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Unit 1 

you 
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 Video 1: What’s your name?                       Video 2: What’s your job? 

                                                      

Hello, I’m 

Carlos. 

What’s your 

name? 

Hi, my name’s John.  

I’m a sales 

representative. 

What’s your 

job? 

My surname is 

Carson. 

What’s your 

surname? 

I’m a finance 

director.  
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Activity 1: 

 

                           

                       IT technician                                                                         finance director 
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                             office assistant                                                                    engineer  

                               

                         sales representative                                            human resources manager 

  

 

 

 

                           

 

Activities 2 and 3: 

 

               a finance director 

                an office assistant 



Secretariado Ejecutivo Universitario 
Inglés I- Unidad 1 

 

 9 

                                      I                                                                                               you  

                     I am an assistant.                                                                      You are a student 

 

                           

 

 

Yes, I am. 

Are you a 

finance 

director?  

Are you an 

assistant?  

No, I’m not. 

I’m a human 

resources 

manager.   

Positive Form: I am/ I’m 

                               You are / You’re 

Negative Form:  I am not/ I’m not 

                                You are not/  You aren’t 

Questions and answers: Are you..? 

                                                  Yes, I am/ No, I’m not 
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Activity 4: 

 

Saying hello: 

               

Meeting and introducing people: 

 

 

My name’s 
Tom. Nice to 

meet you too. 
I’m Jacob. 

Nice to 
meet you. 

This is…. 
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Saying goodbye: 

  

Conversation Sample:  

                                                                        

Activity 5: 

 

It was nice 
meeting 

you. 



Secretariado Ejecutivo Universitario 
Inglés I- Unidad 1 

 

 12 

& * 

In Unit 1, you learned 

to… 
 

 

 

...introduce yourself (say 

your name, surname, job). 

 

   

...ask about other people’s 

names, surnames and jobs. 

 

   

…name different jobs. 

 

 

   

…spell words. 

 

 

   

…have a short conversation 

with people (greet others, 

introduce yourself and 

others, ask and answer 

questions, etc.)  

   

 

*Cada unidad tendrá una lista de competencias que se pretenden alcanzar. La tabla servirá para 

autoevaluar tu progreso en cada tema.
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Unit 2 

 

Companies 
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o Where are you from?  

 I’m from Argentina 

o What is your company? 

 My company is Petrobras/ I work for Petrobras.   

o Where is your head office?  

My head office is  in Brazil. 
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Activity 1: 

 

 

Rita: Hello. Are you Peter Brown? 

Peter: Yes, I am 

Rita: My name’s Rita Evans. I work for Greenbird.  

Peter: Nice to meet you.  

Rita: I am a finance director in the head office in Toronto. Here’s my card.  

 

Name  

Job 

Company 

Head office 
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☺ 

         

Activity 2: 

 

 

                         She                                                   He                                                     It 

          She is an assistant.                      He is an engineer.                            It is a company.         
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Activity 3: 

 

 No, it isn’t. 

It’s in 

Buenos 

Aires. 

Nice to meet 

you. Is your 

company in 

Posadas? 

This is Sarah. 

She is a sales 

representative   

Positive Form: He is/ He’s 

                               She is / She’s 

                               It is/ It’s 

Negative Form:  He is not / He isn’t 

                                She is not/  She isn’t 

                                  It is not / It isn’t 

Questions and answers: Is he...? Yes, he is/ No he isn’t. 

                                                   Is she…? Yes, she is/ No, she isn’t.  

                                                   Is it…? Yes, it is/ No, it isn’t 
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Oh /Zero    One         Two        Three           Four  

                                                                               

Five          Six        Seven       Eight         Nine  

 

 

 

 

 

  

 

What is = What’s 

It is         =     It’s  
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Activity 4: 

 

         Starting a call:                                                             Answering a call: 

 

 

 

 
 

 

 

 

 

 

 

 

Monica 
speaking.  

Good 
morning, 

BNVA Spain.  
 Hi! 

 

Hello! 
 

Good morning. 
 

Good afternoon. 
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Asking for someone:                                                             Saying “yes”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Saying “no”: 

 

 

 

 

 

 

          Ending a phone call:  

 

 

 

 
 

 

Sure. One 
moment.  

Yes, of 
course. One 

moment. 
 

Can I speak 
to Daniel 
Thomas, 
please? 

 

Is Daniel 
there? 

 

Is Daniel in the 
office? 

 

Is that 
Daniel? 

 

No, I’m sorry, 
he is not in 
the office.  

No, I´m 
sorry, he’s 

out. 
 

No, it 
isn’t. It’s 
Monica.  

Goodbye. 
 

Ok. Thanks. 
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Conversation Samples:  

                     

 

 

Activity 5: 

 
 

 

 

 

 

 

 

 

 

 

 

1 2 
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&  

In Unit 2, you learned 

to…    

...give information included 

in a business card. 

   

...ask for information 

about other people. 

   

…name different countries 

and state where you are 

from. 

   

…state your company name 

and say where it is. 

   

…talk about other people 

(name, job, where the 

person is, etc). 

   

…say your phone number 

and ask for other people’s 

phone number.  

   

…have a short phone 

conversation (ask about  

someone else, answer 

simple questions, etc.)  
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Unit 3 

 

Workplace 
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   Volkswagen 
 

         

 

 

 

 

 

Where is… 

 ….Volkswagen?  

Volkswagen is in Germany.  

 …the head office?  

The head office is in Wolfsburg.  

 …the new factory?  

The new factory is in Frankfurt. 

 ….the sales office?  

The sales office is in Berlin.  

New factory 
Sales office 

Head office 
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Activity 1: 

 

                   

                             a factory                                                                                a car park 

            

                           a reception                                                                               an office 
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                         a warehouse                                                                                 a cafeteria 

                               

             old                                            new                                                         small                 big                                                 

      

               good                              bad                   

 

                        The office is new.  

                                                                                                                                              

                     The computers are big.  

 

 

 

 

                      The factory is new 

                     It’s a new office.  
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Activities 2 and 3: 

     

 No, they 

aren’t. 

They are in 

the office.  

We are sales 

representatives. 

They are sales 

representatives. 

 Are Sara and 

Joe in the 

cafeteria? 
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✓ What is your company? It’s Volkswagen. 

✓ Who are they? They are Travis and Shannon. 

✓ Where are they? They are in the warehouse. 

 

 

Positive Form:        We are/ We’re 

                                      They are / They’re 

Negative Form:  We are not / We aren’t 

                                  They are not/  They aren’t 

Questions and answers:  

Are you...? Yes, we are/ No, we aren’t. 

Are we…? Yes, we are/ No, we aren’t. 

                                                   Are they…? Yes, they are/ No, 

they aren’t. 

                                              

 

 

 

No, we aren’t.  We 

are in the factory. 

Are you in the car 

park? 
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Activity 4: 
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Activities 5 and 6: 

          

What’s your 

company website? 

It’s www.bains.com 

What’s your email 

address? 

It’s willi-go@gmail.com 
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 Dear Mr / Mrs / Ms / Hello/ Hi 

 Thank you for (your email). Thanks for (your email). 

 I’m writing about 

Can you please send…? Please send… 

Please find attached (a map) Here is ( a map) 

Best wishes/ Kind regards All the best/ Best 

 

Activity 7: 
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&  

In Unit 3, you learned to… 

   

...name different places in a 

company.  

 

   

...describe places in a company. 

 

   

…ask and answer questions 

about a company. 

 

   

…have a short conversation 

about you (say where you are, 

where someone is, etc) 

   

…talk about someone else 

(where he/she is from, where 

he/she works, etc)  

   

…say websites and email 

addresses. 

 

   

…write a short email asking for 

information.  
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Unit 4 

 

Departments 
 

 
 

 

       

  



Secretariado Ejecutivo Universitario 
Inglés I- Unidad 4 

 

 35 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

 

 

 

My name is Luke. I’m a manager.  

I manage the company. We have six departments. 

 

I have two people in my team. 

They sell products.  

 

I manage the 

computer system.  

 

I meet new employees. 

 

We manage transport. 

 

We make the 

products.  

 
We manage money.  
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Activities 1 and 2: 

         
          

 

 

                      one deparmet----two departments 

                   one company----two companies  

         one person-----two people 

manage 

money a company 

the computer system transport 

sell make 

products 

meet 

new employees 

have 

people in my team 



Secretariado Ejecutivo Universitario 
Inglés I- Unidad 4 

 

 37 

 

         

 

☺ 

  

Erika Mars 

New York 

Volkswagen 

human 

resources 

manager 

Meet new 

employees 

4 

Marcos Rivas   Sasha Vera 

Madrid   Rio de Janeiro 

Samsung   Petrobras 

Sales rep   Finance 

director 

Sell mobile 

phones 

  Manage money 

8 

 

 

3 

My name’s Erika. I’m from the USA and I 

live in New York. I work for Volkswagen. 

We make cars. I’m a human resources 

manager and I meet new employees. We 

have four people in the Human 

Resources Department.  
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Activities 3 and 4: 

       
 

 

 

 

 

 

  

Positive Form: I /you / we / they  work.  

Negative Form:  I /you / we / they  don’t work.  

Questions and answers:  

Do I work...? Yes, I do/ No, I don’t.  

Do you work...? Yes, I do/ No, I don’t. - Yes, we do/ No, we don’t. 

Do we work...? Yes, we do/ No, we don’t. 

Do they work...? Yes, they do/ No, they don’t. 

 

 

                                                    

                                              

 

Hi! I’m Susan. I 

manage the Finance 

Department. Do you 

work in the head 

office?  

No, we don’t. We 

work in the new 

factory.  
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✓ What do you do? I’m a manager.  

✓ Who do you work for? I work for a small company. 

✓ Where do you live? I live in Bogotá. 

 

 

Activities 5, 6 and 7: 
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This is my new office. There is one door and there are two windows. There 

are five computers and there are three chairs. There is a printer. There is a 

vase. There are four people.  

                      There is a /one…. 

                     There are two….  
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Activity 8: 

 
 

 

         Taking a message:                                                Leaving a message: 

 

 

 

 

 

 

          

 

 

 

 

 

 

 

 

 

 

It’s about 
(the 

meeting)  

I’m calling 
about (the 
meeting).  

 

Can I take a 
message?  

 

Go ahead. 
 Please call 

me back as 
soon as 

possible.  

My 
number 

is…  
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Asking for repetition and chequing:                                       

 

 

 

 

 

 

 

 

 

 

 

Ending the call: 

 

 

                                   

 

 

 

 

 

 

  

 

 

 

 

         

Sorry, I don’t 
understand.  

 

Can you 
repeat that? 

 

So that’s 558 … 
 

Is there 
anything else? 

 

I’ll give (Laura) 
your message.   
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Conversation Sample:  

 

Activity 9: 
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&  

In Unit 4, you learned to… 

   

...write about you (where you 

live, where you work and my 

responsibilities in a company) 

   

...name departments and 

responsibilities in a company. 

 

   

…talk and write about people 

and their responsibilities. 

 

   

…ask and answer questions 

about jobs and responsibilities 

in a company. 

   

…describe places using “there 

is” and “there are”.  

   

have a short phone conversation 

(leave and take short messages) 
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Unit 5 

 

Products 
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I work for YPF. It’s an energy 

company. We sell oil and gas.  

 

We work for Boeing. It’s an 

aeronautical company. We make 

aeroplanes. 

 

Volkswagen is an automobile company. We 

make and sell cars. 

 

Apple is an electronics company. We make 

and sell computers, phones and other 

gadgets. 
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 What’s your company?  

I work for Volkswagen. 

 What type of company is it?  

It’s an automobile company 

 What do you do? 

We make and sell cars. 

 

 Activity 1: 

     
 

Zara is a retail company. 

We sell clothes. 
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✓ 

   

 
 

 Argentina Brazil the UK  

 Argentinian Brazilian British  

 

 

 

 

 

          

 

 

 Mexico India Japan  

 Mexican Indian Japanese  

  

  

   

 the USA China Italy  

 American Chinese Italian  

 

 

 

 

                

✓ 

                         design                                                                           build                                                             

 

I’m from Argentina. 

I’m Argentinian.  

Uniqlo is a Japanese company. 
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                       deliver                                                                              buy                                                               

                               

                              order                                                                             export        

 

 

I work for YPF. It’s an energy company. It’s Argentinian. We sell 

oil and gas. We export oil to Brazil, the USA and the UK.  
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Can you describe the following companies?  

 

 

   

 

 

 

 

 

 

 

 

 

 Activities 2, 3 and 4: 
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      eleven           twelve          thirteen          fourteen         fifteen 

 

     sixteen         seventeen       eighteen       nineteen           twenty 
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 Activities 5, 6 and 7: 
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Positive Form: he /she / it  works.  

Negative Form:  he /she / it  doesn’t work. 

Questions and answers:  

Does he work...? Yes, he does/ No, he doesn’t.  

Do she work...? Yes, she does/ No, she doesn’t. 

Do it work...? Yes, it does/ No, it doesn’t. 

 

 

                                                    

                                              

 

 

 

María works for YPF. YPF is an 

energy company. It’s Argentinian. It 

sells oil and gas. It exports oil to 

Brazil, the USA and the UK.  

 

Does YPF sell 

paper? No, it doesn’t.  
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 Activities 8, 9, 10 and 11: 
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         Ordering Items 

 

 

 

 

 

          

 

 

 

 

 

Talking about price:                                       

 

 

 

 

 

 

          

 

 

 

 

 

 

 

I want 
(100 

boxes)  
I’d like to 

order (small 
boxes).  

 Do you have 
the item 
number? 

 

How many 
would you 

like? 
 

The item 
number is 

008.   

The total 
price is 
$1000 

 

What’s 
the total 

price?    

Does that 
include 

delivery?    

Can I help 
you? 
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         Asking to confirm:  

 

 

 

          

 

 

 

 Conversation Sample:  

 

Activities 12 and 13: 

            

Can you confirm 
my order by 

email? 
 

What’s your 
email 

address? 
 

I’ll email 
that now.  

 

mailto:matt.rogers@gmail.com
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&  

In Unit 5, you learned to… 

   

...name different types of 

companies.  

 

   

...describe companies (where they 

are from, what they do, etc.)  

 

   

…state quantities and prices. 

 

   

…ask and answer questions about 

you and other people using the 

Present Simple Tense. 

 

   

…describe what you or other 

people do/ don’t do using the 

Present Simple Tense.  

   

…have a short conversation (order 

from companies, take orders, etc) 
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Unit 6 

 

Entertaining 
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Meat Dishes 

                      

             chicken curry and rice                                                           steak and fries 

Vegetarian Dishes 

                               

                                  salad                                                                           cheese sandwich 

                               

                     tomato soup with bread                                               vegetable lasagne  
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Desserts 

                                    

                                  chocolate cake                                                                 ice cream 

Drinks 

                                  

                                      water                                                                                orange juice 

                                            

                                       coffee                                                                                   tea 
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Useful Expressions 

        

 

        

 

I eat salad 

for lunch. 
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Activities 1 and 2: 

     
 

                                                                        

 

 

 

 

 

That’s $20.  

Anything else?  

Hello! Can I help 

you? 

What would you 

like? 
I’d like a 

cheese 

sandwich.  

Can I have a 

tomato soup, 

please?  
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 Activity 3: 

     

       sing                              play golf                       play tennis                     speak (English) 
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           cook                    run a marathon                   swim                              play the guitar             

 

 What sports can you play?  

I can play football and volleyball. 

 What languages can you speak?  

I can speak English and Portuguese. 

 What musical instruments can you play? 

I can play the guitar. 

 What types of food can you cook? 

I can cook Italian food. 

 

 

 

 

 

Can you speak English?  No, I can’t.   
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 Activities 4, 5 and 6: 

      

 Activities 7 and 8: 

     

Positive Form: I can cook.  

Negative Form:  You can’t play tennis.  

Questions and answers:  

Can you swim? Yes, I can/ No, I can’t 

Can she cook? Yes, she can/ No, she can’t 

Can they play the guitar? Yes, they can/ No, they can’t 

 

 

                                                    

                                              

 

 

 



Secretariado Ejecutivo Universitario 
Inglés I- Unidad 6 

 

 66 

Days of the week 

What days do you… 

 …work?  I work from Mondays to Fridays. 

 …have free time? I have free time on Sundays. 

The time 

            

 It’s eleven o’clock        It’s nine fifteen         It’s two thirty     It’s eight forty-five 

What time do you… 

 …start work?  I start work at seven o’clock.  

 …finish work? I finish work at five thirty.   
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 Activities 9, 10 and 11: 

   

Inviting: 

 

 

 

 

 

                                                           

   

 

 

 

 

 

 

 

Accepting (saying “yes”):  

 

 

 

 

 

 

 

Would you 
like to (have 

dinner)? 

Yes, please. 
That would be 

nice. 

That’d be 
great. Thanks. 

See you on 
(Sunday).  
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Inviting: 

 

 

                                                           

   

 

Declining (saying “no”):  

 

 

 

 

   

 

 

 

 

Saying a day/time: 

 

 

 

 

 

 

 

 

What time? Is 7 ok? 

What day 
can you 

play? 

Do you want 
to have a 
coffee? 

I’d love to but 
I can’t (today) 

I’m afraid I’m 
busy (at 9). 
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Conversation Sample:  

Activities 12 and 13: 
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&

In Unit 6, you learned to… 

...name food and drinks. 

...state what food and drinks 

you like / don’t like.  

…ask and answer questions 

about likes related to food and 

drinks. 

…order food at a cafeteria. 

…state what you can/ can’t do. 

…ask and answer questions 

related to abilities. 

…state when you do an 

activity. 

…have a short conversation 

inviting someone to do 

something.  
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