
�
��	������

	 Strona	 �cie�ka	
	

PART I. LOOKING FOR A JOB 

Conversation 1. Getting Information on the Phone 3 1-4 

Conversation 2. Job Interview 7 5-8 

Conversation 3. First Day at Work 10 9-12 

PART II. MEETING CLIENTS 

Conversation 4. Arranging a Meeting 13 13-16 

Conversation 5. Welcoming Guests 16 17-20 

Conversation 6. A Product Presentation 18 21-24 

Conversation 7. Business Lunch 21 25-28 

PART III. BUSINESS TRAVEL 

Conversation 8. Getting Information about the Tradeshow Centre 24 29-32 

Conversation 9. At Airline Information 28 33-36 

Conversation 10. On the Plane and at the Airport 31 37-40 

Conversation 11. At the Hotel Reception 34 41-44 

PART IV. IN THE OFFICE 

Conversation 12. Negotiations 37 45-48 

Conversation 13. A Staff Meeting 41 49-52 

Conversation 14. Answering the Phone in the Office 45 53-56 

Conversation 15. Company Presentation 48 57-60 

PART V. DISCUSSION. Usefull expressions 

Starting the discussion 52 61 

Linking expressions 52 62 

Asking for clarification 53 63 

Expressing reservations 53 64 

Giving opinions 53 65 

Agreeing 54 66 

Disagreeing 54 67 

Making a suggestion 54 68 

Ways of comparing 55 69 

Expressing preferences 55 70 

Rejecting 56 71 

Bargaining 56 72 

Asking for and giving permission 56 73 

Reguests 57 74 

Offering help 57 75 



3 
© DIM Nauka i Multimedia

��������	�������	

����	��	��� �!"	#��	�	$��	

%� "������	��&��'�����	��	���	�����	

Listen. 1 

HR – Human Resources Officer / M – Mr Makowski

a phone ringing 

HR Good morning, NSC, Jobs & Careers. How can I help you? 

M Good morning. I’m calling about the job advert I saw in a newspaper. The one for the vacancy 

of Sales Manager... 

HR Oh, yes. What would you like to know? 

M First of all, could you tell me something about the responsibilities? 

HR Generally speaking, you’ll be responsible for leading and managing a sales team in Belgium 

and France. You’ll also be obliged to attend regular Sales Meetings, exhibitions and 

conferences, and deliver presentations as requested. 

M Does this mean travelling a lot? 

HR Yes, you’ll be expected to travel extensively and stay overnight in hotels on a regular basis. 

M I see. And what is the required education? 

HR Well, you should have a Bachelor’s Degree in Marketing or Business. 

M And what about languages? Do I have to speak Dutch? 

HR No, it’s not obligatory. However, your English should be fluent in speaking and writing, and 

you should have some working knowledge of French. 

M I understand. Anything else I should know? 

HR There are also some computer skills required, like the ability to use word processors and 

spreadsheets. And you have to have considerable knowledge of our products. 

M What is the experience level? 

HR Minimum of three years of first line management experience and 5-7 years of previous sales 

experience with a documented track record. You’ll find all the details on our website pages: 

www.nsc.com. 

M Thank you. One more thing, please. What is the recruitment procedure? 

HR First you should submit your CV and a covering letter... 

M Can I do it online? 


