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�� ��(QJOLVK�:RUNV�for�the�Of�ce�1 8QLW������:HDU�,W�:HOO�

A � �Describe�the�out�t�of�a�person�below�to�your�partner�and�ask�them�to�guess�who�you�
are�talking�about.�Take�turns�until�you�have�done�all�eight�people.

� � E. g. $��7KLV�SHUVRQ�LV�ZHDULQJ�D�EOXH�VZHDWHU��MHDQV��DQG�EURZQ�VKRHV��:KR�LV�WKLV�SHUVRQ"
� � � ��%��,W�LV�$GDP�

B � �Which�of�these�people�is�dressed�the�most�formally?�Which�is�
dressed�the�most�casually?�Discuss�your�answers�with�a�partner.

C � �In�groups,�talk�about�what�occasion�you�think�each�person�is�
dressed�for.�Then,�share�your�answers�with�the�class.

Warm Up Word Power  51

freelance��HKQ��

Z[YPJ[��HKQ��

blouse��U��

stylish��HKQ��

ZOPY[��U��

tights��U��

Z\P[��U��

dress�code��U��

Betty

Zoe

Tom

Adam

Victor

Tracy

David

A � Use�the�clues�to�complete�the�puzzle�with�the�correct�words.

  Down

  1.  The rules about what you should 
wear

  2.  Describing someone who makes 
lots of rules

  3. Women wear these on their legs

  Across

  4. Another word for fashionable

  5. Men’s formal wear

  6. Another name for a lady’s shirt

1 2 3

4

5

6
Harry

������������KMJNAN9D�=F?DAK@�� 55
✤  You�never�get�a�second�chance�to�make�a��rst�impression�

is used to emphasize the importance of first impressions.

✤  When you say you will let�something�pass, it means that 
you choose not to react to it.

�� ��(QJOLVK�:RUNV�for�the�Of�ce�1 8QLW������:HDU�,W�:HOO�

B � -PSS�PU�[OL�ISHURZ�^P[O�[OL�JVYYLJ[�^VYKZ�

GUHVV�FRGH� WLJKWV� IUHHODQFH� VXLW
VKLUW� EORXVH� VW\OLVK� VWUL

  �� Charlie likes working ______________ because it gives him more freedom.

  �� Please bring over your ______________ and tie so I can iron them later. 

  ��  You should dress formally for the meeting. A black ______________ is the safest 
option.

  ��  I can wear skirts to the office, but I have to wear ______________ underneath.

  �� Our office has no ______________. You can wear whatever you want.

  �� Jenny is so ______________. She always keeps up with the latest fashions.

  �� My boss is very ______________ about how to behave in the office.

  �� Your new ______________ will match that skirt very well.

Conversation

Listening

B � �3PZ[LU�[V�[OL�JVU]LYZH[PVU�HNHPU�HUK�JVTWSL[L�[OL�KPHSVN\L��
;OLU��WYHJ[PJL�^P[O�H�WHY[ULY��� 54

 Peter  Tomorrow is my first day at the new job, and I’m having 
trouble deciding what to wear. 

 Susan  Is there a ______________?

 Peter  No. That’s why I’m worried. I want to make a good first impression.

 Susan  You’re a naturally ______________ person, so you’ll be fine. A ______________ 
will probably be too formal. How about a ______________ with jeans? You can 
never go wrong with that.

 Peter You’re right. I’ll do that. Don’t you ever worry about what to wear at the bank?

 Susan  We have rules about that. Women have to wear a white ______________ with a 
mid-length blue skirt. We have to wear ______________ and heels, too.

 Peter That’s really ______________!

 Susan I like it because I don’t have to think about what to wear every day.  

 Peter  I miss being a ______________ writer. Even though I was a bit lonely, I never had 
to worry about what to wear. Now I will have to dress up every day!

A � �3PZ[LU�[V�[OL�JVU]LYZH[PVU�IL[^LLU�7L[LY�HUK�:\ZHU�HUK�HUZ^LY�[OL�X\LZ[PVUZ��� 52

  �� What is Peter worried about?
   a. Meeting his new boss
   b. Deciding on what to wear
   c. Starting a new job

  �� Is there a dress code at Peter’s new job? 
   a. Yes, there is. 
   b. No, there isn’t. 
   c. It isn’t clear. 

  �� Where does Susan work?
   a. At the post office
   b. At home
   c. At a bank

  ��  What did Simon like about working at 
home? 

   a. Not having to worry about outfits
   b. Being able to dress up
   c. Having co-workers to talk to

� �3PZ[LU�[V�H�O\THU�YLZV\YJLZ�THUHNLY�[HSR�HIV\[�[OL�JVTWHU`�KYLZZ�JVKL�HUK�HUZ^LY�
[OL�X\LZ[PVUZ��� 56

  �� What kind of work did the listeners do for SynTech in the past?
   a. Freelance b. Full-time c. Part-time

  �� Which day has the least strict dress code?
   a. Monday  b. Thursday  c. Friday

  �� What should men wear on Wednesdays? 
   a. Suits  b. Uniforms  c. Fancy ties 

  �� When should employees wear something formal on a Friday?
   a. When freelancing  b. When meeting a client  c. When taking Friday off

  ���What’s wrong with Thomas’ tie?
   a. It’s too boring.  b. It’s too colorful.  c. It’s too expensive. 

  Office attire not only depends on where you 
work, but also on where you live. The countries with 
the most formal business attire are India, South Korea, 
and China. At the other end are Spain, Poland, and 
Hungary. Generally speaking, Asian countries tend 
to be more formal, with the UK and the US in the 
middle, and then European countries taking a more 
casual approach.

Dress Codes around the World  53
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   for an Interview  2

•  Research the person and company you
are interviewing for.

•  Perfect your résumé.

•   Practice common interview questions.

•  Prepare questions to ask at the end of
the interview.

That Job!

8Q L W

KNOW-
HOW



�� (QJOLVK�:RUNV�for�the�O�ce�1

A  What kind of job should you apply for? Check the pictures that interest you the most. 

  Mostly blue: You are interested in jobs like doctors or scientists. 
   Mostly red: You are interested in becoming an office worker or a boss.
  Mostly green: You are interested in jobs like artists or designers.
  Mostly yellow: You are interested in becoming a technician or a builder. 

B   Can you think of jobs to match each color? In small groups, come up with as many as 
possible. 

Warm Up



A  Use the clues to complete the puzzle with the correct words.

  Down

  1.  Describing something serious  
or important

  2. To be on time

  3.  A summary of one’s work                                                                                    
experience and skills

  4. To be worried about something

  Across

  5. The way one acts

  6. A job in a company

1 2

3

4

5

6

��8QLW������*HW�7KDW�-RE�

Word Power  3

application form (n.)

interview (n.) 

position (n.)

punctual (adj.)

nervous (adj.)

attitude (n.)

résumé (n.)

formal (adj.)



�� (QJOLVK�:RUNV�for�the�O�ce�1

B  Fill in the blanks with the correct words.

QHUYRXV� IRUPDO� LQWHUYLHZ� SRVLWLRQ
DWWLWXGH� UpVXPp� SXQFWXDO� DSSOLFDWLRQ�IRUP

 1. Sarah has a great ______________. She is always smiling and happy. 

 2. You should wear ______________ clothing to a wedding. 

 3. There is a new ______________ at my company. You should apply for it. 

 4. Johnny is always late. He is not very ______________. 

 5. Fill out the ______________ with your personal details.

 6. My ______________ lists all the places I have worked at before.

 7. I’m really ______________ about the test next week.

 8. He was asked many questions during the ______________ with that company.

Conversation

A   Listen to the conversation about Sarah’s job interview and answer the questions.  4

  1. What is Sarah’s news? 
  a. She got a job offer.      b. She has an interview. c. She made a sale.

  2. What kind of job did Sarah apply for? 
  a. A salesperson      b. A manager c. A marketing director 

  3. How does Sarah feel about the interview? 
  a. She is scared.      b. She is confident. c. She is nervous. 

  4. Why does James think Sarah will be successful? 
  a. She has a great résumé.      b. She has great style. c. She has great attitude. 

  Different countries have different attitudes 
towards being on time. For example, people in 
Germany, Japan, and Switzerland are very punctual. 
Being just one minute behind is considered to be late. 
However, people in India, Nigeria, and Saudi Arabia 
are more flexible. People there are less punctual and 
can freely change their schedules. If you want to work 
in a certain country, you should first learn about its 
ideas on punctuality. 

:KDW�7LPH�LV�2Q�7LPH"�� 5

&XOWXUDO�7DON
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Listening

B   Listen to the conversation again and complete the dialogue. 
 Then, practice with a partner.  6

 Sarah I’ve got great news!

 James What is it? 

 Sarah  I have an ______________ for a sales ______________ at the advertising 
company I told you about last week!

 James Wow! How did you get it?

 Sarah  Well, I saw a job opening, so I filled out an ______________ form and sent it in 
with my ______________.

 James That’s so exciting! Are you ______________?

 Sarah Not really. I’m pretty confident when it comes to job interviews.

 James Really? What’s your secret?

 Sarah  It’s simple, really. I wear nice, ______________ clothes and make sure I’m 
______________. Then I just smile and answer the questions calmly and politely.

 James I think you are going to do very well with that ______________.

 Sarah Thanks. Wish me luck!

  Tony just had an interview. Listen to the conversation and match the two columns to 
complete the sentences.  8

1. Tony thinks • • he couldn’t find the location.

2. Tony was late because • • how to answer a simple interview question.

3. Tony’s phone rang because • • the interview went really badly.

4. Tony didn’t know • • he forgot to put it on silent.

5. Tony says • • he will try harder next time.

������������KMJNAN9D�=F?DAK@�� 7
✤  Bomb an interview means that someone has failed at an 

interview. 

✤ Informally speaking, an employer is usually called a boss. 

✤  Pulling someone’s leg is used to say that you are joking 
about something to make someone believe it’s true.



�� (QJOLVK�:RUNV�for�the�O�ce�1

We use imperatives to give instructions, orders, and warnings.

➊ Do NOT use a subject when giving orders. Add please to be polite.
 E.g.�I_e�cYd�T_g^�� �CYd�T_g^����@\UQcU�cYd�T_g^����CYd�T_g^��`\UQcU�

➋  Always use the bare infinitive form of the verb (an infinitive                                           
without “to”).

 E.g.�D_�_`U^�i_eb�R__[c�� �?`U^�i_eb�R__[c�

➌ Use don’t to make the negative form.
 E.g.�>_d�RU�\QdU�� �4_^µd�RU�\QdU�

A  Circle the correct answer to each sentence.   

  1. (Walk / To walk / Walking) to platform 3 to take the train. 

  2. Please (not / aren’t / don’t) leave the door open. 

  3. Please (tidied / tidy / tidier) your room. 

  4. (Hold / Held / Holding) the line and someone will be with you in a minute. 

  5. (Don’t / Not / Can’t) turn off the heater. It’s cold. 

B  Match the two columns to complete the sentences.   

1. Write • • in the form to the front desk.

2. Hand • • your personal details here.

3. Don’t • • a seat, please.

4. Take • • the form with a pen.

5. Fill out • • leave yet. You forgot to write your address.

C  Underline the mistakes and rewrite the sentences correctly.   

  1. Please taking your shoes off.  ______________________________________________

  2. No speak during the meeting. ______________________________________________

  3. To write down your name here. ______________________________________________

  4. Please not leave now.  ______________________________________________

  5. Closing the door.  ______________________________________________

Language in Action 



��8QLW������*HW�7KDW�-RE�

A  Read the following statements about the passage and circle True (T) or False (F).

  1. It’s OK to answer your phone during a job interview.   T F

  2. You should never make eye contact with the person interviewing you. T F

  3. You should arrive early to a job interview.   T F

  4. It’s OK to say bad things about your previous employer.   T F

  5. You should send a “thank-you” email after an interview.   T F

B  Fill in the blanks to complete the summary of how to behave in an interview.

           First of all, make sure you arrive ______________ for your interview. You should 
wear ______________ clothes and sit properly. Speak ______________ and clearly and 
show that you really ______________ the job. Don’t smoke, chew gum, or tell jokes 
because it means you’re not taking the interview ______________. Also, you should 
never say ______________ things about your previous employers. Finally, be confident 
and try to ______________ yourself. After the interview, it is always a good idea to write 
a(n) ______________ email.

R
E
A
D
I
N
G

-RE�,QWHUYLHZ�'RV�DQG�'RQ·WV  9

� � For many people, job interviews are difficult. However, if you are well-prepared, a job 
interview is not something you have to worry about. Let’s look at some important “dos” and 
“don’ts” to help you at your next job interview.

Do Don’t

• Arrive at least ten minutes early. 

•  Dress well. Wear formal clothes. 

•  Remember the importance of 
body language. Sit up straight and 
maintain good eye contact. 

•  Speak confidently about your 
achievements.  

•  Show that you want the job and 
talk about what you can do for the 
company. 

•  Prepare some questions to ask at 
the end of the interview. 

•  After the interview, write a “thank-
you” email. 

•  Don’t smoke, chew gum, tell jokes, or use your phone 
during an interview. If you do these things, it shows you 
don’t take the interview seriously. 

•  Don’t bring a friend or partner to support you or wait for 
you outside. You should always go to an interview alone.

•  Don’t be soft-spoken. Speak loudly and clearly with 
confidence. 

•  Don’t lie or say bad things about your previous employers. 

•  Don’t let your résumé do all the work.                                         
It’s your job to sell yourself during an

 interview.

* This is a T-Chart, used to list two or more separate views on a topic.
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A  Complete the application form based on your background and experience.

APPLICATION FOR EMPLOYMENT AT MARA 

Contact Details:
Name: ____________________________             Email: ____________________________

Phone number: ____________________________

Address: ____________________________________________________________________

Background: 
Highest level of education: ____________________________________________________

Qualification(s): _______________________________________________________________

Work Experience:
____________________________________________________________________________

____________________________________________________________________________

Skills:
____________________________________________________________________________

____________________________________________________________________________

B  You went to Mara for an interview. Complete the thank-you email to your interviewer.

To: <HR@mara.com>
From: ____________________________ (your email address)
Subject: Thank you.

Dear Ms. Trent,

        Thank you for taking the time to talk to me about the position of ________________
___________________________________________________________.

        After speaking with you, I believe that I would be the perfect person for this job. As 
we discussed, I have __________________________________________________________
____________________________________________________________________________
___________ (experience) and I am a ____________________________________________
______________________ (skills) person. 

        I am very interested in joining the team and will be free to start working from 
______________________________. If you need any more information, please call me at 
______________________________. I look forward to hearing from you.

Yours sincerely,

____________________________ (your name)





   for Socializing  13

•  Accept new co-workers’ invitations to 
have lunch or take a break. 

•  Spend more time listening than talking 
on your first days.

•  Remember the names of everyone you 
meet.

•  Ask questions about the job and your 
co-workers. 

Yourself!

8Q L W

KNOW-
HOW
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A  Look at the pictures below. Check the topics you think are good for making small talk. 

B  Think of a question for each topic you have checked. Share them with the class.

� � E.g.���C`_bdc��°�4_�i_e�\Y[U�d_�`\Qi�Q^i�c`_bdc�Y^�i_eb�VbUU�dY]U/
� � ���������6__T��°�DXUbUµc�Q�^Ug�9dQ\YQ^�bUcdQebQ^d�Y^�dXU�^UYWXR_bX__T��8QfU�i_e�RUU^�dXUbU�iUd/

Warm Up

 Religion
 Sports / Hobbies  Family / Hometown

 Health problem
 Entertainment

 Weather 

 Food

 Politics  Romantic relationship

 Money
 Age / Appearance

 Travel 


