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A szerzok

Thomas Booth tiz évig tevékenykedett angoltanarként
Lengyelorszagban és Oroszorszagban. Jelenleg Angliaban él, ahol
szerkeszt6ként dolgozik, és angol nyelvi tananyagokat - els6sorban
tankonyveket és szokincsbévitd kiadvanyokat - ir.

Trish Burrow hét évig tevékenykedett tanarként és tanarképzé
szakemberként Lengyelorszagban és egyesiilt kiralysagbeli nyari
iskolakban. Egy évig dolgozott angoltanarként egy brit egyetemen,
majd vizsgaanyagokat, késébb pedig angol nyelvl oktatbanyagokat
szerkesztett. Az Egyesilt Kiralysagban él, szabaduszo iréként és
szerkeszt6ként dolgozik.

Moddszertani tanacsado

Tim Bowen eddig vilagszerte tobb mint harminc orszagban tanitott
angol nyelvet, és vett részt a pedagégusok képzésében. Kiejtés- és
nyelvtanitasi modszertani mivek tarsszerzdje, illetve szamos kényvet
irt angoltanarok szamara. Jelenleg szabadisz6 tananyagird, szerkeszté
és forditd. A Chartered Institute of Linguists szervezet tagja.

Nyelvi tanacsadoé

Prof. Susan Barduhn tapasztalt angoltanar, tanarképzé szakember és
szerz8, szamos kiadvany kézremikddéje. Négy kontinensen iranyit
angolnyelv-tanfolyamokat, emellett az angoltanarokat témoritd
nemzetkozi szervezet, az International Association of Teachers of
English as a Foreign Language elndke, a British Council és az Egyesiilt
Allamok Kiiliigyminisztériumanak tandcsadoja. Jelenleg a School for
International Training oktatdja az egyesult allamokbeli Vermontban.
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A kurzus felépitése

Az English for Everyone kurzus azoknak szél, akik tanari
kézremiikédés nélkill szeretnének angolul tanulni. Az Uzleti
angol tananyaga magaban foglalja a kiildnb6z& munkahelyi
szituaciok soran hasznalatos alapvetd angol kifejezéseket

R Alsinterja T

és nyelvi szerkezeteket. A tobbi
nyelvoktaté kiadvanytdl eltéréen
azonban mindezt a lehet6 legtébb
vizudlis segédlettel tanulhatjuk és
gyakorolhatjuk. A munkafiizet feladatait
ugy tervezték, hogy a nyelvkényvben
tanultak megjegyzését tamogassak.
Haladjunk a megadott sorrendben, és
hasznaljuk a weboldalon taldlhatd, illetve
az alkalmazasban elérheté hanganyagokat is!

Allsinterja

A lecke szama A konyv leckékbdl
all. A munkafiizet leckéi segitségével
atismételhetjiik az azonos szamu
nyelvkonyvi lecke tananyagat.

A lecke felépitése Minden lecke
a legfontosabb tanulnivalék

attekintésével kezdédik.

NYELVKONYV

MUNKAFUZET
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| | % IDEJU ALAKJAVAL!
Jobban megismerhetjiik munkatarsainkat, ha beszél- o Uj nyelvtan Egyszer és folyamatos muilt
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gyakran hasznéljuk az egyszer( és folyamatos maltat. .3 Uj készség Beszéljiink a multbeli tapasztalatainkrol!
B} JELOLD MEG A HELYES 7% A HANGANYAG ALAPJAN Myt s e
i MONDATOKAT! [V ALLITSD SORBA A KEPEKET
EMLITESUK SZERINT! ] =L TR
I [ SRR N PR
- -
LT R v o
BN e w PP
I [ e AR R A = o e i e a1
L R L L
[y S T S e L B s
el capldm e g 7
Modulok Minden lecke e LR L dord-y - e
modulokbdl all, ezeket L i Tl e e
a megadott sorrendben N i 5 = =
éoezziik el. Egy- m | FE e o Fracbobmes o
vegezzu e gy egy, Odu Porc.alal. @ dea - L il e m
befejeztével barmikor i
s (L] Y R S |
szlinetet tarthatunk. P L e - = = e
[ EE BE R B
Lo v Bprns o -m £ [FE - -
(1.9 -
L TR o J= Bl oy g,
ME=a "l et A
Fa i bl o=d ioh= b [ e d sk
B
(LR TLECE TN B ) i Rt LESR S
=
16




Székincs A konyvben szamos székincset gyakoroltatd Képes gyakorlatok A képek és abrak

modul talalhatd, amelyek segitségével ellendrizhetjuk, segitségével konnyebben megjegyezhetjiik
mennyire jegyeztiik meg a nyelvkonyvben tanult a leghasznosabb és legfontosabb angol
legfontosabb Uzleti angol szavakat és kifejezéseket. szavakat és kifejezéseket.
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Hanganyag A beszéd- és szévegértési

okl |'I'| készség fejlesztése érdekében a legtobb
. = modulhoz hanganyag is tartozik, amelyet
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/Gyakorlc’)modulok

A feladatok gondosan felépitett
sorrendben kovetik egymast, hogy

a nyelvkonyv adott leckéjében
megismert tananyagot begyakorolhassuk
és ellendrizhessik. A sorban elvégzett
gyakorlatok el&segitik a tanultak
megjegyzését és gordilékeny
hasznalatat. A feladatok el6tti ikon jelzi,
melyik készség gyakorlasara szolgalnak.

A modul szama Minden modult szam jelol,

és megtalalhatjuk a kapcsol6d6 hanganyago

NYELVTAN
Hasznaljuk az 4j nyelvtani szaba-
lyokat kuilonb6zé helyzetekben!

SZOKINCS
Véssiik emlékezetlinkbe
a legfontosabb szavakat!

5 Aa

W OLVASAS BESZED
.I Ismerjiuk meg a nyelvet valés angol Vessiik 6ssze angol beszédiinket
szovegkornyezetben! a hanganyag példaival!

HALLAS UTANI SZOVEGERTES
Ellendrizzik, mennyire értjuk
a beszélt angolt!

igy kénnyen visszakereshetjiik a megoldéasokat,

tis.
Utasitas Minden feladatot révid leiras

5

IDEJU ALAKJAVAL!
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2.5 EGESZITSD KI A MONDATOKAT AZ IGEK FOLYAMATOS BEFEJEZEFFEEEN———— €16 meg arrdl, mi a teendSnk.

k Tom L1z miardoen I%‘-#%

Frpis al cvzing #ﬁ-‘[ﬁi‘ — Képi abrazolas Az egyszer(
rajzok segitségével konnyebb
megérteni a feladatokat.

Kiegészité hanganyag Ez az ikon jelzi,

hogy a feladat megoldését a hanganyagban

is megtaldlhatjuk. Hallgassuk meg a feladat
4j ——— megoldasa utan!

Uresen hagyott helyek irjuk be
a megoldast a konyvbe, igy késébb
Gjra el6vehetjik és atgondolhatjuk.

Mintavalasz A feladatok elsé kérdését
megoldottak helyettiink, hogy jobban
megértsiik, mit varnak télink.

Hallas utani szévegértés Ez az ikon
jelzi, hogy a feladat megolddsahoz
meg kell hallgatni a hanganyagot.

2.2 AHANGANYAG ALAPJAN
ALLITSD SORBA A KEPEKET
EMLITESUK SZERINT!

—5

44.5 HUZD AT A MONDATBA NEM ILLO SZERKEZETET, MAJD MONDD IS KI

A MONDATOT!
Do ssbebbn Rl bl limishie: D e presjes Deer i camasin S e e i e
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[1 ] Wmwoad wzem i urszes lrgss ke interret hodn't gone S wouldint e gone cov, '
ﬂ- IF b Bl e b camaulel heame @ T0n, 0 st O FF a2 aan arsbar e naad g '.
B Ty b e e v s would have won S had veon b cerlict )
¥
B ik varls Fave pomizbed ne fenelied szen swedld bave soon ey arczertanizr. ¥
¥
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Beszédgyakorlat Ez az ikon jelzi, hogy a feladatra
adott valaszt hangosan is mondjuk ki, majd vesstik
ossze a hanganyagban szerepl6 példamondatokkal.




4 A
Hanganyag

Az English for Everyone konyvekhez gazdag
hanganyag tartozik. Hallgassuk minél
gyakrabban, hiszen rendszeres hasznalataval
egyre jobban érthetjik a beszélt angolt,
illetve a kiejtéstink és hanglejtéstink is

egyre természetesebb lesz. Minden f4jlt
tetsz6leges alkalommal lehet lejatszani,
leallitani és ujra meghallgatni, mig biztosan
meg nem értettlik a hallottakat.

M

HALLAS UTANI SZOVEGERTES
Ez az ikon jelzi, hogy a feladat
megoldasdhoz meg kell hallgatni
a hanganyagot.

)

KIEGESZITO HANGANYAG
Ez az ikon jelzi, hogy a modul
elvégzése utan hanganyaggal is
gyakorolhatunk.

—
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A konyv végén talalhaté megolddkulcs tartalmazza
a feladatok helyes megoldasat. Az adott modul
elvégzése utan lapozzuk fel, és vessiik 6ssze

a megoldasunkat az ott talalhaté példaval. igy
ellendrizhetjuk, megértettik-e a tananyagot.

. Megoldas
A feladatok

megoldasa a kényv
1) Wha k hancling the acount? végén talalhato.

Xl

4 Ba | nend 1o devcs Formmlly 7

4 Didyou quots this price?

4 What-chroulrd | tall the clleni?

) Whirwemnis etk in Mew York?

b XL A feladat szama

o —
sarkaban lthatju
:II'“H“::: the did B a feladat szamat,
o e, ennek segitségével
45 Shefl be.a groatrermges, wo't sha? kereshetjiik ki a konyv
A0 Fim notgetiing a e, mn 17 végén a hozza tartozd
='ﬂn et rrmcle . o, o e megoldast.
Wrre going Grwin the avand,
ErTE
4 Louis hesworied hare sinee ATLY,
et he?
1 Brettwroried ki kst nixht;
cidn' ha?

Ed = Hanganyag Ez az ikon
W erul anch mar proxiuct sary; jelzi, hogy a megoldast
:ﬂﬂlﬁ-.ﬂ - meg is hallgathatjuk.
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't ha?
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- 1
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e are?
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Bemutatkozas

Az Gj munkahelyen tobbféle kifejezéssel is 8 Uj nyelvtan Egyszer(i és folyamatos jelen
bemutatkozhatunk, illetve mutathatnak be Aa Székincs A bemutatkozis etikettje
benniinket a tobbieknek. [ 3 Uj készség Bemutatkozas, masok bemutatasa

E 1.1 EGESZITSD KI A MONDATOKAT A MEGADOTT SZAVAKKAL!

H How do you do ? I'm Christophe from BlueTech.

o 111 I'd like to you to Marco from IT.
(2] t i You be Paola from Madrid.
(3] 1’1'4 Gloria, Julia, our new secretary.
(4] 'l'ti Have you two each other before?

(5] t‘k Great to you again!

0o i 1 to meet you, Antonio.
(7] %f Sanjay has me all about you.

[ ]
('3 ) ﬁ'ﬁ | don't we've met before, have we?

(9] IH " It's a to meet you.

[ pleasure see -do— told met must think meet introduce Nice ]

o)
N ))

12




KOSD OSSZE A MONDATOK ELEJET A MEGFELELO BEFEJEZESSEL!

Peter, Philippe, I'm not sure

—_—

\

Simone, I'd like to introduce you to I"L

3

Hello. I don't think we've
You must be Selma from the
Hi, Omar. | think we

My boss has told me

This is Colin from IT.

OLVASD EL A CIKKET, ES JELOLD MEG
A HELYES VALASZT!

The author says that meeting people is easy.

True False /Notgiven

Meeting people will always make you successful.

True False Not given

You should talk about your recent experiences.

True False Not given

The author thinks food is a good topic of conversation.

True False Not given

You shouldn’t ask how much someone earns.

True False Not given

The author suggests talking about your education.

True False Not given

The author says that you shouldn't talk about clients.

True False Not given

Gerald, our new sales manager.

met. My name’s Jana.

if you have met each other.

so much about your work.
Colin, meet Liam. He's joining our team soon.
Chicago branch. Great to meet you.

met at the conference in Dubai last year.

Meeting new people isn’t always easy, but it’s an
essential skill for a young business professional.

hether you're looking for a new job, hope
to grow your business, or just want to find
new clients, you need to talk to the right people.
It doesn’t always lead to success, but it can
provide a great first step. So, what’s the best
Way to start talking?

Talk about your recent experience: “I'm working
with some great software engineers at the
moment” is a great Way to start. You can tell them
about your personal life and Interests: “I play golf
with my friend on the weekend” might be a good
starter. But you shouldn’t talk about things that are
too personal. If you ask someone how much
money they earn, they might be offended! Another
good idea is to talk about one of your clients:

“I often work with ElectroSan, an exciting new
Japanese start-up.” You will soon find that the
person you're talking to wants to know more. ..
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E 1.4 JAVITSD KI A HIBAS MONDATOKAT!

| staying at the hotel on Park Lane all this week.
I'm staying at the hotel on Park Lave all this week.

@ I am catching the train to work at 8:15am each morning.

@ We are having a new printer that is difficult to use.

© | working at the Guangdong branch all this August.

@ sanchez is knowing Katie because they worked together.

© Do you enjoying this presentation? | think it's great.

O Tim isn't knowing Anna from the Montevideo branch.

@ Marek is liking the new furniture we bought for the office.

© How are you spelling your name?

© The meeting usually is take only half an hour.

(O Doug is really enjoy the conference this year.

@ 1d like introduce you to my manager, José Rodriguez.

@ Clara working from 8:30 to 4:30 on Thursdays and Fridays.

\
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o

1.5 HUZD AT A MONDATBA NEM ILLO ALAKOT, MAJD MONDD IS KI
A MONDATOT!

Raulpresests/ is presenting at the moment.

E(

N N N N YN N N N

Our company is having / have some difficulties at the moment.

LEL

(

Pablo, I'd like you to meet / meeting my wife, Elvira.

U

(

| usually hate conferences, but | enjoy / am enjoying this one a lot.

U

(

| have / am having two children, a son and a daughter.

U

(

Michael, | like / I'd like to introduce you to Michelle.

U

(

| don't think / am not thinking we've met before, have we?

U

(

It's so great to see / see you again after such a long time.

U

(¢

How do you pronounce / are you pronouncing your last name?

A

You must be / being Harold from Copenhagen. Nice to meet you.

X

Hi, | think we met in Oslo, aren’t we / didn't we?

Y ]
)
)/
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lsmerkedés a munkatarsakkal

Jobban megismerhetjuk munkatarsainkat, ha beszél- o Uj nyelvtan Egyszer( és folyamatos mult

getiink a korabbi munkatapasztalatainkrol. llyenkor Aa Székincs Miltbeli tapasztalatok

gyakran hasznéljuk az egyszer és folyamatos multat. P Uj készség Beszéljiink a miltbel tapasztalatainkroll

E 2.1 JELOLD MEG A HELYES ! 2.2 A HANGANYAG ALAPJAN
MONDATOKAT! ALLITSD SORBA A KEPEKET

EMLITESUK SZERINT!

Jan was to look for a new job.
Jan was looking for a new job.

@ I was preparing for the presentation.
| was prepare for the presentation.

© Did Greg work in the New York branch?
Did Greg working in the New York branch?

© Akira was living in Kyoto in 1998.
Akira was live in Kyoto in 1998.

@ | didn't understanding the presentation.
| didn’t understand the presentation.

© Pete was reading a book at 9pm yesterday.
Pete read a book at 9pm yesterday.

@ | was feeling exhausted at work, so | left.
| was feel exhausted at work, so | left.

@ Did you enjoy the presentation?
Did you enjoyed the presentation?

@ Were you worked in IT then?
Were you working in IT then?

© Kai wasn't feeling well, so he went home.
Kai didn't feeling well, so he went home.

(@ I was finding a new job in France.

00 oo ud oo oo g oo oo g oo (o

| found a new job in France.

N )
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ﬁ 2.3 EGESZITSD KI A MONDATOKAT AZ IGEK EGYSZERU BEFEJEZETT JELEN

IDEJU ALAKJAVAL!
Chloe has bought (buy) a new apartment in Paris. A
fA
@ Daniel (work) for more than five different law firms. ﬁ‘} ﬂ
O (take) the bus to work all my working life. m]
© The company (employ) five new people since September. '\%E—
@ Peter is a terrible waiter. He (start) looking for a different job. ﬁo
© Andrea (work) here since she graduated in 1999. %
O The factory (produce) 15,000 machines this year. hﬁ
@ Tim's really happy. He (finish) his presentation for tomorrow. ‘Fﬁ'l’

O Wwe (sell) our products in more than 25 countries. m
(o (walk) to work since my car broke down. m*

(10} (decide) that I'm going to retire next year. ttt m
@ Dave (take) more time than we expected. HW

(12 (work) at this office for more than 25 years now. ﬂ

® Chris (visit) more than 50 countries so far. ml!.

N )
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E 2.4 KOSD OSSZE A MONDATOK ELEJET A MEGFELELO BEFEJEZESSEL!

Claire was working for a bank

for more than ten years.

True | | False v Not given | |

@ Silvia has worked for three employers so far.
True | | False | | Notgiven | |

@ Her first job was boring.
True | False | | Notgiven | |

© She worked there for six months.
True | | False | | Notgiven | |

@ Silvia worked in a bar while she was studying.

True | | False | | Notgiven | |

© She only worked in the evenings.
True | False | | Notgiven | |

@ She was working as an intern until recently.
True | | False | | Notgiven | |

\_

@ Jim was preparing a presentation more than an hour.
©  I've worked at this company when she received a new job offer.
@ | Chris had to wait for a taxi for before | started working here.
@ Tim moved to New York when his boss entered the room.
© I ran my own software company bought a smaller Canadian software firm.
@®  In 2013, our company when he was transferred to the US office.
N )
]
|| 2.5 OLVASD EL A CIKKET, ES r{ '- . . :l
JELOLD MEG A HELYES VALASZT!
. - y
Silvia has just started work for a bank. S 1 ]~V 1 a S B ]. O g

HOME | ENTRIES | ABOUT | CONTACT

. POSTED FRIDAY, 7:30AM

On the up!

I've just started my new job at Moda Fashions in Edinburgh.
I've worked for three different employers so far, and I'm
hoping that this job will be the best I've had.

My first job was in a local supermarket. | hated it. | was
bored, | had no responsibilities, and the customers were
often rude to me. | left after only three months.

After that, | worked in a bar. It was more interesting
and | met some interesting people. | was studying for my

business diploma while | worked there, so | had something
to dream about.

Then | started to become
interested in fashion. | was working
as an intern for a small fashion
agency when | received my job
offer. I'm so excited.

18
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2.6 HUZD AT A MONDATBA NEM ILLO SZERKEZETET, MAJD MONDD IS K]

A MONDATOT!
My doctor told /was+eting me that | should take a vacation. N )
(1) At 3pm yesterday, | discussed / was discussing the new software with our IT team. Y )
(2] While Susan has eaten / was eating lunch, her team was working hard. N |
(3] Karl moved to Berlin when he lost / has lost his job in Paris. ¥ )
(4] Alan traveled / was traveling to work when he received a call from his wife. Y )
(5] In 2007 | was working / have worked in the company headquarters in Geneva. N
(6 ) [ have lived / was living in San Francisco since 2003. N
(7] Peter is sleeping / was sleeping at his desk when his phone rang. N |
(3 ) They was / have been based in Frankfurt since 1994. ¥ )
(9] While | was living / have living in France, | worked as a waiter. Y )
(10} Derek was buying / bought his first house in 2009. N |
(1) What were you doing / have you done at 4pm this afternoon? N
(12 | was studying / studied in college when | decided to work as a lawyer. ¥ )
® Who was in the meeting room when you entered / have entered? M
Q We were selling / sold our first machine in China in 2003. N
N )




Szokincs

MEGHATAROZAS ALA!

Deals with buying goods and

r

raw materials

Purchasing

3.1 RESZLEGEK iRD A MEGADOTT RESZLEGEK NEVET A MEGFELELO

@ Deals with employee relations
and matters such as hiring staff

@ Ensures that all technological
systems are working and maintained

© Deals with selling a finished
product to outside markets

423
Pu N

@ Deals with maintaining a positive
public image for a company

© Ensures that all contracts and
company activities are legal

CONTRACT

@ Ensures the smooth day-to-day running
of the practical aspects of a company

la

~

@ Deals with organization and
internal and external communication

@ Deals with researching and developing
future products for a company

@ Deals with money matters, from
paying bills to projecting sales

(D Deals with promoting products

@ Ensures all manufacturing
stages run smoothly

\

Public Relations (PR)
Facilities / Office Services

Human Resources (HR) Sales

Administration

Research and Development (R&D)
Accounts / Finance

~Purchasing - Legal

Production

Information Technology (IT)

Marketing

)
)/
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m 3.2 SZEREPKOROK IRD A MEGADOTT KIFEJEZESEKET A MEGFELELO KEP ALA!

4 P

' L manager
ﬁ Chief Executive Officer (CEO)

employer (1) e__ —employer

Chief Financial Officer (CFO)

employee
assistant
e___ N J
)
\ J
m 3.3 FELAPATKQRC)K IRD A MEGADOTT KIFEJEZESEKET A MEGFELELO
MEGHATAROZAS ALA! .
To ensure something runs smoothly 4 © To be employed by a company
20 look after &
@ To have a particular job or role TI © To have the duty of ensuring £
l something is done effectively ‘\.

@ To have control and authority ~ © To be employed in a department

over something or area of an industry T i T
(=

e

( toworkas tedeekafter tobeinchargeof to be responsible for toworkin  to work for )

)
)/
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