
UNIT 4







2. LISTENING 1



3. Work in pairs.

Ask and answer questions

about you and sport.



3. READING











4. LANGUAGE SPOT

PRESENT PERFECT
❖ The present perfect is formed with have/has + Past particle (Pii) 

✓ We have lived in Zhuhai for almost one year.
✓ Jinan University has had a history of more than 100 years.

❖ We use the present perfect to talk about completed actions.
✓ I have already read that book.
✓ He hasn’t come back yet. Would you sit down and wait?
✓ The meeting has started.
✓ She has been to Beijing many times.

❖ We use the present perfect to talk about actions that continue from the past to the present.
✓ I have worked in Jinan University for over 10 years.
✓ She has lived in this house since 1998.
✓ We have studied in Jinan University for almost 1 year.
✓ I have been an English teacher for more than 20 years.



PAST SIMPLE

+ Use: to talk about actions or events completed in the past

+ Form:  * V-ed

*  didn’t + V

* (Wh) + did + S + V?



Past simple or Present perfect
We use past simple with expressions of finished time.

I began to study in Jinan University in September 2007.

I saw an interesting film last night.

We do not use the present perfect with expressions of 

finished time.

I have started my college studies in Jinan University.

I have already seen that film.

The manager has arrived. Would you like to meet him?

The meeting hasn’t started yet. Let’s go out for a walk.

We use present perfect with expressions of time that take 

us up to the present.

We have lived in Zhuhai since September 2007.

I have worked in Jinan University for over 10 years.

He has been CEO since the beginning of last year.

Business has been good this year.



1. Answer these questions



Write questions and answers 

1. your computer/get a virus? Yes/last year.

2. you/send an email to the wrong person? No

3. you/travel to a foreign country on business? Yes/Kenya/six months ago.

4. your company/send you on a training course? No

5. you/book a flight online? Yes/yesterday

6. you/attend a conference/Yes/Tokyo/2005





1. Are their any summer short-term job opportunities for the youth 
in your country? 

2. Have you ever done any summer jobs?

5. LISTENING 2







Work in pairs. Take it in turns to be interviewer and job 

applicant. Talk about your own qualifications and 

experience or invent new information. 



Discuss and answer the following questions.

• Do you ever take phone messages?

• How do you pass the message on?

• Have you ever had a phone message that wasn’t clear?

• What was the problem?

6. CALL CENTRE



1. Listen to the telephone conversation and check the secretary’s 
notes. Did you make any mistakes? 



2. Listen again and tick 
the expressions you 
hear.



3. Listen and note the answer phone message 



• Expressions

• Read through speaking activities

• Refer to the expressions list 
during the activities. 

7. SPEAKING



• What are the different jobs needed at a sport centre?

• What makes a good sport centre?

Read and answer questions

• What does he do?

• What skills and qualifications does he needed?

• What does he like best about his job?

Before you read, discuss these questions with your partner 

8. IT’S MY JOB





9. PROJECT





1. Discussion:
• Do you sometimes have troubles starting your work?

• Do you get distracted easily from your work?

• Do you often feel tired when you are working? 

10. BUSINESS KNOW-HOW





11. WRITING
Read the following job ad, then put the expressions in the 

correct places in the letter. 





Ali Prasad, the leisure centre Assistant Manager in It’s my 

job,  has put an ad on the leisure centre noticeboard for 

a part-time receptionist and office assistant. 

Write to him to apply for the job. 



12. CHECKLIST



13. Keywords




