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Collins Business Skills 

Your mission, should you choose 

to accept, is to write Business 

English material suitable for CEF 

A1 and A2 students working 

anywhere in the world… 

…oh, and it should be 

for the classroom …or 

self-study maybe... 
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What should this material be like? 
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Workplace English 1 and 2 
• CEF level A1 and A2 
• 24 units, classroom and/or self study 
• DVD and CD input 
• Functional exponents input, controlled and freer practice 
• Grammar reference 
• Email templates 
Workplace English 1 functional focus on: 

Looking after visitors 
Emailing 
Telephoning 
Making arrangements 

Workplace English 2 functional focus on: 
Telephoning 
Telephone conferencing 
Project meetings 
Video conferencing 
Emailing 

• Each unit provides: 
Practical tips about the communication focus of the unit 
Key phrases + written and spoken practice exercises 
Key grammar point (Workplace English 2) 
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WPE 1 – Unit 23 “What can I do for you?” 

Functional input - Offering help  
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Controlled practice 
 

3 Join the two parts of the sentences together.  

 

1 Would you like  a a flight?  

2 Can we do  b he needs something. 

3 Let us know if   c me to call a taxi? 

4 Shall I book you  d can I do for you? 

5 What    e anything else for Ms Sahdi? 

WPE 1 – Unit 23 “What can I do for you?” 
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WPE 1 – Unit 23 “What can I do for you?” 

Transfer activity 
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WPE 1 - answer key, grammar reference,  
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Additional features 
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Comprehension 

WPE 2 – Unit 21 “Starting the video conference” 



Collins Business Skills 

WPE 2 – Language Spotlight and Grammar 
Summary 
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Workplace English 1 + 2 

 

• Authentic business situations 

• Entertaining input 

• Useful output activities 

• CEF A1 +2 

• Classroom or self-study 
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Email me at: james.rupert.schofield@gmail.com 
Visit my blog on writing a novel at : http://jrtschofield.blogspot.de/  
For more information on the Collins English for Work range: www.collinselt.com.   
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