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LI#
introduce yourself and others

WO r ki I g i Il t h c ask and answer personal questions

]T il’] d us t ry ¢ talk about scheduled tasks

use the alphabet and spell out words

Meeting people

Speaking 1 Howdo you greet people in your country? What do you say when you greet
people in English?

or what sol
We use be
questions.
Reading 2 Complete these dialogues with the words in the box. F‘
all is  meet name’s Nice this
1 Natasha: Hi,my (1) Natasha.
Khalid: Pleasedto(2) _— you. I'm Khalid Ali.
Natasha: Pleased to meet you, (3)
2 Philip: Good morning. (4) — your name?
Ahmed: I'm Ahmed.And (5) —__ are?
Philip: My name’s Philip. (6) ____ to meet you.
3 Tim: Hi everybody, (7) —is Ingrid.
All: Hi!
Tim: Ingrid, this (8) — Ahmed, Linda, Mohammed and Mansoor.
Ingrid: Nice meeting you (9)
Linda: Likewise.
Tim: (10) — to the team and good luck.
Listening 3 Listen and check your answers.
4 Listen again and repeat the dialogues. Sp
Speaking 5 Work in small groups. Practise introductions. Follow the instructions below.

1 Introduce yourself.
2 Introduce a new team member.

4 1 | Working in the I'T industry




Listening ©

Language

nt tense of be

m Listen to this dialogue and choose the correct answers.

Kathryn: Karim, what do you do?

Karim: I'm a (1) website developer/network administrator. Who do you
work for?

Kathryn: 1 work for CISCO. I'm a (2) system analyst/website analyst there.
Where are you from, Karim?

Karim: I'm from Kuwait. I work for Microsoft there. And where are you
from, Kathryn?

Kathryn: I'm from the (3) UK/US but now | live in Qatar. Do you know where
Glenda’s from?

Karim: She’s from the US.

Kathryn: And what’s her job?

Karim: She works for (4) IBM/Dell. Her job is to set up new systems.

| or what something is.

| We use be to say who somebody is

I'm Sam. I am Sam.

You're/We're/They’re from the UK.

You/ We/They are from the UK.

He’s/She’s a website developer.

Hel/She is a website developer.

It's in the US.

It is in the US.

| questions.

| We use be to ask personal

Where are you from?

What’s his nameljob?

What is his name/job?

7 m Listen and repeat these words.
I'm, You're, She’s, He’s, It’s, We're, They're/Their
Reading 8 Complete this email with am, is, are, their, our or my.
g
]
Dear Colleagues A
My name (1) Jessica Martin and | (2) the IT Support team B
leader. The IT Support team members (3) : Mahmoud Al Banawy,
Eli Ibrahim and Guido Pitteri. Mahmoud (4) our network administrator.
Eli and Guido (5) system maintenance officers. (6) job is to
keep our systems going. (7) job is to support you.
(8) —___ contact number (9) 675 567 567.
Best regards
Jessica Martin —
v
—

Writing 9 Write a reply to the email in 8. Introduce yourself and three people in

your group.

Speaking 10 Work in pairs. Ask and answer questions about your jobs, companies

and nationalities.

Example:
A: Where are you from?
B:I'm from ... .

Working in the IT industry




Jobs in IT

Speaking 1 Work in small groups. List the IT jobs you know.

Reading 2 Read this team introduction. Complete the descriptions 1-4 with the IT jobs in
the box.

(" Hil I'm Sylvia. | create usernames and )
passwords and | set firewalls.

This is Isabelle. Her job is to plan and design the
network. And this is Andrew. His job is to make sure
all of the computers work properly. Finally, Mark and
Latika. Their area is data processing. We all work for
\_ the university. Our offices are in building &. J

database analyst  IT support officer ~ network administrator

network architect
1 Sylviaisa
2 Isabelle is a
3 Andrew is an
4 Mark and Latika are
Language
Present simple

What do you do? I'm a programmer.

We use the present simple What does she do? She’s a developer.

to talk about routines and Where does she work? She works for IBM in Poland. She doesn’t work in
things that are permanent or | Estonia.
happen all the time. Where do they work? They work for Siemens in Egypt.

Do you work in IT? Yes, | do/No | don't.

Listening 2 BEZE Listen to three people talking about their jobs. Complete these job
descriptions.

1 Karl

Job: software

Responsibilities: he designsand ___ computer games.
2 Heba

Job: __ analyst

Responsibilities:he ___ computer problems.
3 Wojtek

Job: database

Responsibilities: he analysesand _________ electronic data.

1 | Working in the IT industry
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Speaking 4 Work in pairs. Ask and answer questions about Karl, Heba and Woijtek.

Example:
A: What does Karl do?
B: He’s ..

Listening 5

m Listen and complete this dialogue.

Ahmed:
Betty:
Ahmed:
Milo:
Betty:
Milo:
Betty:
Milo:

Ahmed:

Where (1) you work, Betty?

I work for Dell in Dubai. What (2) —____ you?

1(3)— for HP in Budapest. Whatdoyou(4) | Milo?
I'ma@®B)_—___ developer.Iwork (6) — Microsoft in Prague.
Milo, doyou (7) — Frida?

Yes, [ do. Whatdoyou (8) —______ to know?

Where (9) — she work?

She works with (10) _—____ in Prague. She designs websites for
() eeex =vap °

I see. Right, let’s go. The workshop starts in five minutes.

Listen and repeat these questions.

Ul WD =

Where do you work?

What about you?

What do you do?

What do you want to know?
Where does she work?

! Writing 7 What is your dream job? Write a job description for the job of your choice.

Job:

Company to work for:

Responsibilities:

ML i B PRI T 35
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Speaking 8 Tell the rest of the group about your dream job. Use your notes to help you.

Example: My dream job is ... . I design/solve/analyse ... .

Working in the IT industry | 1




Schedules

Listening 1 Listen to two people at an IT conference. Complete this dialogue.

3
E

Sp
Penelope: Hi,Don.(1) _____ areyou?
Don: I'm(2)___ thanks, Penelope. And you?
Penelope: [I'm OK. Bit tired from the flight.
Don: Right.
Penelope: (3)— workshop(4)____ you want to attend today, Don?
Don: I want to go to the CISCO network security workshop.
Penelope: Sounds interesting. What time does it start?
Don: (D). o v at9.15.
Penelope: And(6) —______ does it finish?
Don: It (7)) at 4.00 in the afternoon.
Penelope: Well,1(8) _____ to attend the Microsoft Windows Applications
workshop. It (9) —__ at830amand (10) ___ at 6.00 pm.
But they have two breaks, at 10.30 and 12.45.
Don: That’s good.
Penelope: Hope you enjoy your session.
Don: You too. See you around.
R
Language
- We use at with clock times. =

= It starts at 9.15. (nine fitteen/quarter past nine) 2
;_ It begins at 8.30. (eight thirty/half past eight) "
What time does it start/begin/finish/end? | It finishes at 4.00. (four o’clock) '
It ends at 5.05. (five oh fivel/five past five)

When do you have a break? We have a break at 12.45. (twelve forty-fivel/a quarter to one)

2 BEZER Listen and repeat these times.

1 7.05 5 435
2 645 6 . 215
3 8o'clock 7 12 o’clock
4 10.45 8 9.50

1 | Working in the IT industry




3 BN Listen and repeat these sentences.

1 [t finishes at 5.00.
2 It ends at 8.00.
3 It starts at 6.00.

Speaking 4 Work in pairs. Ask and answer questions about your daily schedule and breaks.
Make notes.

Example:

A: What time/When do you start work?
B: I start at 8.00. What about you?
A:lbeginat ... .

5 Tell another pair about your partner’s schedule.
Example: ... starts work at 8.00 and finishes at 4.00. She has a break at 12.00.

Reading 6 Complete these sentences with the words in the box.

at at in for from

Iworkinanoffice(1) —__ DubaibutI'm (2) ______ Canada. | work
(3)— SAPthere.Istart work (4) ___ 8.15, have lunch in a café
(5) __—_ 1.30 and finish about 5.00.

{~

)
oxl2

Writing 7/ Write three sentences about yourself and your daily schedule.

Working in the IT industry n 8
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Spelling

Speaking 1 Work in small groups. List the IT acronyms you know.

HTML (HyperText Markup Language) FTP (File Transfer Protocol) a standard

HTML is a mark-up language used to network protocol used to copy a file from one
describe the structure of a web page. host to another.

WLAN (Wireless Local Area Network) A type
of local-area network that uses
high-frequency radio wires to communicate
between nodes.

Listening 2 Listen and complete this dialogue.

Andrei: Bob,canyou(l) ____ me, please?
Bob: Sure.
Andrei: [don’t understand this acronym. What does it (2) __ for?

Bob: Let me see. ‘W3". I'm not sure. Maybe WWW, the World Wide Web.
Andrei: OK. What does P2P stand for?

Bob: (3)— stands for person-to-person.
Andrei: OK.WhatdoesIP(4) —?
Bob: It means Internet Protocol.
Andrei: Howdoyou(5)___ ‘Protocol?
Bob: p-r-o-t-o-c-o-1L
Andrei: Thanks.
Bob: You're welcome.
3 Listen to the letters and repeat them.
ahjk
Z /zed/ in British bcdegptvz
English and /zee/ in flmnsxz
American English. iy
0
quw

r

Speaking 4 Work in pairs. Make a list of acronyms.
Ask and answer questions.
Example:
A: What does HTML
stand for/mean?
B: It stands for/means ... .

1 1 Working in the IT industry




Business matters

Writing 1 You are at a training workshop. The trainer asks all the trainees to complete the
form and introduce themselves. Complete this form about yourself.
Participant Information k
Name: Date: &
DOB: Place of residence: .
Contact: Phone Email |
Interests:

2
3

Speaking 4

IT job you want and why:

Work in pairs. Swap your profiles and introduce your partner.

Write an email message to introduce yourself to the employees in the company
using the profile below or your own information.

You are a new employee in a company. Your position is a network
administrator. You are responsible for setting up firewalls, security levels,
wireless connection, usernames and passwords.

Work in pairs. Student A: you are the IT help desk coordinator, Mrs Mahmoud.
Turn to page 68. Student B: you are Sharifa. Turn to page 78. Complete the task.
Swap the roles.

Dear Mrs Mahmoud,

I am a new employee in Finance. I need help with access to
the company network. Please can you organise a training
session for me? I am free on Thursday after 2.30. Do I need
to come to your office? Do you give certificates after the
training? Thank you very much for your help.

Sharifa

i

1

Working in the IT industry |




C O m p u t e r * make comparisons

talk about what is happening now
t * talk about ability and necessity :
SYSLEINS talk about obligations | For short
e (fhﬂﬂ).B!

Computer hardware

| Forl
Speaking 1 Work in small groups. Make a list of all the computer hardware you use in your : mo;r:lng
work or study. =

Vocabulary 2 Label the diagram with the correct items 1-11.

1 monitor 6 expansion cards (video, graphic) :
2 case 7 power supply unit Some corf
3 motherboard 8 optical disk drive
4 CPU (Central Processing Unit 9 hard disk drive
or Processor) 10 keyboard
5

main memory (RAM) 11 mouse

Listening 3 m Listen to two colleagues and complete this dialogue.

Bob: What do you think? Which (1) —_is better for the sales team?

Daisy:  I'm not sure. This computerhasa(2)___ memory and I think it
hasa(3)__ processor.

Bob: And the other one?

Daisy:  Well, it is (4)

Bob: And (5)

Daisy:  Yes, you're right. Lighter and smaller.

Bob: But the bigger one is (6)

Daisy:  So what is our decision?

Bob: I'm not sure. Let’s go for a coffee and discuss this again.

12 systems




Language

: e adjectives to compare two people or things.

| big bigger The new monitor was bigger than the old monitor.
| For short adjectives we add -er : 3
| (than). Be careful of spelling. fast faster Your processor is faster than mine.
. easy easier It's easier to use than the other one.
P more/less | This version is more difficult to use than the old
difficult ]
i difficult version.
| For long adjectives we use s more/less ; : "
i fless (than). expensive expensive His computer is less expensive than hers.
; morelless | | think you should buy that CPU. It is more reliable
reliable Z
reliable than the one you have.
bad worse That screen resolution is much worse than before!
Some comparatives are irregular. i j
pal g good ke | really like this mouse. It's so much better than the

old one.

1
2
3
4
5
6
7
8
9
1

5
6
Reading 7

light

efficient

long
wide

heavy

fast

Make the comparative form of these adjectives.
Example: long _longer

dark
soft

hard

0 durable
m Listen and check your answers.

Listen again and repeat the words.

Read these product descriptions and make sentences using comparatives.

Example: The Corsair is longer than the Imation but slimmer.

8GB

Corsair Flash Survivor GT 8GB

Read at 34MB/s
Write at 28MB/s

3.25"x0.75"

Aluminium
256-bit AES

SW encryption
Ten year warranty

Price £25

Imation Clip Flash Drive 4GB

4GB
Read at 15MB/s
Write at 9MB/s

| 2.95"x 1.14"
Plastic
No data encryption
Five year warranty
Price £10

Writing 8 Work in pairs. Write an email to a colleague comparing the two products in 7.

Computer systems



Computer software LT

Speaking 1 Work in small groups. Make a list of all the computer software you use in your
work or study. Think about:

e application software

* programming software
* system software

2 Make a list of the computer software your non-IT colleagues use.

Language Laj

We use superlative adjectives to compare a person or thing with a number of other people or things.

The new monitor was the biggest in

big Diggex: the room.

For short adjectives we add ; :
L Your version of the software is
the + -est. Be careful of spelling. | fast fastest
the fastest.
easy easiest It's the easiest fo use. We use h4
i ion i iffi talk about
difficult the most/least difficult ;hzss\;ersion S HG G icul:

For long adjectives we use : : : . P
the mosiitlia loast expensive | the most/least expensive | His computer is the least expensive.

| think you should buy that. It is the
most reliable.

reliable the most/least reliable

That is the worst software I've

bad the worst
ever used!
Some superlatives are irregular. = ; 2
| really like this website. It's the best
good the best ;
I've seen. Lis

Speaking 3 Work in small groups. Talk about the software you and your non-IT colleagues
use. Answer these questions.

What are the differences between the IT and non-IT software you have listed?
Which is the cheapest?

Which is the most expensive? '
Which is the most/least reliable?

Which is the most difficult/easiest to use?
Which is the best/worst?

Which is the most/least user-friendly?

n Computer systems
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Listening 4 Listen to two colleagues discussing software and complete

this dialogue.

Tim: What do you think about these three photo imaging
packages?

Simone: It’s a difficult choice. All three are very good but they
have different strengths.

Serif Image Plus

Tim: | agree.
Simone: Serif ImagePlushas (1) image (2)
Tim: OK.
Simone: But Magic Extreme has the (3)
Magic processing of images.
EXUOM e Tim: You're right. Also, Serif has (4) —________ special
(5) — . But what about Snap Pro?
Simone: Well,ithasthe (6) _— dubbing options.
Tim: And Snap Pro is the best for (7) —___ photos.
Simone: I'm not sure. Serif has (8) —__ efficient
)
Tim: Which is the most expensive?

Simone: Oh, Serif Image Plus.
Tim: And the cheapest?
Simone: Snap Pro.

Tim: Let’s get Snap Pro then.
Simone: [I'm still not sure!

Language
 Present tense of have (got)
I've/You’ve/We've/They’ve (got) ... I/You/We/They have (got) ...
He’s/She’s/It’s (got) ... He/She/lt has (got) ...
i 1/You/We/They haven’t (got) ... I/You/We/They have not (got) ...
He/Shellt hasn’t (got) ... Hel/Shellt has not (got) ...
- I/You/We/They don’t have ... I/You/We/They do not have ...
| Weusehave (got) to "0)cp 0 doesn't have ... He/Shellt does not have ...
| talk about possession.
Have | you/weflthey got ... 7?7
Has he/shelit got ...?
Do l/youlwelthey have ...? |
Does he/shelit have ...? : |
Listening 5 m Listen and repeat these sentences.
1 We've got the best software.
2 Does it have the most reliable anti-virus software?
3 She has the cheapest computer.
4 They haven't got the latest version.
5 Do you have the fastest processor?
6 Has it got Windows?
7 They have the latest software.
8 It has the biggest screen.
Writing 6 Work in pairs. Write five sentences comparing three

software products you use or know.

Computer systems 15



Working with computers

Listening 1
Paul:
Brinitha:
Paul:
Brinitha:
Paul:
Brinitha:
Paul:
Brinitha:
Paul:
Brinitha:

Paul:
Brinitha:

Language

 continuous

Listen and complete this dialogue.

Hi, Brinitha.

Hi, Paul.

Howsit(Tyee. 7

Fine, fine.

What (2) — you(3)— at the moment?

Oh,1(49) —___Nero.

How are you getting on?

Well,1(5) — anetwork. 1(6) —_ Microsoft Server.
Right. Where is Jackie today? Do you know?

Yes. She is on a training course today. She (7) —__ about the

new database system.
What about Mary and Imran? Where are they?
They (8) —_in today. They have a day off.

I e

speaking and are not permanent.

| We use the present continuous to talk
| about things that take place at the time of

I'm installing the software.

He’s/She’s setting up a network.
We’re/They’re working at home today.

I’'m not setting up the network.

He’s/She’s not installing the software. : =
We/They aren’t coming in today.

Are you installing it now?

What am | doing?

What are you/they doing? o
What is he/she doing?

2 Complete

It

I

She
They
We
We
Where
What

0 00 -1 U1 b WO

n Computer systems

these sentences with is/isn’t, am/am not, arefaren’t.

going well.
learning a new program.
working in the office today. She has a day off.
installing the new software.
setting up the network.
using Word. We have a different word-processing program.
they working today?
he installing on the computer?
coming in today. I'm sick.
she working at home today?




Vocabulary 3

Listening 4

Speaking 5

6

Writing 7

Match the sentence halves 1-8 to a-h.

1 Hanka is creating ——_ a) the software.
2 Philipisinsertingan \  b) acheck-up.
3 Rob is troubleshooting i c) afile.

4 We are running d) adevice.

5 Betty is connecting e) CDs.

6 They are burning f) image.

m Listen and repeat these sentences.

What are you doing now?

Are they setting up the network?
She’s working at home today.
I'm not installing the software.
We’re not using Word.

G W=

Look at the pictures A-F. Describe what is happening.
Example: He is moving ...

Work in pairs or small groups. Talk about what you are doing at the moment in
your work or study.

Write three sentences saying what you and your collegues are doing at the
moment in your work or study.

Computer systems




I Computer usage

Reading 1 Read what Ben says about computer usage in his office. Answer the questions.

(
‘ 1 What must Ben do?
| What can Ben do?

What can’t Ben do?
Can he open any website?
Why is it important to follow computer dos and don’ts?

Ul W

I must update
my calendar
all the time.

| don't have to back
9 upfiles every day -
1 " that’s automatic.

4'1

lcan't
access some
websites.

I have to log in using
my user name and
password.

| mustn't eat food at
my desk or put drinks
on the computer.

| can use Excel
but my colleague
can't.

Speaking 2 Make a list of computer usage where you work or study. Compare your list with
the group.

Language

must, mustn’t, can, can’t, don’t have to

You must come to work on time.

We use must and mustn’t for obligations.
You mustn’t be late.

We use can and can’t for possibility and ability. He can use Word but he can’t use Excel.
We use have to for something that is necessary. I have to log in using my password.
We use don’t have to for something that is not necessary. We don’t have to work at the weekend.

Writing 3 Write an email to a colleague about yourself using must, mustn’t, can, can't, have
to, don’t have to.

18 n Computer systems




Business matters

Speaking 1 A company asks you to recommend a computer and work station configuration
for their sales team. In small groups, decide what to recommend. Use the office
floor plan below to prepare the computer and work station configuration. Think
about these things:

There are six people in the sales team.

Five people are out of the office four days of the week.

One person is in the office all the time - the team admin assistant.
Employees need a network connection (wired and wireless).

Employees print, scan and copy.

Company and client data must be stored on a separate device and backed
up regularly.

U W

2 Make your recommendations to another group. Choose the best computer
configuration.

Example: We recommend this configuration. You have ... . /It has ... .

Writing 3 Write a short email to
the IT manager with
your recommendations.

Computer systems n 19







