mYncLe

Business Intermediate
Unit 6:

[ Obijectives }

Talk about training and development

Articles

How to exchange ideas

Presenting and discussing plans




mYneLe

First published in 2024 by mYngle

© mYngle BV, 2024
All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or

transmitted, in any form or by any means, without the prior written permission of mYngle, or as
expressly permitted by applicable Dutch law.

You may not distribute, share, or circulate this content without explicit authorization from mYngle.
Any unauthorized distribution or reproduction is strictly prohibited and may result in legal action.

This digital edition is published exclusively by mYngle.



Working with words 1 | Corporate training

1. Look at the map. In which countries do you think
adult participation rates in learning are higher?
Discuss it with your teacher / partner then check
your guesses on the next page.

Participation rate in education
and training, 2022
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Corporate training mYnGLe

2. Look at the infographic below. Where does
your country rank? Do you agree with this rating?

Canarias (ES) Guadeloupe (FR) Martinique (FR!

\ \l
| 9 z \\ \
S ' & } (‘ \-g _:\ e \ E
v | . .

y = A — A
. 0 100 o 020 /

i

Guyaner(f—:I;)i

EU=11.9 Malta I~ ! a

R \ 020
Bl =250 ®. » Ma Jotte (FR)
Bl 150-<250 ‘ L A
Bl 10.0-<15.0 =3 5}3’
B 7.5-<10.0 ‘
[ ]50-<75 P Acores (PT) Madeira (PT) Liechtenstein Svalbard (NC
[ <50

Réunion (FR)

_ ; # Sy
> */ W -
= e R | "
/‘ -
0 50 0 20 ﬁo

B Data not available "%
T

Participation rate in education
and training, 2022

% of people aged 25—64 who participated in education
and training during the four weeks prior to the survey
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Corporate training

3. Listen to Damian Martin speaking about mYngle training
courses and answer the questions:

Audio

6.1 L

2. What skills does the leadership training improve?

How do they decide what type of training is needed?

3. What examples of training courses does the speaker mention?

n 4. Listen and complete the sentences from the interview.

1. We assess the skills and goals of the participants to provide a

Audio

(
@ Solve CSI

@ Strategic thinking
Analytical thinking

© 5-2hours

@ Decision making
Team management

© 1-2hours

CSl La Hacienda

A dead man, a farewell letter; at first glance it
seems like a suicide, but there is something
wrong... Solve the mystery of Enrique
Gonzales, who died on his estate.

Explore the hacienda with your team in
search of clues in a 3D virtual tour, immersed
in 360 in a real Mexican house.

Effective i Conflict
Problem solving Team work

< Online At B~ unifimited © Competitive & Collaborative

Haunted House

Night is falling. The path at your feet wanders
into a dark wood. In the distance is the glow
of a house. You and your team step inside,
The door slams shut! Can your team work
together to decipher the codes and ultimately
Escape the Haunted House!

Conflict management
Competitive spirit

Strategic thinking
Resilience

= Online

At 4-uniimited €@ Competitive & Collaborative

6.2 that focuses on skills and as well as

We strongly believe in the power of continuous learning to
achieve :

One of our popular programs is :

We motivate participants to learn by doing the activities that
improve their and :

Teams work together, using their
skills, to gather clues and solve the case.

It develops , and :

and

Influence
Communication
The two most important models of
relationship and influence available
here, to make internal and external
communication in the company even
more effective.

v

Leadership

Leadership skills

An intense course, which aims to give
a fluid and absolutely pragmatic
structure to the methods of managing
employees.

Negotiate

Negotiate

A game is won before it even begins:
this is the mentality of the masters of
negotiation on the basis of which we
have designed this course.

In time

Sales

People don't have time to take a time
management course. Irony of life. It is
not just about managing time, but
about managing the stress and
eneray.

Synergy

Teambuilding

5 A powerful, exciting path that tackles
the issue of teamwork in a totally
unconventional way.

Lemon sell
Sales

A competition among the participants,
that's how a sales course reaches its
maximum effectiveness.

Impact

Public Speaking

A truly special course, where we bring
the practical application of the studies
on Steve Jobs' speeches combined
with the methodology used in TEDs
around the world.

Solution

Teambuilding

SOLUTION is a *must have', a real
operating manual with the aim of
making problem solving simpler and
more effective.

v

J

@ Time management
Conflict management

© 15n0urs

© Team dynamics

Real time communication

© 1-2hous

F Oniine

CSI Home Office
Become a detective with your team and
solve a case filled with stardom, corruption
and power. You have 90 minutes to analyse
the evidence and to send the investigation
report, including the possible motivations of
each suspect and revealing the identity of the
perpetrator of the crime.

Problem Salving
Team dynamics.

At 4 - unlimited

Leadership skills

Process improvement

© Compstitive & Collaborative

CSl Space Odyssey
‘ A murder in space: who did it? But above all
a Why? You are called to put together the
strengths of the whole team, to discover the
evidence that will lead to the killer, their
motive and their plan. Each level unlocks 3D
animations that reveal unexplored sectors of
the ship, unexpected questions and related

Collaborative deduction

< Online

Time management

8 - unlimited

Complexity management

Analytical thinking

© Competitive

Focus

Where focus goes, energy flows

When actions are linked by a common thread, responsibdity and proactivity
emerge from the Why, which explains the reason for the choices made. Focus
is a special path, a phased process that begins with the Vision and reaches
the Goals, involving participants in the creation to ensure that everyone is
aware of their impact on the result. After all, creating an environment in which
people feel like they are part of somathing bigger means multiplying
competitve advantage on the market.

Academy

The bridge that wasn't there

We bring experiential training to the university worid to provide students with
knowledge and avareness useful not only in their future work lives, but also in
their personal lives. It is about new ways of social corporate responsibility and
interaction with universities and students.

Evolution

For those who seek real change

A disruptive approach to change and innovation. Evolution is a journey that
focuses on people, their potential and their growth, in terms of skills and
motivation. Participants go step-by-step through a simple and extremely
effective gamification system that will lead them to inner evolution, a cultural
change consisting of different, purposeful thoughts and behaviors which will
collectively contribute to the evolution of your company.

Debate

Change one's perspective

Detate s not a communication course, but a learning path that develops criical
and structured thinking, presentation and conflict resolution skills. It is a
challenging tournament style experience that enables participants discuss their
ideas and beliefs, learn to choose their emotional state, work on mental flexibility
to put themselves in another person’s position, and think outside the box to
present their own ideas in an engaging and convincing way.

J
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Corporate training mYnGLe

5. Find the odd one:

Fun and educational team
building experiences

training / job / educational / online - courses

ke or your paGple. W oier
N8940 DOUD YOUF BT, o001, v, and b th trust 1 fostars Growth

skills / personal / professional / full-time - development

participation / career / personal / technological - advancement

mYngle builds teams

professional / economic / time-management / business - growth

Why team building training?

leadership / skills / place / management - training
creative / direct / critical / strategic - thinking
active / reflective / empathetic / bad - listening

0 N O U B WNhPE

course / decision-making / problem-solving / time-management- skills

6. Complete the table (optional). 7. Answer the questions.
1. What courses does your company offer?
2. Would you like to take a leadership course?
training 3. What courses do you think would be beneficial for you?
develop 4. What skills would you like to develop?
advancement
leadership
create
decide




Working with words 2 | Learning English mYncLe

1. What do you think are the most spoken languages in the world? Put the languages on the chart, then check your answers
on the next page.

10 Most Spoken Languages in the World in 2023

HEERER
1 1132 Million Native Speakers
920 Million Native Speakers Po"uguese Spcmish

450 Million Native Speakers

274 Million Native Speakers Arabic

270 Million Native Speakers

260 Million Native Speakers

258 Million Native Speakers English

228 Million Native Speakers

221 Million Native Speakers Russian German

130 Million Native Speakers . .
P Mandarin Chinese French



Working with words 2 | Learning English mYncLe

2. Discuss the information below with your partner / teacher. Which language do you think is the easiest / most difficult to
learn?

10 Most Spoken Languages in the World in 2023

HEEEEN
English ! 1132 Million Native Speakers
Mandarin Chinese XM 52 Milion Native Speakers

Spanish _ 450 Million Native Speakers
5?
French _ 274 Million Native Speakers < “:} !

Portuguese [EFEE 270 Million Native Speakers

Hindi 260 Million Native Speakers
Russian 258 Million Native Speakers
Bengali 228 Million Native Speakers

Arabic 221 Million Native Speakers
German 130 Million Native Speakers



Learning English mYnGLe

3. Read the tips (a-f) and match them with the questions (1-5). Which advice do you like? Why?

1. How can | improve my speaking skills? 2. How can | improve my pronunciation? 3. How can | improve my vocabulary? (x2)

4. How can | improve my listening skills? 5. How can | improve my grammar?

| need English to get ahead in my career, so | focus on the areas of
vocabulary that I’'m particularly interested in. Then | go through all
the Internet. And when | have the lyrics, | enjoy the words in that area that | know in my mother tongue and see
singing along, which helps me to improve whether | know how to say them in English, too. If | don’t know a

pronunciation! b)Jl m word, | look it up.

For me, music is a way to learn new vocabulary. If |
don’t understand the words, | search for the lyrics on

Career advancement is important to me, so | need to stand out.
But sometimes it’s difficult for me to understand people in
meetings. So | try to listen to podcasts, audiobooks, and radio
shows while I’'m on the go. When | have time to sit, | turn on a
YouTube channel. If | don’t understand everything, | try to
understand the main idea. Usually, | choose just one brief episode
or video to listen to every day for several days, then | pick out
words or phrases that are difficult to understand and look them
up. Sometimes | try speaking along with audio or video. American
English is challenging for me, so | try watching American series.

Recently, | got a new job and my colleagues speak English better 5
than | do, so my goal is to catch up fast! | keep a Vocabulary Book \f?.
of Useful Words to take in the information more quickly. If | want
to recall the English word easily for active use, | write the words in |
my native language first, but if | just want to be able to recognize "
the English word when | see it, | write the English word first. [ d) Jan ]

| try to be confident and not to pay attention to errors too

much while speaking. As long as your listeners understand
what you wanted to say, everything is ok. | avoid making
complicated sentences and try to break my sentences
down and keep them simple. Reading books or articles in
English also helps, as | see correct grammar in use.
Besides, | use a handy app to do grammar exercises.

7~ g%\ | learn 5 new words or phrases every day and try to

practice using them when | have a chance. If | have nobody
to speak with on that day, | start thinking in English!
Sometimes | read out loud. To be a good driver, you need to
practise driving; to be a good speaker, well... you need to
speak, so my friend and | agreed to speak in English every
time we meet!



Learning English

4. Fill in the space below with the prepositions in the box, and then match the questions (1-9) with the answers (a-i).

5. Match the definitions below with the phases in bold from exercise 4.

O 00N WD R

up 1. What did you go before the meeting? a.
out 2. What are you going to do to get in your career? b.
ahead 3. What did you look ? C.
down 4. Why does Jessica stand ? d.
to 5. What did you pick for the party? e.
through 6. Why is it difficult for you to catch ? f.
in 7. Why didn’t you pay attention his explanation? g.
up 8. What was difficult for you to take ? h.
out 9. What can you break ? i.

progress in one's career.

be better than other people.

to do work or study that one has missed.

understand information.

to divide something complex into simpler parts.

to examine something carefully.

to search for the meaning of a word in a book (dictionary).
to select something.

to carefully listen to something.

o Uk wnN e

Quantum physics. | don’t get it!

A big project.

The word 'condescending’'.

She has a PhD and speaks 5 languages.
Work hard.

All the documents.

| was busy checking my email...

A pink dress.

Because |I've been away for a month.

6. Answer the questions.

Why do people learn foreign languages?
Why are you learning English?

What difficulties do you have?

What do you like about learning English?
What do you dislike?

What do you do to improve your English?

myYncLe



Language at work mYnGLe

Have you tried VR or escape room games? Do you think it’s possible to use such games to train employees?

Listen to a podcast and answer the questions.

1. What game does KFC use to train cooks?

2. What must cooks do in the game?

e tra vocabulary

ds and forwards - 1O
d detailed knowledge of

have very good an
something.
' wn
E.g. Rita knew the streets in her hometo
b.ackwards and forwards.

10




Listen and complete with a/an, the or (-).

So,

It’s like escape room, which is game where
you solve puzzles to get out of room.

KFCisusing VR gametotrain ___ cooks.

But in this VR game, you're in ____ kitchen, and you
have to cook  fried chicken.

And | must say, this is _ most interesting training
program I've heard of!

And here’s  coolest part-  Colonel guides you
through everything.

He shows you each step you need to do to cook
chicken just right.

You have to do all the steps in the right way to get out
of __ room.

I'm ___ Jordan.

mYncLe

Complete the rules in the Language point with ‘a/an, the, -
(no article)’ and examples from exercise 3.

1. We use to talk about singular countable nouns in general
(the first time we mention something). E.g.

2. We use

* with plural and uncountable nouns in general. E.g.

* with proper nouns (names, countries, continents, cities,
languages, etc.). E.g.

3. We use

* to talk about specific nouns (we know which person or thing
we are talking about). E.g.

* to talk about something that has been mentioned before.
E.qg.

* with superlatives. E.qg.




Articles

Complete the sentences with a/an, the or (-).

Use the phrases in the table below to make questions. Take turns and ask your teacher / partner.

managers often have

1. If you want to get ahead in your job, it’s good to have clear career goal.
2. When new software comes out, | have to catch up with latest features.
3. Effective communication is essential for leadership.

4. During the workshop, | tried to take in every word of speaker.

5.  We must pay attention to changing customer needs to succeed.

6. Next month's training conference will be held in Berlin.

7. It can be tough to catch up when you miss important meeting.

8. Try to take in as much as you can during training.

9.

skills in negotiation and problem-solving.

Who / What
(is/was)

a/an
the

best leader you've ever met?

teacher / trainer / mentor that made an impact on you?

most useful skill you've learned?

person you admire the most? Why?

skills would you like to improve?

colleague you've seen improve after training?

most important problem your company is facing?

course you'd like to take?

myYncLe
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Practically Speaking | How to exchange ideas mYnGLe

1. Answer the questions.

1. Is teamwork important to the kind of work you do?
2. Have you participated in any team-building activities? Discuss it with your teacher / partner.

2. Read about the Marshmallow Challenge. Do you think it’s a good team-building exercise? Why?

The Marshmallow Challenge is a team-building activity designed to encourage collaboration and
problem-solving. Participants are divided into small groups and given a kit containing 20 sticks
of spaghetti, one yard of tape, one yard of string, and one marshmallow. The challenge is to
build the tallest freestanding structure that can support the marshmallow on top within 18

minutes. The exercise helps teams to improve creative thinking, communication and time-
management skills.

Build the tallest = Comparing results

S
7
~d /
Height

1 yard 20 sticks of
string spaghetti

. : '
in 18 minutes! & |
The ‘K

must be on top 1 yard tape 1 marshmallow

C-level  Kindergarteners Amh&ﬁem

Engineers

13



How to exchange ideas mYnGLe

n 3. Listen to a team participating in the Marshmallow Challenge and answer the questions.

1. What suggestions do the team-members make to build the structure?

_ 2. s their structure stable?
Audio 6.5

4. Choose the correct option to complete the sentences.

1. lthink the best option / means here is to start with a strong base.
2.  Yeah, and if | can add / take to that, | think we should make a wide base with a triangle
shape, it will be more stable.

One option could be / must be to be careful not to use too much tape at the beginning.

What do you suggest about / for making the base?
So shall / would we try making small triangles and see how stable they are?
Do we all agree with the idea for / to start with small triangles?

| don’t think it makes meaning / sense to make it too tall, though.

© N o U kB~ W

Any thoughts on / for how to make the middle part strong enough to hold the top?




mYncLe

Use the expressions below to discuss the following situations with your teacher / partner.

If | can add to that, | think ....

| think the best option here is .... You and your colleague have been given a mentee,

So shall we try ...? but you’re very busy with your current project and

One option could be to ... don’t have enough time. Exchange ideas and decide
what to do.

Any thoughts on (that / on the matter)?
What do you think we should do ...?
What do you suggest?

Do you have any ideas?
You and your colleague have been signed up for a 2-

week training course that you wanted to participate

Do we all agree with the idea to...? in. It’s a great opportunity, but unfortunately it
What's the best way to ...? coincides with your vacation. Exchange ideas and
| don’t think it makes sense to ... decide what to do.

Why don’t we ...?
If we do that, then it will ....
Just picking up on what (Emma) said, why don’t we ...?



How to exchange ideas

6. You and your colleague have been asked to organize a team-building event.
Discuss what type of event will be the most useful for your department.

mynctLe

* A oneday event run by a company (e.g. scavenger hunt, room escape). Fun and educational team

*  Volunteer work (a park clean-up).

* A weekend picnic for staff and their families.
* A catered lunch within office hours.

* Ashort trip / camping.

*  Find ideas more ideas in mYngle here

e : tra writing

Write an email to your HR manager, asking to sign
you up for a training course of your choice (50-80
words).

building experiences

Team building i= the most important investmant you can y
Bctivties 1o help your stall learm, engags, inspire, and build the trust that fost,

Why team building training?

The importance and man purpase of team buliding is to create a strang team thraugh forming bonds and

Productivity

Organizations gan benefit from team-building aqth'l',iﬂes with
specific goals in mind, while cultivating individuals. By

cooperating ifi a team event, it's possibl:&:ga: ative
relationships thatthen bleed over into wo [ pnal life.

yin context, "

" Amlctlhl.cu!mn“%m
| Gapomin nuccess
n g-sumsenc

e tra vocabulary

;l'hl'!ef $No ‘I’ in Team - teamwork involves
Ofntnh INng of others, not just oneself; all members
€ team have the same rights and obligations

Motivation

16
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Business communication | Presenting and discussing plans mYnGLe

1. Match the generations with years and pictures, then check your answers on the next page. Which generation are you?

S i Builders J

=S

i Gen Z J Gen X J

GenY
n (Millennials)
Baby Boomers J Gen Alpha J

ap

' Born: 1995-2009 |

6
i [ Born < 1946 ] [ Born: 1965-1979 ]

| Born: 2010-2024 |

| Born:1980-1994 | | Born:1946-1964 |

17



Presenting and discussing plans

2. Read about different generations’ learning styles. What’s your learning style?

N e
, |

PN

Builders Baby Boomers Gen X
Born: <1946 Born: 1946-1964 Born: 1965-1979

e G &

&F |

GenY Gen Z Gen Alpha
Born: 1980-1994 Born: 1995-2009 Born: 2010-2024

Builders: Learn best through direct instruction.

Baby Boomers: Prefer personal, face-to-face learning.

Generation X: Favor self-guided learning with technology.

Millennials: Engage with interactive, digital content.
Generation Z: Learn by doing.

Generation Alpha: Learn through advanced technology
and interactive media.

mYneLe
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Presenting and discussing plans mYnGLe

n 3. Read the context, then listen to the 4. Complete the comments using the pairs of words in the box.
part of a meeting. Are the statements
Audio6.6  below true (T) or false (F)? . leave + programs °  run + understand . chances + need
*  term + training * plan+join *  hope + using
~ ™ * intend + games
Context
Prime Software Solutions, a software development
company, is tackling a challenge: their Gen Z — 1. To begin with, | to make some training that
employees consider the current training methods you can from anywhere, on any device.
outdated. Team members from the L&D, Human *  Expressing future 7 We to get everyone it
Resources, and management departments are hopes and B \ ,
having a meeting to solve the problem ; 3. The___ arewell __ afew wegegajecat
\ - ) expectations right.
— 4. | to put together some team and
1. GenZ workers want training videos in meeting rooms. projects.
2. The new training can be accessed on phones.
3.  The new training will start in a few weeks. *  Time 1. In the short \CREEREEECERRER ~ likes the
o , new better.
4. Team games are part of the new training. expressions _ o
he old traini " _ ] 4 2. And in the long , it will help everyone get
5. The old training programs will remain unchanged. along and each other better.
) tAskmg .about { 1. Where does this us with the old training
immediate 5

action 19



Talking about leisure mYnGLe

5. Make the learners read the Key Expressions and help them with the meanings they do not understand.

Asking how much time is needed

Describing plans and intentions

*  We're also going to... * How long will it take to...?

*  Xis going to... *  What's the timescale on this?
Expressing future hopes and expectations Asking about immediate action

«  We expect to... *  Where does this leave us?

-+ We hope to... *  What’s the next step?

* Iplanto...

* lintend to... Time expressions

* The chances are... * Over the next few weeks...

* ltis likely to / that... * By the end of the/next month...

* By Tuesday...
* In the short / medium / long term...

In the long run...



Presenting and discussing plans mYnGLe

6. Work with a partner. Read the situation below and role play it using the Key Expressions.

Describing plans and Asking how much time is needed

intentions > How long will it take to...?
- We're also going to... ° What's the timescale on this?

Student A

Your boss is going to retire next year and you would
like to take his place, but you’re not sure if your
English is good enough. Convince the HR manager
(student B) that you’re the best candidate for the job.
Explain how you are going to improve your English.

* Xis going to...

Asking about immediate action

Expressing future hopes ¢ Where does this leave us?
and expectations *  What's the next step?

/

We expect to...
*  We hope to...

* | planto...
« lintend to... ° Over the next few weeks...

e The chances are... ° By the end of the/next month...

* Itis likely to / that... * By Tuesday...

* In the short / medium / long
term...

* Inthelongrun...

Student B Time expressions

You are an HR manager. One of the managers is going
to retire next year and Student A would like to take
his place. He/she is the best candidate for the job
except for one thing: his/her English level is not high
enough. To consider Student A for promotion, you
must be sure that he/she will improve his/her
English. Ask how he/she is going to do it.

/

atlllilililiiliilililliliiiiiiwg




Presenting and discussing plans mYnGLe

7. Work with a partner. You have been asked to prepare an induction programme for new employees.
Consider the points below or your own ideas.

*  What information newcomers need.

*  How long the induction will last.

*  Ifthe induction will be individual or in groups.

*  How the induction should be held (on-site or online).
*  Whether the new recruits need mentors.

*  Who the newcomers should contact for additional information. eXtr a Vocabulgr
y

eXtra REf €an't concentrqte In school
Answer the question (80-100 words):
u think your

ort of skills do YO

T S
Wha e most?

generation lack th

22



Talking point mYnGLe

1. Answer the questions.

What is the most difficult language skill to
acquire for you? Why?

Can you memorize rules / words easily?

Do you have any great language learning tips
you would like to share?

23



Talking point mYnGLe

Read about the Forgetting Curve and Spaced Repetition and discuss these concepts with your teacher.

In the 1880s, Hermann Ebbinghaus, a famous psychologist, discovered the Forgetting Curve. He found that our memory changes over
time. Right after learning something, people remember it all but forget about 80% of what they learned in a month. To overcome this,
Ebbinghaus suggested Spaced Repetition. This is a learning method where we review information at specific intervals.

Forgetting Curve Spaced Repetition
100 Immediate Recall = 100%
First learned Reviewed
¢ ¢ 3
100%

e kB B B B B ‘—-—

s? 20 minutes = 58.2% 90% —
S
5 s
= = .

= -
E 50 1 hour = 44.2% § 80%
et -
v = g5
o 9 hours = 35.8% [+ 4

1day = 33.7% 70% —
2 days = 2/ 8%

6 days = 254%
ays 60%

—o 0 1
3ldays = 21.1%

_—
-

N -
w
=
Ul -
o
N

Days

Time



Discussion

Work in a Coffee Shop

Sometimes, working in a coffee shop
helps you do more! The noise around
you isn’t too loud and gives a nice

background sound. It's strange, but true.
This little noise can make you think
better and do your tasks quicker. If you
can't go to a café, find a spot that feels
like one.

Use Every Minute

Use your free time wisely. When you eat
lunch, why not read something for your
studies? Or, if vyou’re traveling
somewhere, listen to  something
educational. This is how you can use your
‘dead time’ — time when you’re not doing
much. It's easy and helps you learn more!

3. Read and discuss the following tips. Which do you like? Why?

Microlearning Magic

Microlearning means studying in
small parts. Instead of long study
sessions, do short ones. Learn a
little bit every day. This method is
perfect when vyou’re busy. It’s
easier to remember small
information chunks. This way, you
can learn anytime, like during a
short break or while waiting for a
friend.

mYncLe

Look at cute pictures

Looking at cute animals online can
make you work more efficiently.
Japan’s Hiroshima University has
found that looking at cute pictures
online increased productivity by
44%! It seems we focus well on
adorable things. This could make
your brain work better.

Teach to Learn

To study well, try the Feynman
Technique. First, understand what
you need to learn. Then, try
teaching it to someone else, like

you would teach a child. Make it
simple. If you «can't explain
something well, go back and study
that part again.
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Use the Feynman Technique and explain what you've learned about the Forgetting Curve and Spaced Repetition to your
teacher / partner. Remember to make it simple.

Think about your ‘dead time’ (time when you’re not doing much). What time is your dead time? How can you use it? What can you learn?

Read eXtra vocabulary below. In the next 7 days, use Spaced Repetition to memorize and review the new
expressions. Then share the results with your teacher.

®
° e tl‘a vocabulary
ula
e)(tra vocabuiary | haven’t (got)/don’t have the foggiest (faintest) idea —
sit (for) an exam — take an exam. | really don’t know at all.
E.g. The changeés will affect mC{”V T E.g. | haven’t got the foggiest idea where she lives.
students sitting their exam> IR e
o L
e Xtra vocabulary extra vocabuiar y
know
be in/out of touch with something — If you are in know,:ggg ?thf-tq have good practical skills and
touch/out of touch with a subject, activity, or N a particular activity or subject.
situation, your knowledge about it is recent/not recent E.g. When jt comes

\ to marketing, h .
his st g, he certainly know
E.g. | didn't see any news all the time | was on holiday, uff. S

so I'm completely out of touch.
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1. How do you need to move each dial to make collocations using all the words?

Example: Turn dial anti-clockwise once.

Te

27}
training [« 1000 ‘
?

advanceme
1))

.

K

2. Put the words in the correct order.

eo®°

training / my / is / part / course / Leadership / of.

The / teaches / thinking / strategic / course.

online / skills / learn / | / time-management.

career / Online / my / courses / boost.

skills / online / improve / I'm / to / my / enrolled / in / courses / professional.

AR A

career / my / great / courses /advance /to/a/way/is/online/ Taking. 57



Match the verbs with the prepositions. Then match each new phrase to the meanings (a-d).

Stand down to carefully listen to something

Catch to be better than other people

Break up to do work or study that one has missed

Pay attention out to divide something complex into simpler parts

Complete the sentences with the expressions from exercise 3.

It's crucial to non-verbal cues, as they often communicate more than words.

If it’s difficult to speak in English, try to complex sentences into simpler parts.

If you missed an English lesson, you'll need to on the material before the next class.
Having excellent soft skills can really help you from other candidates during an interview.

Replace the underlined phrases in the sentences below with their synonyms (a-e).

Yuko works hard because she wants to advance in her job.

It's important for me to absorb all the information in the lecture.
My boss is very meticulous. He regularly reviews my documents for accuracy.

| want to improve my English, so when | see a new word, | check it in a dictionary.

Paola has a job interview tomorrow. She needs to choose the best outfit.

Look something up
Go through

Get ahead

Pick out

Take something in

mYncLe
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Complete the sentences with a/an, the or (-).

To stand out in an interview, it's useful to have unique skill.
She needs to catch up with rest of the team after her vacation.

You should pay attention to small details in your report.

He's going through this training manual for ____ first time.
____good communication is key to __ team's success.
She won the award for ___ best salespersonin __ company.

We have  meetingat  two o'clock to discuss _ sales targets.

0 N O U s WwWwDhE

They offer _ courses in English to improve _ employees' language skills.

Find grammar mistakes (some sentences are correct).

Personal development plan helps worker's career.

Our company's the leadership training is very good.

He went to a creative thinking seminar last month.

Managers should practice the active listening to know what their team needs.

Taking challenging projects is important for career growth.

A most dedicated worker will get best employee award.

English and French are important in global business.

® N O U kA Wwhe
© N O Uk W

The teamwork and communication are important for success.
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Complete the sentences with the words below.

way 1. lthink the best here is to check everything first.
don’t 2. There are of both doing it now and waiting.

sense 3. What’s the best to handle this situation?

pros and cons 4. |don’t think it makes to rush our decision.

picking up 5. Why we talk about this tomorrow?

option 6. Just on what Chris said, why don’t we try this idea?

Choose the correct option.

We're also dreaming / going to start the new work hours soon.
| plan to / for finish the training soon.

The options / chances are it might rain tomorrow.

What'’s the next jump / step after we finish this?

Over / by the next few weeks, we will work on our project.

In / By Tuesday, | need all the work done.

NS AW

In the long run / deadline, training will help us all.



