Business English 
To Be

Hi, my name is Robert. I am the Production Manager for Digo Limited. Digo Limited is a small company and there are 15 employees. The company is famous for high quality lazer printers. My boss is Rita and she is the Plant Manager. 
How to form Questions - To Be
Who is the Production Manager at Digo Limited?

Robert is the Production Manager at Digo Limited.

Is Digo Limited a small company or a big company?

Digo Limited is a small company.

Is Digo Limited a manufacturer or a service company?

Digo is a manufacturer of laser printers.

What is Robert’s Boss’s name?

Robert’s boss’s name is Rita.

Hello, I am Dawn, I am 33 years old and I am the Personell Manager for Digo Limited. Robert is my friend and colleague. I am married and my husband’s name is David. He is 30 years old. David and Robert are also friends.

How to form Questions - To Be

Who is the Personell Manager at Digo Limited?

Dawn is the Personell Manager at Digo Limited.

How old is Dawn?

She is 33.

Is Dawn married?

Yes, Dawn is married to David.

How old is David?

David is 30.

This is my company. I am Paul and I am the Managing Director of Digo Limited. There are 15 employees in my company. There are two main divisions, Sales and Production. There are 10 people in the Sales Division an 5 people in production. This is my office. On my desk there is a laptop and all proceedures are computerised. I am always in touch with the company via my laptop. 
How to form Questions - To Be

Who is the Managing Director of Digo Limited?

Paul is the Managing Director at Digo Limited.

How many employees are there at Digo Limited?

There are 15 employees at Digo Limited.

How many Divisions are there at Digo Limited?

There are two divisions.

How many people are there in the Sales Division?

There are 10 people in the Sales Division.

How manay people are there in the Production Division?

There are 5 people in the Production Division.

What is on Paul’s desk?

His laptop is on his desk.

Business English
To Have

Good afternoon, I am Robert, the Production Manager for Digo Limited. Digo Limited has got three main printer families. Each printer family has a Product Manager. Our high quality lazer printers have a big market share. My boss is the Plant Manager and she has always got the time to explain to me the products. Each printer has got many different functions and features. I have got a lot to learn.

How to form Questions - To Have

How many printer families has Digo got?
Digo has got three printer families.

How many Product Managers has Digo got?

Digo has got three Product Managers.

Has Digo got a big market share?

Yes, Digo has got a big market share.

How to form Questions - To Have – using To Do

How many printer families does Digo have?

Digo has got three printer families.

How many Product Managers does Digo have?

Digo has got three Product Managers.

Does Digo have a big market share?

Yes, Digo has got a big market share.

Hi, I am Dawn, the Personell Manager. I have got some good friends at Digo Limited. I have also got two children. I have got an office next to the Plant Manager’s Office. The Plant Manager has got a very big office. I have got a small office. I have got an assistant and she has got a desk in the office next to mine.
How to form Questions - To Have
How many children has Dawn got?

She has got two children.

Has Dawn got an office?

Yes, she has.

Has Dawn got a small or a big office?

She has got a small office.

Has Dawn got an assistant?

Yes, she has.

How to form Questions - To Have - using To Do

How many children does Dawn have?

She has got two children.

Does Dawn have an office?

Yes, she does.

Does Dawn have a small or a big office?

She has got a small office.

Does Dawn have an assistant?

Yes, she does.

Paul has got a company called Digo Limited. The company has got 15 employees. It has got two main divisions, Sales and Production. The Sales Division has got 10 people in it and the Production Division has got 5 people in it. Paul has got a big office. He has got a laptop on his desk. All managers have laptops to keep in touch with the company and its procedures.
How to form Questions - To Have
Has Paul got a company?
Yes, he has.

How many employees has it got?

It has got 15 employees.

How many Divisions has it got?

It has got two Divisions.

Has Paul got an office?

Yes, he has got a big office.

Have all managers got a computer?

Yes, they have. They have all got a laptop.

How to form Questions - To Have – using To Do

Does Paul have  a company?

Yes, he does.

How many employees does it have?

It has got 15 employees.

How many Divisions does it have?

It has got two Divisions.

Does Paul have  an office?

Yes, he has got a big office.

Do all managers have a computer?

Yes, they do. They have all got a laptop.
Business English

Can

Nice to see you again. My name is Robert, and I am responsible for Production at Digo Limited. I can negotiate very well and I can usually convince people to do what I want them to do. I can manage the production systems very well. I can see that Digo Limited is a very strong company. Our printer families can fit any customer’s needs. 

How to form Questions - Can

What can Robert do well?

He can negotiate well, he can convince people to do things and he can manage production very well.

What can he see about Digo Limited?

He can see the company is very strong.

What can he say about the printers?

He says they can fit any customer’s needs.

It’s Dawn again, hi. I can speak three languages. I can speak German very well. I can speak French quite well. I can understand a lot of Spanish, but I cannot speak it very well. My husband’s name is David and he can speak Spanish fluently. He cannot speak any other language however. David’s friend Robert can also speak Spanish, but he cannot speak Spanish as well as David. Nobody I know can speak Spanish as well as David.

How to form Questions – Can

How many languages can Dawn speak?
She can speak three languages.

Can Daw speak Spanish?

She can, but not very well.

Can her husband speak spanish?

Yes, he can. He can speak spanish fluently.

Can David speak French?

No, he can’t.

This is Paul. He is the Managing Director of Digo Limited. He can understand economics and market forces very well. He can motivate people very well. He can get the sales team to do what he wants them to do. He can solve production problems fast. He can use a computer very well. He cannot speak any foreign languages but he can always negotiate the best price in any country.

How to form Questions – Can

What can Paul understand well?
He can understand economics well.

What else can he do well?

He can motivate people well and he can solve production problems fast.

Can he use a computer?

Yes, he can. He can use a computer very well.

What foreign languages can he speak?

He cannot speak any foreign languages.

Business English

To Do

Robert lives near the company where he works. He does not drive to work. He goes by train every morning and he usually catches the 7.16 train. He always arrives first in his office. Firstly, he switches on his computer and then he gets anice cup of hot tea with lots of milk. The company operates a three shift system so he always checks production scheduels and daily targets.

How to form Questions – To Do

Where does Robert live?

He lives near his company.

How does he get to work?

He goes by train.

What time does the train leave?

It leaves at 7.16.

What does he do before having a hot drink?

He switches on his computer.

How many shifts are there?

There are three shifts.

Hi, it’s Dawn. Most mornings start with meetings. We generally meet to talk about the daily meetings. Our department has one fundamental role, we put together the pay cheques. We cannot make any mistakes. Normally, once a week I update my CV database, and about once ot twice a month I conduct interviews for available jobs. It can be difficult to persuade candidates to work a three shift system. The best part about my job is dealing with people.
How do most mornings start for Dawn?

She has meetings.

What is the most important role of the Personell Department?
Producing the pay role.

How often does she conduct interviews?

She conducts interviews about once a month.

Do condidates like working shifts?

Generally they do not like working shifts.

What does she like most about her job?

Dealing with people.

Paul insists on regular meetings. He likes meetings to be open and clear. He hates wasting time. He always checks production scheduels and daily targets in the meetings. Everything needs to be on-line. Both Sales and Production Divisions are carefully monitored via the secure intranet. Paul insists a three shift system in production is necessary to meet orders.
How does Paul like his meetings?
He likes them to be open and clear.

What does he hate?

He hates wasting time.

What is on-line?

Everything is on-line.

What is needed to meet orders?

A three shift production system.

Tour of the company

Client
Good morning, I am here to meet Peter Clark.

Receptionist
Good morning. What’s your name please?

Client
I’m Robert Simms from Digo Limited. He is expecting me.

Receptionist
One moment Mr. Simms. Would you like to take a seat.

Host
Hi Robert, good to see you.

Client
Hi Peter, how are you?

Host
I’m well. How was the flight?

Client 
Perfect, no problems. I like your offices, they are very modern.

Host
Well we can start our day with a quick tour of the company. Please, follow me.
Host:

On the left here we have the logistics department. This is Bob, he is the Logistics Manager. There are three people in the department. On the right here is the Warehouse Manager’s office. Through here, we have the Warehouse. There are two Bays, the first is Goods-in and the far one is Goods-out. Here we have a weighing system for packages and there is the weighing machine for HGVs and lorrys. Over there in front of us is our stock of raw materials. To the right of that we have unfinished goods stock. To the far right we have scraps.
In the middle of the warehouse are the cold presses. There are seven in total. Each press has a different tool, depending on the part required. The sheet metal is fed mannually into the press and the part comes out the other side. Over there is the welding area. We have both automated welding machines and mannual welders. They finish off the part after it has been pressed. They are then stock pilled on the shelving at the second bay until packaged and delivered.

Jim, over there, is responsible for quality. The production system is completely automated and computerised to detect and resolve problems ASAP. 

If you now follow me up these stairs. In front of us is the Plant Managers office. Here we have the Financial department. There are five people who work in that department. Jannet is the FD, that is Financial Director. Further on we have the Quality Department, opposite that there is Purchases. At the end of the corridor there is the Sales Office. They also deal with customer care issues. The Sales Manager is Mike, we’ll be meeting with himm in 15 minutes. 

Have you got any questions?

Giving Directions
To get to Digo you need to take the A14 South from the airport, towards Bari. After about 20 miles you’ll come to an exit called “Val Di Sangro”. Leave the motorway, pay at the toll and head towards the mountain and away from the sea, that is, go towards Atessa along the main road. After 5 miles there is an exit for SEVEL. You need to leave the main road and go under a bridge. Go straight on, do not turn to the left. Go over the bridge until the road finishes and turn right towards Bimo. At the second cross roads, turn left. At this point you will see the factory at the end of the road. We are next to Valagro. Is that clear? I’ll send you directions via e-mail just in case and you acn always call from your mibile and I will pick you up in case of problems.
Meetings and Appointments – present continuous/ future
Giving opinions - conditional
On the telephone

Presenting people – present perfect and past simple
Explaining the company history – past and present perfect
Problems - Passive

