questions:

1. Would you like to work in supermarket management?

Why? Why not?

2. Would you like to work in the food and drink industry?

Why? Why not?

ACTIVITY 3
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ACTIVITY 1

Work in pairs and discuss these

questions:

1. Do you find enough time for your work?

2. Do you ever complete tasks late?

3. Do you wish you had more free time?

10. BUSINESS KNOW-HOW
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Work in pairs. Discuss

these suggestions.

• Which do you think is

the best one?

• Do you do any of these

things already?

• Do you have any other

ideas?

ACTIVITY 2
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ACTIVITY 1: Read the web page and answer these questions:

1. What is this page of the website for?

=>

2. What does the company do?

=>

3. Which departments do you find in most companies?

=>

4. Which departments are specific to this sort of business?

=>

11. WRITING
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Write a web page for your school/ company.

Include:

1. A short description of the school/ company and

what it does

2. A list of departments with a short description of

what each one does.

ACTIVITY 2
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Tip 1: Make Your Content Valuable and Relevant.

Tip 2: Keep Your Content Concise.

Tip 3: Stay On Topic.

Tip 4: Check and Recheck for Grammar and Spelling Errors.

Tip 5: Use the Inverted Pyramid Method.

Tip 6: Write Assertively. No one knows your products or services like you

do.

Tip 7: Write for Your Audience.

Tip 8: Utilize Images to Compliment Your Copy.

WRITING TIPS



•Visit https://www.orange.com/en/home

•Make notes of its departmental structure

12. PROJECT

https://www.orange.com/en/home
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13. CHECKLIST
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14. KEY WORDS




