To the Learner

All-Star is a four-level, standards-based series for English learners featuring a picture-dictionary
approach to vocabulary building. “Big picture” scenes in each unit provide springboards to a
wealth of activities developing all of the language skills.

An accessible and predictable sequence of lessons in each unit systematically builds language skills
around life-skill topics. All-Star presents family, work, and community topics in each unit, and provides
alternate application lessons in its Workbooks, giving teachers the flexibility to customize the series
for a variety of student needs and curricular objectives. Al-Star s tightly correlated to all of the major
national and state standards for adult instruction.

Features

* Accessible “big picture” scenes present life-skills vocabulary and provide engaging contexts
for all-skills language development.

* Predictable sequence of lessons in each unit reduces prep time for teachers and helps
students get comfortable with the pattern of each lesson type.

* Flexible structure allows students to customize each unit to meet a variety of student needs
and curricular objectives, with application lessons addressing family, work, and community topics
in both the Student Book and Workbook.

* Comprehensive coverage of key standards, prepares students to master a broad range of
critical competencies.

* Multiple assessment measures like performance-based assessment offer a broad range of
options for monitoring and assessing learner progress.
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e Express opinions
e Introduce yourself
e Interview your classmates

e Talk about continuing education

* Talk about personal and professional goals

e Listen to telephone conversations and messages
e Talk about telephone behavior

e Talk about job interviews

* Talk about importance of writing skills

e Discuss success

Focus on Pronunciation: Blending words in
questions with you

e Talk about types of transportation

e Talk about solving transportation problems

* Talk about automobile insurance

e Listen to conversations regarding a traffic accident
and car repair

e Listen to conversations about making car and
travel reservations

e Get information about travel schedules

Focus on Pronunciation: Reduction of past modals

e Talk about a health emergency

e Talk about types of health care professionals and
specialties

e Listen to phone conversations between patients
and doctors’ offices

* Role-play phone conversations between patients
and doctors’ offices

e Clarify information

e Talk about food labels and nutrition

e Talk about immunizations
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® Scan a reading
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® Prioritize

* Analyze
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e Summarize

® Predict

e Apply knowledge to new
situations




Vocabulary

e Introductions
¢ Information questions

* Types of courses
e Educational and professional goals
* Word forms

o Automobile insurance terms
e Parts of an automobile

® Synonyms

e Car accident checklist

* Types of health care professionals
and specialties

 Nutritional labels

* Words about immunization

© Synonyms

e U.S. constitutional rights and
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e Educational system

* Homonyms

e Government agencies
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Grammar

e Direct and indirect yes/
no and wh- questions

e Past form of should
e Past form of could

* Adverb clauses of time
e Adverb clauses of reason and
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e Active and passive verbs
e Forming the passive
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e |dentify educational opportunities
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different needs
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Math Skills

Focus on Math: Convert
numbers to percentages

Focus on Math: Understand
bar and line graphs
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e Discuss advertising

e Talk about shopping and comparison shopping

e Listen to conversations between customers and
salespeople

* Role-play conversations between customers and
salespeople

e Discuss food shopping tips

e Talk about finding housing

e Express doubt

Focus on Pronunciation: Intonation in tag
questions

e Talk about courtrooms and people in them

° Summarize

* Talk about a bar graph

* Talk about types of crime and common laws

e Listen to recorded messages

e Listen to information about getting a marriage
and driver’s license

* Talk about getting a marriage and driver’s license

e Paraphrase

e Talk about traffic tickets

e Talk about neighborhood problems

Focus on Pronunciation: Changing stress on that

e Talk about workplace situations

e Talk about workplace responsibilities and behavior
e Talk about interviews

e Listen to job interviews

e Roleplay job interviews

e Discuss ideal employees and employers

e Describe workplace tasks

e Expand responses to questions

* Talk about household budgets

e Talk about expenses

e Listen to conversations about banking
* Talk about protecting your money

* Talk about financial terms

* Give advice

Grammar Reference Guide page 272
Vocabulary page 220

 Read advertisements

e Read tips for consumers and means of
credit

» Write definitions from context

© Write a shopping list and compare ads

e Read tips for food shopping

 Read housing ads

Spotlight: Reading Use a dictionary

Spotlight: Writing Write a letter of
complaint

* Read roles of people in a courtroom

e Read journal entries

* Read a bar graph

 Read checklists about getting a
marriage and driver’s license

e Take notes on prerecorded instructions

* Read about traffic citations

 Write details about traffic citations

* Read about community involvement

Spotlight: Reading Recognize cause
and effect

Spotlight: Writing

Use graphic organizers for writing

 Read work rules

 Read online job postings

* Write a job description

 Write job tasks

© Read an employment application
 Read a company profile

Spotlight: Reading Identify a sequence
of events

Spotlight: Writing

Understand the writing process

* Read questions about money issues
e Read about credit cards

 Read about ways to save and invest
* Take notes

o Write a budget

Spotlight: Reading Compare and
contrast

Spotlight: Writing Use transition words

e Analyze advertisements
e Use context clues

e Compare
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e Sequence
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* Evaluate

e Rank job benefits
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Vocabulary

e Advertisements

e Shopping terms

e Food shopping tips
* Housing ads

e Courtroom language

* Types of crimes

* Word forms

e Instructions to obtain a marriage
license

* Instructions to obtain a driver's
license

e Citations

* Workplace skills and behavior
* Prefixes
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e Expenses and budgeting
* Banking
e Credit cards

Grammar

* Tag questions

e Adjective clauses

e Past perfect
e Past unreal conditional

e Quoted speech
* Reported speech

Civics Concepts

* Engage in comparison shopping

e Understand impulse buying

 Analyze advertisements

 Analyze personal shopping behavior

e |dentify financial service options for making
purchases

e Interpret basic court procedures

e Understand requirements for obtaining licenses
e Understand different types of crimes

e Understand information about traffic tickets

o Understand and analyze appropriate workplace
behavior

e Understand how to interview effectively

e Understand and rank job benefits

e |dentify job perfomance in an employee
evaluation form

e Interpret credit card applications
e Understand the use of credit

e Understand a budget

e Understand interest rates

e Understand banking services

Math Skills

Focus on Math: Compute
averages

Focus on Math:
Understand rates




Welcome to All-Star

All-Star is a four-level series featuring a “big picture” approach to meeting adult—I
standards that systematically builds language and math skills around life-skill topics. N

Predictable unit structure includes the
same logical sequence of lessons and two

Accessible lesson format in Lessons 1-4 . ! .
Spotlight lessons in each unit.

follows an innovative layout with a list of
activities labeled “Things to Do” on the left
and picture-dictionary visuals and readings
on the right.

“Big picture” scenes are springboards to a wealth of life-skills
vocabulary, activities, and discussions in the Student Book and
all-skills expansion activities in the Teacher’s Edition.

TALK ABOUT IT: Describing Transportation Problems

UNIT 2: Getting Around

e (" It happened
4 during rush hou

THINGS TO DO
K Warm Up

Work with your classmates to answer the questions below.

1. How do you ufally get around—on foot, by car, or
by public transdortation? Which do you prefer?

during rush hour in the picture?

2. What's happenil
uding 3 unsafe ones.

List 10 things, i
[l Make Inferefices
Read the facts and '\trences below about Tom. Check

(/) the inferences thit are logical. Then choose another
person in the pictureand write facts about that person.
For each fact, write 2fnferences.

Facts I

Tom drives ared | _| He likes big cars.

sports car. He likes to drive fast.

Tom raninto | __|He’s not very happy now-
another car. —|He's not a very careful driver.

Read your inferences td the class. Ask them to identify
the person.

H Analyze
Work with a partner. Forl each situation below, describe
what you would do.
1. You have a flat tire . |
2. The police stop you fo] speeding.
3. You hit the side of a pprked car.
4. You see road constructipn ahead.
..............................
@ Setting Goals [Below are some topics in this
STRATEGY  unit. Identify edkh one as (1) very useful to
(3) not useful.

you, (2) somewhat useful,

__ car accidents | ways to travel
__ insurance terms

__ insurance policies
Cecesesecesereces

road maps
bus schedules
Tesecnceresronse:

Warm Up activities activate students’ background
knowledge and interest in the topic, and prompt
discussion.



Comprehensive coverage of key
standards prepares students to
master critical competencies.

Life-skills vocabulary is presented through
compelling realia, illustrations, and in rich contextual
environments.

VOCABULARY IN CONTEXT: Understanding Insurance Terms

UNIT 2: Getting Around

LESSON

THINGS TO DO
Bl Talk about It

My insurance
will cover it.

Dictionary of Yommon
Automobile Insuriice Terms

1. Actual Cash Value The
replace a vehicle mind the

amount it has deprecia¥ed since

you bought it.

Bodily Injury Liability Thi)

covers medical expenses fo

injuries the policyholder ca

to someone else.

Claim The policyholder's

N

Use the Dictionary of Common Automobile Insurance Terms on this page

to answer these questions.

1. Which terms in the list do you know?

2. Is it important to have collision insurance? Why or why not?

request for reimbursement of a
loss covered by their insurance
policy.

4. Collision This covers damage to
the policyholders car from any
collision. The collision could be
with another car, a wall, a rock,

3. What is the difference between collision and comprehensive coverage? etc.

Named Insured and Address:

Policy Number: 00044 44 244 4443 5

5. Comprehensive This covers Thomas Rideout POLICY PERIOD (12:01 A.M. Standard Time)
[l Write True or False damage to the policyholder’s 564 Philips Street FECTIVE OCT 01 2009 TO OCT 01 2010
car from something other than Miami, FL 33136

Study the insurance policy on the next page and read the statements

below. For each statement, write True or False.

another car, such as theft, fire,
or earthquake.
6. Deductible The part of the loss

Description of Vehicle(s)

1. The name of the policyholder is Thomas Rideout. _ that you agree to pay if you YEAR MAKE MODEL BODY ANNUAL  IDENTIFICATION
2. The policy holder owns a Toyota. have an accident. TYPE MILEAGE  NUMBER
- - = 7. Medical P: 1ts or Pe 1l
3. The policy holder drives about 10 000 miles a year. I {njury Protaction (F) This 2000 PORSCHE ~ BOXSTER  CPE2D 10000 WPOCA29894U612345
4. His insurance policy is good for 6 months. covers the treatment of injuries
5. Tom pays $50 000.00 for his liability coverage. - 0 the driver and passengers of COVERAGES LIMITS OF LIABILITY | VEH VEH ‘
6. Tom got a discount on his insurance policy the p.oh(yho\ders vehicle. (ACV MEANS ACTUAL CASH VALUE) Ulﬁ § ANNUAL | 02 ANNUAL
because he is a good driver. & 'y’;e‘:r;:;"f;hye;""x:: ::(g'ﬂ;\:g gh%gm FRFJ;IIUM li;rg_gm PRF_I\SIUM
7. Tom has a $500.00 deductible. higher the deductible, the lower =
8. Tom's bill for car insurance comes to $256.80. the premium PART A - LIABILITY
9. Tom has an alarm system in his car. 9 Pwv§"¥d Da'ﬂasehl-iabil!if{1 Tlgis BODILY INJURY EAPER $300 000
10. The insurance company is in Florida. e e EAACC $ 500 000 256.80
Now correct the false statements. property. PROPERTY DAMAGE EAACC $ 50000 92.00
T Ui O PART B - MEDICAL PAYMENTS
Appl Coverage This pays for EAPER $ 10000 19.25
pply treatment and/or property PART C - UNINSURED MOTORISTS
d f th licy-
ead each situation below and answer the question. Then compare ideas o e\ e A EORINYIN]URYS LR 1800000
ith your classmates. collision with an um’Jnsured EAACC $ 500000 A
e PART D - PHYSICAL DAMAGE COVERAGE
1. Someone stole your car and the police never found it. COMPREHENSIVE LOSS ACVLESS | D500 283.50
Which coverage would pay for your loss? tesesesesesecsecsecsesecetetetecs COLLISION LOSS ACVLESS | D500 376.00
2. A rock from a passing truck cracked your Learning Synonyms You can expand your
smateor VEHICLE TOTAL PREMIUM* 121155

windshield. Which coverage would cover your
loss?
3. You haven't had a car accident in 7 years. Do

vocabulary by learning synonyms. Find a
synonym for these words.

B XX XL XX TR TR PP PP PP RP R Ry TP

ANNUAL PREMIUM § 1211.55

! i yearly
you thlﬂkyou can get a discount on your car or truck payment *Premium is based on the following discounts: 5-year good driving record; anti theft device; designated professional group.
insurance?
driver crash

Critical thinking activities such as evaluating
and classifying, allow students to interact with
the content in a meaningful way.

Try This Strategy activities present specific
ways to help students learn vocabulary,
understand their personal learning style, and
approach academic tasks. These are included
towards the beginning of each unit.




Listening activities include a rich variety of everyday personal, Realia-based readings and narrative selections like
academic, and workplace conversations. Activities ask students maps, advertisements, stories, graphs, and online

to listen for important details as well as main ideas. articles provide the basis for developing reading
skills and associating text with listening passages.

UNIT 2: Getting Around LISTENING AND SPEAKING: Understanding Transportation Issues

3 Could you tell me O
the arrival time?

THINGS TO DO
Kl Warm Up

Work with your classmates to answer the questions below.

1. What do you think the people in each scene are saying?
2. Look at the map of Florida. What route would you take to get from
Miami to Tampa? From Miami to Ft. Myers?
E Put in Sequence 63

Number the pictures about Tom and his accident in order from 1 to 5.
Then listen to 5 conversations and check your guesses.

[El Listen for Specific Information 3

Read the statements below. Then listen to the conversations again and
check () True or False. Next, correct the false statements.

True False
1. Tom asks the police officer for her name. oo
2. Tom doesn't have proof of insurance. S U
3. Tom is polite to the police officer. o o
4. Yumiko asks Tom about the weather conditions at the
time of the accident. o o
5. Yumiko's phone number is 555-3465. a o
6. Tom's car has only a damaged windshield and bumper. 1 11 Gulf of Mexico
7. It will take a few hours to fix Tom's car. aoon
8. The mechanic offers to take Tom to Tampa. o
9. Tom buys a bus tl(ke‘t fr{r the 1:45 bus. jul o BUS SCHEDULE “.::‘I:innml Atlantic
10. Tom buys a round-trip ticket. s o e Ocean
11. Bill is Tom's boss. o o COMMUNICATION From To Date
12. Tom asks to borrow Bill’s car to go to the beach a o STRATEGY Miami, Downtown, FL Tampa, FL 10/14
A Use the Communication Strategy 63 Pausing Expressions Departs  Armrives  Duration  Transfers
When you need a moment . .
Role-play a telephone conversation between a customer and a ticket agent to respond to someone’s 07:55a 05:55p 10h,0m 0
at a bus station. Use information from the bus schedule on the next page. question or comment, use the 09452  0555p  8h,10m 0
A: Blueway Bus Service. Can T help you? following expressions. 11:55  0900p  9h,5m 0
B: Yes. Could you tell me if you have a bus to Tampa from downtown Miami Let me see. 0135p  11:15p  9h,40m 0
leaving around 9:00 in the morning tomorrow? Just a minute. 0145p  11:15p  9h,30m 1
A: Around 9:00 Let me see . We have a bus that departs at 9:45. Hold on a minute. 0410p 12102 8h,0m o
1

B: Can you give me the arrival time? 10:10p 05:30a 7h,20m

Communication Strategy boxes present specific strategies that
will improve students’ ability to communicate effectively, helping
them become more fluid, natural speakers.

Use the Communication Strategy activities
invite students to engage in everyday
conversations with their classmates, using the
vocabulary, grammar, and communication
strategy they have learned.

WINDOW ON MATH
Converting numbers to percentages

* Read the information.

To convert numerical information to a percentage, you should divide the part by the whole and
multiply by 100.

1. 130 calories (from fat) + 170 calories X 100 = 76.5% total calories from fat

2. 5 calories (from protein) -+ 14 calories (total) X 100 = 36% total calories from protein
Windows on Math help students culate th

develop functional numeracy skills Caleulate the percentages.

needed in everyday apphcatlons. 1. One package of peanut butter crackers contains 180 calories. Ninety calories come from fat.
What percentage of the calories are from fat?

2. A serving of pasta has 42 grams of total carbohydrates. The recommended daily amount of
carbohydrates is 300 grams. What percent of the recommended daily amount is the serving

of pasta?




A grammar lesson is presented in each unit, Grammar boxes describe the structure of
offering in-depth grammar practice. The essential the grammar and offers everyday examples to
grammar content is correlated to a variety of help students understand usage.

national and state standards.

UNIT 2: Getting Around

‘GRAMMAR: Using Past Forms of Modals

x The Past Form of Could
You can use could (not) have + a past participle to identify something that was possible (or
impossible) in the past. This structure is used to talk about an option not taken.
EXAWPLES:
1 could have left on Monday, but | decided to wait until Tuesday.
Jude could have bought a new car, but he decided to buy a used car.

wasson I should have
stayed home.

You couldn't have booked a ticket because your name is not on the flight list.
The Past Form of Should ./ y ! 9
You can use should (not) have + a past participle to give an opinion on or express regret about something in ! -
the past. You could have taken the train instead of the bus.
HefShe/it | could have gotten a cheaper fare by booking early.
BxawpLes: We couldn’t have seen the accident because it was too dark
Tom should have slowed down. (Slowing down was advisable, but Tom didn't do it.) The
I shouldn‘t have stopped the car. (Stopping the car was not a good thing to do, but | did it.) i
They should have taken the bus instead of driving. (Taking the bus was advisable, but they drove instead.)
1
You should have slowed down. Bl Write
He/she/it & should have bought some insurance.
We shouldn't have gotten angry. Answer each question with a complete sentence.
They
i 1. Ann rented a car to travel from Miami, Florida to New York. How else could she have traveled to New York?
She could have flown.
[l Complete the Sentences 2. Mohamed used a credit card to buy his plane ticket. How else could he have bought his ticket?
Complete the sentences with should + have and the past participle of the verb in parentheses.
1.1__should have taken _ the bus to Tampa, but | drove instead. (take) 3. Fatima only bought liability insurance for her car. What other kind of coverage could she have bought?
2. He < ive insurance, but he only bought liability. (buy)
3. To get cheaper plane tickets, they reservations seven days in advance. (make)
2 You " when the light tumed yellow instead of speeding up. (slow down) 4. Andrea left her computer in the car and someone stole it. What could she have done to avoid losing her
—_— computer?

5. You a discount on your car insurance because you haven't ever gotten a
ticket. (get)
6. When she saw smoke coming from the engine, she right away. (stop)

5. Ray was late to the meeting because he got caught in rush hour traffic. How could he have avoided being

What's Your Advice? late?

r each situation below, write a sentence telling what you think the person should have done and shouldn‘t
ve done. 6. Tranh tried to stop his car, but the streets were wet and he crashed into the car in front of him. What could
Tranh have done (or not done) in this situation?
. Nan forgot to put on the emergency brake when she parked her car and it rolled down the road and into
another car. She was lucky because it could have caused a much worse accident.

~

. Marcos bought his plane ticket from a travel agent. Where else could he have bought his ticket?

/

. Jamal had to pay a lot more for his plane ticket because he waited until the day before his vacation to bywt.

/

Keiko missed her train because she spent an hour looking for her wallet and got to the station late. /

/

Grammar practice activities guide students
through structured and progressively more
open-ended ways to use the target grammar.




Application lessons focus on Real-world documents and situations are
developing the students’ roles in life highlighted in the Application lessons, exposing
as workers, parents, and community students to critical concepts they encounter at
members. work, at home, and in the community.

UNIT 2: Geﬂing Around APPLICATION: Dealing with Emergencies

- QUESTIONS
LESSON Wh at To Do I n 1. According to the car accident checklist, what are 3 things you should do if you are in an accident?
. What are 3 things you shouldn’t do?
a Car Accident s

2. In a serious accident, which would you do first — call 911 or move your car onto the shoulder of the road? Why?
3. How could you warn oncoming traffic that there has been an accident?

4. Why shouldn’t you move an injured person?

5. Why is it important to get the names of any witnesses?
Kl Warm Up Y P 9 Y
Work with your classmates to answer the questions below. H Arply
1. Have you ever seen or been in a car accident? What happened? Work with one or more classmates. Read each situation below and answer the questions.

dent? - 2
2. What should you do if you see a car accident? What shouldn’t you do? 1. Oscar ran into a parked car leaving a big scratch along the side. He parked his car and left a
note on the other car giving his name, address, and phone number. What else could he have
[El Read and Respond done? What do you think he should have done?

D K hat to do if B r accident? Read the inf tion bel d r th fi h 2. Barbara was standing on the street corner when a truck ran a red light and hit another car. "I
o oot o e oW and answer the questions ofthe was probably the only witness to the accident,” Barbara said, “but I was in a hurry to get
page. il issing i i u ideou ident. home, so | just left quickly.” What do you think Barbara should have done?

Car Accident Checklist

« Stop immediately. Keep calm. Do not argue, accuse anyone, or make any admission of guilt for the afcident. Reduction of Past Modals
« Do not leave the scene; however, if the vehicles are operable, move them to the shoulder of the road

and out of the way of oncoming traffic.
« Warn oncoming traffic.

« Call medical assistance for anyone injured. Dial 911. Do what you can to provide first aid, fut do not should have (sounds like shuduv) shouldn't have (sounds like shudnuv)
move them unless you know what you are doing.

could have (sounds like cuduv) couldn’t have (sounds like cudnuv)

WINDOW ON PRONUNCIATION 6}

*Lis(en to the words. Then listen and repeat.

« Call appropriate law enforcement authorities.
* Get the information requested in the form below.

ﬁLiﬂen to the sentences. Write the missing words. Use the correct spelling.

Gther Vehicle Information Accident Facts
Owner: Thomas Rideout Phone: (305) 555-3465 Date: Nov 6 Time: £:45 am 1.1 renewed my driver’s license earlier this month.
Address: city, Miami, FL / Route 41 2. He taken an earlier flight.
Make/Model/Year: Condition of Road/Weather: dry / clear and sunny 3. They chosen a worse time to travel.
Vehicle>:___ Direction of your Car: west 4. she slowed down at the intersection.
i : BE3WE / Florida "+ | was stopped "
Weea il e e SpdleierCslemamd 5. You purchased insurance from that company.
Driver’s Name: Direction of other Car: west ) .
S 6. We bought our tickets online.
Phone: (305) 555-3465 Speed of other Car: About 25 mph Ran into backend
Address o0ERh b an] AES5156 Didithelpclice takelalreport2hva= R *Work with a partner. Ask the questions below. Write your partner’s answers.
Driver's License #/State: FLDOO0S90 / Florida Responding Police Department: Florida Highway Patrol X X X ’
1. Think about the last trip you took. What are two things you should have done differently?
Area of Damage: bumper. windshield_headlights Case/Report Number: FL2222XYZ
Witnesses 2. What could you have done to help someon}last week?
Name: Han Chen Phone: (813) 555-1263 Name: N/A Phone: What did you do to help someone last week?
Address: 1275 75 St. Tampa. FL 33619 Address:

Source: AAA Insurance, hitp:/ /wiww.ouraaa.com

Windows on Pronunciation help

1 students produce difficult sounds in
sson i B Check e o e X .
gz Howsafeisyourhome? English and address issues of stress,

o e o 8 1 i i
Check the main idea. o o ’
I Read the artil. heck the chidproofing ips tht you follow now I v the auestons using information from Actiiy &
CHILDPROOF YOUR HOME 1. What are three things you can do so children don't get burns?
O Keep medications and cleaners out of the reach of children. 3. How can you make sure children don't get a shock?
e e e, I st e s ou ik
O Keep electrical appliances away from the water. !

2
B

Safety i the kitchen:

0 Put childproof latches on cabinets

TAKE IT OUTSIDE: Interview a friend, family member o coworker. Write their answers in the chart.
Children's names Dangers in How their home
ages their home? is childproofed

0 Turn pot handles away.

0 Cook on back burners.

3 Keep sharp knives in a locked drawer or out of reach.
0 Supervise young children using the microwave.
0 Dont carry hot liquids and a child

Safety in the bedroom and living room:

oo r— Alternate application lessons in

0 Put locks on windows.

TAKE IT ONLINE: Use your favorite search engine to find information on childproofing your horme.

the Workbook provide a flexible
B ———— approach to addressing family, work,
and community topics in each unit.

0 Use a child saety gate at the top and bottom of the stars




Listening Reviews help teachers assess listening
comprehension, while giving students practice
with the item types and answer sheets they
encounter on standardized tests.

Vocabulary Reviews provide engaging activities for
students to review and assess their knowledge of the
vocabulary they learned in each unit.

UNIT 2: Getting Around
What do you Bl Vocabulary Review
LESSON

Use the clues to complete the crossword puzzle.

knoW? ACROSS o
2 The verb form of the word “collision” is [TTITT]1
[l Listening Review 4 3 X’:J'L‘Z‘i'gé'.fi':iﬁ; :::re in a:fa [T [ 11
Listen to each conversation and choose the best answer to the question you hear. Use the Answer Sheet. emergency. ]
1. A by bus 6 Aninsurance contract is calleda ___. FTT] ] — o
o at3:15 ANSWER SHEET 9 This word means “to repay.” — I [
< to Miami 1@ © 10 The amount of money you pay each year | f-—
2 @® © for your insurance. [TT11 L] 1
2. . road assistance 3 @® 11 This is what you look through whileyou || | L
8. the police S © are driving a car. o n il 1] ] O O
c. afllatwe 5 D @® 12 im?:emtn;(szfna(<ara<mdenusa N n
3. A. a higher deductible 6 © FI T
&. a discount for good driving T ® D DOWN — —
<. collision coverage 8 @D 1 This word means “to go down in value.”
4. A He wants to have a good time. " @® 4 Traffic that is coming towards you is called ___ traffic.
5. It's cheaper than flying. o > ® 5 "Watch out!” and “Be carefull” are examples of .
¢. He wants to see the country. 7 Another word for car or truck is __.

for “choice” .
5. A The man was speeding. 8 Another word for “choice” is __.

6. The man wasn't paying attention.
<. The man was driving too close to the car ahead

Listen and choose the sentence that is closest in meaning to the sentence you hear. Use the Answer Sheet.

6. A. My car is just like new. 1know these words:

NOUNS = liability © vehicle ADJECTIVES
8. When | bought my car it was worth $5 000. 0 actual cash value = option L windshield comprehensive
€ My car is worth less now. 11 antenna policy 11 witness
; 1 bumper = policyholder
7. A My insurance coverage starts on August 1.
Y o o 0 daim = premium VERBS
6. My insurance coverage ends on August 1. 1 collision = reimbursement © check into
<. My insurance coverage is very expensive. 0 coverage = rush hour U depreciate
11 deductible shoulder (of a road) 11 warn
8. A She bought a nonrefundable ticket it e e

5. She bought her ticket a week before her trip. 0 hood = trunk
<. she bought a bus ticket seven days in advance. X
1 practiced these skill, strategies, and grammar points;

9. . She bought labilty insurance 1 setting goals for the unit

listening and sequencing events

8. She has lial O making inferences tening for specific information
<. She didn‘t buy liability insurance. 1 analyzing transportation problems = using pausing expressions
11 learning synonyms comparing means of travel
10. A. I took the train. 1 reading road maps = using the past forms of should and could
5. I ook the bus 1 reading a bus schedule dealing with a car accident

<. I could have taken the bus. £ understanding car insurance practicing reduction of past modals

Spotlight: Reading and Spotlight: Writing lessons Learning Logs ask students to catalog the vocabulary,
appear at the end of each unit, offering supplementary grammar, life-skills, and strategies they have learned,
and targeted reading and writing skill development. and determine which areas they need to review.

UNIT 2: Getting Around

Spotlight: Reading Strategy

Main Idea:

SPOTLIGHT: Reading Strategy

Paragraph 2

To drive a car in the United States, you have to have a
driver’s license. However, a driver’s licer is necessary for

IDENTIEYING THE TOPIC AND MAIN IDEA more than driving a car. In the United States, a driver’s license is
also a major form of identification. If you want to cash a check
The topic of a paragraph tells what the paragraph is about. For example, the topic of a paragraph DGR ) g s o (A (o e g Ry
might be: wearing seatbelts, buying a plane ticket, or my trip to Georgia. T 7
The main idea of a paragraph is the writer's attitude or opinion about the topic. For example, the main =
idea of a paragraph might be: wearing a seatbel is essential, it's important to buy your plane ticket Topic:
early, or my trip to Georgia was a disaster.
Main Idea:
[E] Think of a main idea for each topic below and write it in the chart. Then write your own topic and main
idea. Compare your ideas with your classmates. R s
aragrapl
Topic Main Idea
To get a driver's license in California, you have to take a
1. driving too fast Driving too fast can be fatal four-part test. The first part of the test is a written examination
2. traveling by car with questions about the rules of the road. Another part of the
3 buying antol exam tests your knowledge of road signs. To get a license, you
- buying auto insurance also have to pass a vision test, but luckily you can wear glasses
4. making travel plans when you take this test. The last part of the test is the actual
" " driving test. That's when you drive on the road and try not to
5. driving while drunk e e e ¥ y
6. traveling by plane
7. hitchhiking Topic:
8
Main Idea:
[F] Read paragraphs 1 through 4 and identify the topic and the main idea.
Paragraph 1 Paragraph 4
Be sure to do your homework if you're buying a pre-owned
way people travel differs greatly. Some people like to (or have come with unknown problems. It's best to look online and
olicexellonaehossiih 1 ding Jhote s tatiant- and elsewhere to read as much as you can to learn about the car and
means of transportation that are inexpensive. Other people like et o T ol s
(or can afford) the luxurious route in which they stay in the rochanic tost 1t bofore s0u buy 1t 1 you baty & reowined car
finest hotels, travel in first class, and eat delicious food along the S cecancist) S A Tt Ak R e
way. Still others like to travel alone and explore things on their e e e o e
s st e you buy from a private owner, make sure that they have all of
own, while others enjoy traveling with a tour group and sharing the paperwork showing regular maintenance throughout their
adventures with others. What kind of traveler are you? paper s & e8] L
ownership.
Topic Topic:
Main Idea:




Test highlights language patterns and grammar points
contained in a unit and consolidates student's knowledge

concerning what they should master.

UNIT 1: Skills and Abilities

Test

Name: Date: Score:
LISTENING: Listen to the conversation. Then choose the correct answer for each question.
Conversation 16}
1. Who are the two speakers? 4. What message should he write down?
A. Two friends. A. Please call back.
8. An employer and an employee. B. Will call again.
. A receptionist and a possible job applicant. <. Returned your call.
D. Alandlord and a tenant. D. Important.
2. Why is the woman calling? 5. When will the caller be able to ask about the job?
A To ask about a job. A. Tomorrow.
8. To talk to her boss. B. Later in the morning.
. To get an apartment. c. After two.
D. To order a newspaper. D. Around one.

3. What is the caller’s name?
A. Sarah Abdi
B. Sahara Abdi
c. Lily Rogers,
D. Lily Johnson.

GRAMMAR: Choose the correct answer to complete
the sentences.

6. Do you know 9. Can you tell me

A. what is the time? A. when she will be home?

B if the time is? 5. why did he leave early?

c. what time it is? c. where is the bank?

D. time? D. what day are we meeting?
7. Can you tell me 10. Do you know

A. where we are meeting? A. what did he say?

B. where are we meeting? 5. who called?

c.if are we meeting? c. why s it so late?

D. if we meet? D. when do we eat?

8. Do you know
A. if is Mary absent today?
B. can Juan drive a car?
c.if Tanya lives here?
b. does Hugo have a truck?

Test

READING: Read the information below and choose the best response.

In today’s workplace, employees should observe netiquette when
they write e-mails. Netiquette is a term describing the manners, or rules
of courtesy, that people observe on the Internet. Remember that your
e-mails at work belong to your employer and may be read by
supervisors. You should be polite when writing e-mails. Use mixed case
because using all caps looks LIKE YOU ARE SHOUTING. If you receive
an e-mail as part of a group, don’t hit “reply all” if you are really just
replying to the sender. Remember that things in an e-mail can be
misunderstood, so be especially clear and diplomatic.

11. This article is intended for . 14. Mixed case probably means
A. friends A. confusing words
B. family members B. emails with different sources
. workers c. reply all
D. students D. capital and lower-case letters
12. Netiquette is . 15. You probably shouldn’t hit “reply all” every time
A.aset of rules because
8. a type of e-mail . your mailbox will get too full
c. an Internet service B. the response may not be for everyone
. a office document c. it will repeat the original e-mail
13. Your e-mails at work belong to D. it w,ll send a response to all the e-mails you have
received

A you
B. your company

c. the person you are e-mailing
D. the Internet

VOCABULARY: Choose the word or phrase that is closest in meaning to the bold-faced words.

16. Tt is essential that we meet today. 19. Some articles are difficult to comprehend.
A. convenient A. pronounce
B. lucky B. understand
c. important . Pmember
D.sad D fewrite
17. My supervisor said I was very cooperative. 20. I fouldn’t concentrate in class today.

A. worked very well with others. . pay attention

B. was very punctual . understand
c. solved problems very well c. remember
D. was a very proficient writer. D. listen
18. The report was very concise.
A. accurate c. short and to the point B.long D. confusing

Translation exercises in the Test consolidates what
students have learned through this activity.



UNIT 1: Skills and Abilities

Supplemental Translation Exercises

A. Translate the following sentences into Chinese.

Lesson 1
1. When does the computer repair class meet?

2. Which two courses are the most expensive?

3. It'simportant for everyone to know how to manage stress.

Lesson 2
1. Itis easy for his listeners to understand what Peter is saying.

2. Good writers are able to express their ideas clearly and concisely.

3. To improve our interpersonal skills we must understand how our behavior affects other people.

Lesson 3
1. We're open until 9 p.m. every weekday.

2. Do you want me to have him call you back?

3. 'm sorry but he is not here right now.

Lesson 4
1. One-third of the students do not meet the minimum writing requirements of the course.

2. Good interpersonal skills are more important than they have ever been.

3. People who have mastered these computer skills are among the most sought after employees.

Words & Expressions provides a tool to help
students to understand vocabulary.

Supplemental Translation Exercises focus on
what students can achieve from such intensified

activites.

to i, fii

Ceuracy /'wkjurost/ n. KT (BL1E

), iHEH ()
affect /o'fekt/ vi. JZifi
ancestry /ensestri/ n. . 7

available /a'veilabal/ adj. 15

assess /a'ses/ vi.

St
behavior /br'hervja(r)/ n. 170, %1k Ak
gual /bar'lipgwol/ adj. WFNETTRY: AELHFA

s FFIES (B) )

clarity /Kleerity/ n. {4, Wi, i

clearly /'Kliali/ adv. WITfiik, %4

clumsy /'klamzi/ adj. i)

come up with #1111, {2t

complex /'kompleks/ adj. %4, Mty
comprehend /,kompri'hend/ vi. FEi%, 4%
concentrate /'konsantreit/ vi. / vi. %> T3 HE#
GERES) 5 BHi&Hh

concisely /kon‘sarsli/ ads: i

confused /kan'fjuzzd/ adj. #li i)

convenient /kan'vitnjont/ adj. Jj (R, (HFI, A&
cooperative /kau'bparatv/ adj. 4 {Ef. BMERT; B
W BLAH)

creative /kriz'ertiv/ adj. GIEIERT, A7 GliE i

cuisine /kwi'zimn/ n. B, A

demand /di'ma:nd/ n.

o

dependable /di'pendabl/ ad. a3t 5l
determined /di'taimind/ adj. "M, WP, B
distracted /dv'straektid/ adj. DAEALAT, Bk Sy
disturb /dr'stazb/ ve. 4T3, Wi, Tk

UNIT 1: Skills and Abilities

Words & Expressions

draft /draft/ v 4255, @i, w0
encourage /in'karid3/ ve. §50, #0E: LF

essential /i'senfal/ adj. KA /b1fy; A4 TE

evaluate /i'vaeljoert/ ve. ¥ {it, fiiit. i
foreman /'fommon/ n. 1.3, it

formal /'forml/ adj. 1=K, A FRUER

fulfilled /ful' fild/ adj. {2 ;A ARSI
identify /(a)'dentfar/ ve. At IR0 Wik
incredibly /m'kredably/ adv. fit; Hihs Hiiiths #3t
initiative /'nif(ativ/ n. 5 %

inquire /in'kwarta(r)/ vi. §TU7, gl

interact /,intor'akt/ vi. Z5ifs il A 1E
interpersonal /,inta'pa:sanal/ adj. A5 A2, Abiff
interpret /in'ta:prit/ ve. B, T %

leave out 2lifs: 2%

overcome /,auva'kam/ vr. It SR

overview /‘aovavjui/ n. £ 05, BEOL, HE&: HESL
personal /'pazsanl/ adj. /- Aff; FAAIf

pottery /'potori/ n. 35, 725 I

presentation /,prezon'teifon/ n. i, fiifx. Biik
professional /pra‘fefanl/ adj. iUl % ki
proficient /pro'fifont/ adj. Kty FALH)
promotion /pra'maufan/ n. §27F, 4k
punctuation /,papktjo'erfon/ n. i A7 S

quote /kwaot/ vt. 5|, 155

register /'red3ista(r)/ vi. idafk: HFic: {EM
registration form %#it %, fEfi#

request /ri'kwest/ n. %3k, iz

residence /'rezidons/ n. {1/




PRE-UNIT: Getting Started

INTRODUCTION

Have we
met before?

n Evaluate

How can you start a conversation with someone you don’t know? Read and evaluate the conversations below.
Check (v) Good start or Not a good start.

Nice weather V

today.

Hi. You look
familiar. Have
we met before?

Do you live

around here?
Yes, | do.
| live on the
East Side. |
What about & No, | don't
you? think so.
Q Good start d Good start
Q Not a good start d Not a good start

Hi, my name is Eva.

B N I

Hi. I'm Leo. Are
you married?

' I

Hi, Eva. I'm Scott. { [/w

Where are you &'F-p.,’—
from, Eva? Pl & I'm from

Mexico. And

you?

No, I'm not.

Q Good start Q Good start
Q Not a good start Q Not a good start

What did you like and dislike about each conversation? Share ideas with your classmates.




TALK ABOUT IT: Getting to Know Your Classmates

P Talk about It 63

Talk to a classmate. Take turns asking and answering questions 1 to 4 in the chart below. Write your classmate’s
answers. Then repeat with 2 more classmates.

ExAmpLE: A: Hi. My name's Oscar.

B: Hi, Oscar. My name's Shirin. It's nice to meet you.
A: Nice to meet you, too. Where are you from, Shirin?
B: I'm from Iran. And you?
A: I'm from Mexico.
B: Oh, that's an interesting country. What languages do you speak?
A: I speak Spanish and English. What about you?
B: I speak French, Farsi, and English.
A: Wow! How long have you been here?
B: For about ayear. And you?
A: T've been here for two years.
B: What classes are you taking?
A: I'm taking this class, a history class, and physics. What about you?
B: I'm just taking this class for now.
A: That's great. I think it will be a good class.
B: T think so, too. Well, nice talking with you.
A: Nice to talk to you, too.
Name 1. Where are you 2. What languages 3. How long have 4. What classes are you

from? do you speak? you been here? taking?




UNIT 1: Skills and Abilities

1/ What skills do you

«\  wantto learn?”

THINGS TO DO
K] Warm Up

Work with your classmates to answer the questions below.
1. What are 3 things you would like to learn to do for
personal growth? For professional growth?
2. Which class in the picture would you like to take? Why?

E] |dentify

What do you see people in the picture learning to do? List
6 activities below. Then check (v) the things you know
how to do or would like to learn to do.

I know | would like

Writing Il

&

Skills how to tolearnto
take photographs - O
| ]
| O
| O
O O
| O
| O

Find a classmate who wants to learn something you want
to learn. Discuss 3 ways to learn it.

Continuing Education Course Schedule

ExampLE: | could learn Thai cooking by working in a PlTeEe R (el (s

Thai restaurant. COURSE WKS TIME
TUITION
Auto Body Repair 12 6:30-9:30  $145
B Write Basic Computer Skills 10 7:00-9:00 $124
Careers in Banking 8 6:30-9:00 $109
Complete the registration form below with information Computer Repair 10 6:30-9:30  $149
about yourself. Choose 2 courses from the schedule. Defensive Driving 1 7:45-10:00 $45
Drawing Workshop 8 6:30-9:00 $124
Interviewing Skills 12 6:00-9:00 $165
Name Italian Cooking 10 7:00-8:30 $89
Keyboarding 8 7:00-8:00 $120
Address Photography 8  6:45-9:45 $149
Pottery | 10 6:00-8:30  $109
City / State / Zip Public Speaking 8  7:00-9:00  $109
Small Engine Repair 12 7:00-9:00 $165
Course 1 Stress Management 12 4:00-5:00 $89
= | Tai Chi 10 7:00-8:30 $75
Course 2 Writing Il 10  7:00-9:00 $124

Tuition total: $




TALK ABOUT IT: Exploring Continuing Education

L
%
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£

Italian Coking
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UNIT 1: Skills and Abilities

What skills
do you need?

THINGS TO DO

EJ Warm Up

Work with your classmates to answer the questions below.

LESSON

1. What skills do you need to be successful at work?
2. What skills do you need to be a good parent?
3. What skills do you see people using in the pictures?

EJ Read and Respond

Read the information in boxes 1 to 6 and circle your
answer to the question in each box. Then compare
answers with a partner.

B Evaluate

Read about the situations below and identify a skill each
person has or doesn’t have.

1. Laura made a presentation at work and at the end
everyone looked confused and no one asked her any
questions.

2. Charles and his neighbors are cleaning up the park
down the street. One neighbor wants to plant flowers
in the park, but Charles said that was a stupid idea.

3. Violet noticed that people are very formal at her
new job, so she has started to be more formal, too.

4. Sean owns a coffee shop downtown. His new
waitress is very slow and clumsy. As a result, many
customers have stopped coming in the morning.
Sean can’t understand why business is slow.

What would you do in each situation? Talk with a
classmate.

$000000000000000000000000000000
‘s\/G Setting Goals Below are some things you can

TRATESY  do in this unit. Number them in order from

most useful to you (1) to least useful (5).
___ interpret phone messages

read about common writing problems
write email messages
___ evaluate telephone skills

___ practice a job interview
I ZEEX E X E R R R EEEEEEE R AR AR R R AR XX XX XX XX XX J

VListening Skills

Good listening skills are essential for success at
work and in personal life. Good listeners
concentrate on what the speaker is saying; they
don't get distracted by their own thoughts or by
other things going on. They also know how to
show the speaker they are listening.

How good are your listening skills?
Very good Good OK  Not very good
1 2 3 4

p Interpersonal Skills

Interpersonal skills are the behaviors people use
when they interact with other people. To
improve your interpersonal skills you must
understand how your behavior affects other
people.

How good are your interpersonal skills?

Very good Good OK  Not very good
1 2 3 4




VOCABULARY IN CONTEXT: Identifying Job Skills

JOB SKILLS

F Oral Communication Skills

People with good speaking skills are able to
express their ideas clearly- It is easy for their
listeners to understand what they are saying.
Good oral communicators can also express their
ideas concisely- They are able to focus on the

important information and leave out
unnecessary details.

How good are your speaking skills?
Very good Good OK  Not very good
1 2 3 4

VProbIem-SoIving Skills

People with good problem-solving skills are able
to identify a problem and then come up with
possible solutions to the problem. They know
how to evaluate the possible solutions and
choose the best one.

. ‘“‘"*--‘
T

<=
-

How good are your problem-solving skills?
Very good Good OK  Not very good
1 2 3 4

VWriting Skills

Proficient \yriters are able to express their ideas
clearly and concisely so that their writing is easy

for others to comprehend,

-
- "

-
-

How good are your writing skills?
Very good Good OK  Not very good
1 2 3 4

VTeam Skills

People with good team skills are cooperative
when they work with others. They encourage
other team members by listening and
responding to their ideas. They resolve
differences for the benefit of the team. They
also take personal responsibility for
accomplishing the team’s goals and they do
their share of the work.

SN
How good are your team skills?

Very good Good OK  Not very good
1 2 3 4




UNIT 1: Skills and Abilities

Please leave /; ]
a message.
THINGS TO DO

EJ Warm Up

Telephone Do’s and Don’ts

Do
Work with your classmates to answer these questions. * speak clearly.

* identify yourself when you leave a

1. Do you have a telephone answering machine or
telephone message.

service? What does the message say?
2. Read the list of Telephone Do’s and Don'ts. Add two * be concise when you leave a

more ideas to each list. (Bl
e avoid using filler words such as

] Listen for General Information ¥ g{ﬁ/‘s‘ know," “like,” and *you
Listen to 6 telephone calls and number them in order o speak softly when you use a cell
from first (1) to last (6). phone in a public place.

___ Someone calls to inquire about a job. o

___ Someone calls to apologize for something.

_1 someone calls to ask a favor. ¢

___ The caller hears a message about business hours. Don't

___ Someone calls to invite someone to something. « use a cell phone in a restaurant.

___ The caller is returning a call. « hang up without saying

“"Goodbye."”

B Listen fOI‘ SpECIfIC |nf0rma‘tlon n ° keep anyone on hold for more

than a few seconds.
Read the telephone messages on the next page and

listen to the 6 telephone calls again. Add the missing c
information to the messages.

I Use the Communication Strategy 63

Choose a reason for calling a classmate. Practice leaving
a message on his or her answering machine. Then ask

your classmates to evaluate your message. Use the
communication strategy on this page. COMMUNICATION STRATEGY

A: You have reached the Li family. Please Stating Your Purpose
leave a message. When you call someone on the phone,
B: Hi. This is Rick Martinez calling for Jim. it helps to first state your name and

. - purpose for calling.
Jim, I'm calling to get the homework

assignment for English class. Could you

please call me at 555-8933? Thanks. Bye. My purpose for calling is to ...
The reason I'm calling is fo . ..

I'mcalling to...



Fat,

/

Leila left a message. She wants
to know if You can

Call her at 555-

Don

P

WHILE YOU WERE OUT
FOR:_Mv. Tatkase

pate: Jume |S  mme: 1230
FROM:

OF:

PHONE:

EMAIL:

Bf Will Call Again
D Please See Me

D Important

D Telephoned
Returned Call
E] Please Call

MESSAGE: Mv. Lee said he will

LISTENING AND SPEAKING: Analyzing Telephone Skills

V

Redwood High School
Continuing Education Office

HOURS:
Monday through Friday

Saturday

Sunday

Jan,

Maria called 10—

Maria ca?? T

a

730

v

FROM B&tév
DATE __June 72

TIME __2:30

TO
MESSAGE Called to

on
at [time]
. Her number is

[day]

555-

WHILE YOU WERE OUT

For: _Ms. Parker
pATE: _June 14 TiMe:
FROM: _Sam

OF:
PHONE:
EMAIL:

10:30

[ will call Again
|:| Please See Me
|:| Important

D Telephoned
|:| Returned Call
|:| Please Call

MESSAGE: Called to

Would like you to call back
when convenient.
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e Writing Skills

y

EJ Warm Up

Work with your classmates to answer the questions below.

1. In what jobs is it important to have good writing skills?
2. In your personal life, when is it useful to have good writing skills?
3. Skim, or read quickly, the article on the next page to find the main
ideas or facts. Then complete the chart below.
Title of the Article:

Source (where it is from): Sixt)I/(—six per(}f]ent of :]alariedb
. o workers in the U.S. have jobs
Topic (what it is about): that require writing. J

EJ Read and Respond

Read the article on the next page and answer these questions below.

. According to the article, what do 33% of employees fail at?
. Who is Susan Traiman and why does the writer quote her?
. Why are writing skills more important today than 20 years ago?

. According to the article, why is it a good idea to improve your
writing skills?

A WN =

5. Of the six writing problems listed in the article, which is the most
difficult for you? Why?

B Evaluate

Read the e-mail messages on the next page and answer the questions
below. Write yes or no. Circle the mistakes and underline the unclear
portions. Then correct the mistakes.

E-mail 1 E-mail 2

1. Are there any spelling mistakes?
2. Is there any missing punctuation?
3. Are there any grammar mistakes?
4. Is it clear?

5. Is it concise?

n Write

Write an e-mail message to a classmate. Ask your classmate to evaluate This construction worker is
your message by answering the 5 questions in Activity 3 above. writing a project report.




CRITICAL THINKING: Evaluating Writing Skills

How Well Do You Write?

1  Whether it's an e-mail memo or a complex
report, fully one-third of the U.S. workforce does
not meet the minimum writing requirements of
the jobs they currently hold, accordingto a
survey by the College Board’s National
Commission on Writing.

2  “Businesses are really crying out. They need to
have people who write better,” College Board
President Gaston Caperton told the Associated
Press. The survey was done with 64 companies
across six industries representing four million
employees: mining, construction, manufacturing,
transportation and utilities, services and finance,
and insurance and real estate.

3  With a computer on every desk, writing is
more important now than it has ever been. Fully
66 percent of all salaried workers in large U.S.
companies have jobs that require at least some
writing. Sadly, not everyone is up to the task.

Source: Netscape Network, http://channels.netscape.com

4

5

The top writing problems for most employees:

e Accuracy ¢ Punctuation
o Clarity e Grammar
* Spelling ¢ Conciseness

People who have mastered these writing
skills are among the most sought after
employees. “There’s no way to say that writing
has gotten worse,” Susan Traiman, director of
the education initiative for the Business
Roundtable, told the Associated Press. Rather,
“the demand has gotten greater.”

That demand has spread to jobs that once
were filled by employees who didn’t have to
know a verb from a noun, including electricians,
engineers, and foremen or forewomen.
Improving your writing skills is worth the time
and effort. More than half the companies
surveyed said they do assess writing skills

when they make hiring and promotion
decisions for salaried employees.

E-mail 1
RO B [=7 aquestion
Reply Reply All Print \ \ Inbox |4~

From: TPSmith@ccc.net
To: JBJones@ccc.net
Subject: a question

Hi Joe,

Joyce P. just called to say that we shuld meet on
Monday at 3. I'm busy on Monday so | was wondering

if you could go for me. By the way, the meeting is about
the new dress code so | think it's important for someone
to go. Sorry to ask you on such short notice but my
schedule on Monday is really full. Let me know as

soon as you can if you are available to attend this
meeting on Monday at 3:00.

Ted

E-mail 2

ROB [=7] December 12th meeting
Reply Reply All Print ‘ ‘ Inbox

From: BDBrady@ret.net
To: Pmuller@fdd.net
Subject: December 12th meeting

Paul

The next meeting of the Open Space Committee is on
December 12th at 7 p.m. Hope you can attend.

Barbara




UNIT 1: Skills and Abilities

Do you know if
Maria is married?

Indirect Yes/No Questions

It's common to ask a direct question when you think the other person probably knows the answer.
However, when the other person might not know the answer, it's common to ask an indirect question.
We also use indirect questions to ask politely for information. Indirect questions often begin with Do
you know, or Can you tell me.

Direct question Indirect questions

Is Maria married? Do you know if Maria is married?
Can you tell me if Maria is married?

To change a direct yes/no question to an indirect question, use if + noun + verb.

Direct questions Indirect questions
Does Rita speak Spanish? Do you know if Rita speaks Spanish?
Is Sam a good driver? Can you tell me if Sam is a good driver?
Did Joe get the job? Do you know if Joe got the job?

n Write the Question

Change the direct questions to indirect questions.

1. Is Hanh a good writer?

Indirect question: Do you know if Hanh is a good writer?

2. Does Tom have good problem-solving skills?

Indirect question:

3. Is the President of the U.S. married?

Indirect question:

4. Did Sam call?

Indirect question:

5. Did Jan apologize to Chandra?

Indirect question:

6. Did Lilia register for a computer class?

Indirect question:

7. Does Miguel have good communication skills?

Indirect question:




GRAMMAR: Asking Indirect Questions

Indirect Wh- Questions

You can also ask an indirect wh- question.
Direct question Indirect questions

Where is Jack? Do you know where Jack is?
Can you tell me where Jack is?

To change a direct wh- question to an indirect question, put the subject before the verb.

Direct questions Indirect questions
What time is it? Do you know what time it is?
What are your greatest strengths? Can you tell me what your greatest strengths are?
What did she say? Do you know what she said?
Who teaches the writing class? Can you tell me who teaches the writing class?

E Write and Ask

Rewrite each direct question as an indirect question. Then ask a classmate the questions.

1. Who is the President of the United States?
Do you know who the President of the United States is?

2. Where is San Diego?

3. How old is the President of the U.S.?

4. What time is it?

5. What street is the post office on?

6. When is the teacher’s birthday?

7. Where is Arizona?

8. When did class start?

9. Who wrote this book?

10. What did the teacher just say?




@TTS®  yniT 1: skills and Abilities

Job Interview
Questions

K Warm Up

Work with your classmates to answer the questions below.

1. Have you ever had a job interview? What questions did the interviewer ask you?
2. What advice would you give someone who is going to a job interview?

EJ Read and Respond

Read this article and complete the chart below. Then compare charts with your classmates.

Job Interview Questions
When you interview for a job, the interviewer is very likely to ask about your skills and abilities. Below are
three common questions that interviewers ask:

1. Tell me about yourself.
This is a very general request and it can be difficult to know what to say and what not to say. Basically,

the interviewer wants a quick overview of your work and educational background with a focus on your
accomplishments. The interviewer is not interested in learning about your personal life or your personal
problems. He or she wants to know about your skills and abilities. Don’t be afraid to use strong adjectives
such as dependable, creative, cooperative, competent, and determined to describe yourself.

2. What is your greatest strength?
You might be a very creative cook for your friends or an incredibly patient parent, but the interviewer

probably doesn’t want to hear about your strengths at home. Instead, identify one of your strengths
and explain how it could be useful in a work situation. A creative cook might say that she enjoys coming
up with new ways to do things. She should give an example showing how she’s done that in a work
environment. A patient parent could say that he is a good listener who likes to work with others to
resolve problems.

3. What is your greatest weakness?

When you answer this question, focus on the positive not the negative. Identify a work-related weakness
that could be viewed as a strength, and then immediately tell what you did or are now doing to overcome
this weakness. For example, you might say that when you see a problem, you feel a responsibility to solve
it. As a result, you sometimes have more to do than you can handle. You are resolving that by learning to
distribute work more equally.

Interview Question Do’s Don’ts

give a summary of your WOf’k

Tell me about yourself. and school backgrodnd,

What is your greatest strength?

What is your greatest weakness?




APPLICATION: Describing Skills and Abilities

E] Apply

Read the answers to each job interview question. Check (v) the answer you like best. Then tell a partner what
you like and dislike about each answer.

1. Interviewer: Tell me about yourself.

O Answer 1:  Asyou can see from my résumé, I'm a part-time student at Boxfield Community College,
but I have also worked at a number of different part-time jobs since | moved here. My most
interesting job so far was at the college library where | helped with the organization of their
computer system. | enjoyed this work especially because it required a lot of attention to detail.
O Answer 2:  Well, I'm married and | have 2 children and we just moved to this area because the schools
here are good. | am hoping my children will get a better education than | got. Our schools
were terrible. The classes were huge and we never did anything interesting.

2. Interviewer: What is your greatest strength?

O Answer 1:  Well, you know, | think | make friends very easily. Wherever | go | meet new people and | keep
in touch with them. At my last birthday party there were more than 50 friends at my house.

O Answer 2:  I'd say my greatest strength is my ability to get to know people. Many people dislike
meeting new people, but | love it. | seem to be able to make people feel comfortable

right away. Maybe it's because | really enjoy listening to them.
3. Interviewer: What is your greatest weakness?

O Answer 1: | have trouble getting off the telephone. I just enjoy talking with my friends, but it takes
up a lot of my time. Some days | spend hours on the phone.

0 Answer 2: | enjoy talking to people and | know that in the past | spent too much time on the
telephone. Now | watch the clock while I'm making business calls and I've cut my
telephone time in half.

Work with a partner. Role-play a job interview. Ask the questions above.

WINDOW ON PRONUNCIATION 6%

Blending Words in Questions with You

Sometimes when two consonants are next to each other we blend the sounds
together. Listen to the phrases below. Listen again and repeat.

can't you did you haven’t you shouldn’t you
could you don’t you should you would you

ﬁWrite the phrases from Activity A in the correct column below.

Underlined letters sound like j(as in juice) | Underlined letters sound like ch (as in chew)

can't you

Listen to the sentences. Write the missing phrases from Activity A. Then take turns
with a partner asking and answering the questions.

1 have any supervisory experience in your last position?
2 tell me what your greatest strength is?

3. describe your duties in your last job?

4 like to study something new?




UNIT 1: Skills and Abilities

What do you
know?

K] Listening Review 6d

Listen and choose the statement that is closest in meaning to the statement you hear. Use the Answer Sheet.

1. A. Juanita didn’t care about her work. 4. A. John called me first.
B. Juanita did her part of the job. 8. | returned John's call.
¢. Juanita didn't share her work. ¢. John called me back.
2. A Bill solved the problem. 5. A. I'm calling to inquire about
B. Bill's problem doesn’t have a solution. the job.
¢. Bill needs a solution to his problem. B. I'm calling to apologize.
3. A. He can’t concentrate. ¢. My purpose for calling is to

B. He is a skilled writer. invite you to the sale.

¢. He encouraged me to write.

Listen to each conversation and choose the best answer to the question you hear.
Use the Answer Sheet.

6. A. He's a new employee. 9.

A. Please call Jan Smith later.
B. He's dependable. 8. Jan Smith will meet you later.
¢. He has good team skills. c. Jan Smith will call back later.
7. A. She writes well. 10. A. the time
B. She is a good speaker. B. the day
c. She is good at solving problems. c. the date

8. A. Please call Mike Jones at 555-7793.
B. Please call Mike Jones at 555-7993.
C. Please call Mike Jones tonight at 555-7799.

E Dictation €%

VLLLEEELL

-
o

ANSWER SHEET

CICICICICICICISICIC
CISISICICICICINICIS

Listen and write the sentences you hear.

1.




[ Vocabulary Review

REVIEW AND ASSESSMENT

Write the missing noun or verb form in Chart 1. Write the missing adjective or adverb form in Chart 2.

Chart 1

NOUN

VERB

behavior

behave

comprehension

concentration

cooperate

demand

encouragement

distraction

interaction

promote

© © ® N o U1k WDN =

resolution

-_

Chart 2

ADJECTIVE

ADVERB

11. | clear

clearly

12. | concise

13. cooperatively
14. responsibly
15. essentially
16. | proficient

17. personally

18. | accurate

19. | soft

20. | incredible

Choose 6 words from the charts above and write 6 questions. Then ask your classmates your questions.

ExampLE: How can you improve your listening comprehension?

| know these words:

NOUNS

[ accuracy

[ behavior

0 clarity

0 demand

[ overview

O responsibility
[ personal

[ promotion
O share

1 setting goals for the unit

O identifying skills to learn

1 evaluating work skills

O listening for general phone information
1 listening for specific phone information
kD stating your purpose on the phone

VERBS

affect

assess

come up with
comprehend
concentrate
encourage
interact
leave out

[ overcome

[J quote

[J resolve

0 speak softly

Oooooooogoo

| practiced these skills, strategies, and grammar points:

ADJECTIVES

Oooooooag

Ooooooad

complex
cooperative
distracted
essential
interpersonal
proficient
sought after

taking phone messages
evaluating email messages

ADVERBS
0 clearly

[ concisely
0 incredibly

OTHER
0 according to
J upto

asking direct and indirect yes/no questions
asking direct and indirect wh- questions
understanding job interviews

applying job interview skills

17



UNIT 1: Skills and Abilities

Spotlight: Reading Strategy

MAKING INFERENCES

A fact is information that can be verified, or shown to be true. An inference is a logical conclusion
based on factual information. An inference is an interpretation of a fact.

EXAMPLES:
Fact: Oscar found the problem with my computer and fixed it.
Inference: Oscar is a good problem solver.
Fact: Oscar always gets to work on time.
Inference: Oscar is dependable.

When you read, it's important to distinguish facts from inferences. It's also important to be able to
make logical inferences from the facts you read.

n Read each fact below. Then check (v) the logical inference in each pair.
1. Fact: Everyone in the class failed the test.

Inferences: O The test was very difficult.
O Everyone in the class understood the material.

2. Fact: It's about 200 miles from Boston to New York.

Inferences: [J You can't fly from Boston to New York.
O It takes about 4 hours to drive from Boston to New York.

3. Fact: Carlos spoke Spanish to his grandmother.

Inferences: [ Carlos is bilingual.
O Carlos's grandmother understands Spanish.

4. Fact: Taka wants to take a computer course.

Inferences: O Taka has excellent computer skills.
0 Taka wants to improve her computer skills.

5. Fact: Manuel stopped talking on his cell phone when he realized it disturbed his coworkers.

Inferences: [0 Manuel has good interpersonal skills.
0 Manuel doesn't like to talk on the telephone.

18



SPOTLIGHT: Reading Strategy

E Read the article and answer the questions below with facts from the article.

With Big Risks Come Big Rewards for Inmigrant Family
by Christina Lima

In 1979, To and Hong Trieu arrived in Portland, Oregon from war-ravaged Vietnam. To was 30 and Hong
was 22. Once in the United States, they married and dreamed of having children and getting good jobs. But
finding work wasn’t easy. They spoke little English, so their choices were limited to jobs such as washing
dishes and cleaning floors.

Now, many years later, things have for the Trieus. They own two successful Asian restaurants. “It’s a
dream come true. I turned around feel fulfilled ,” Hong Trieu says. The Trieus’ story reveals a sharp
business sense. The couple blends Vietnamese and Chinese cuisines to reflect their Vietnamese birthplace
and Chinese ancestry, and to capture a larger market. They’ve picked busy locations for their restaurants.
And, perhaps more than anything, they’ve listened closely to their customers, many of whom insisted they
expand both the dining space and the restaurants” hours.

Source: www.oregonlive.com

1. How long ago did To and Hong come to the United States?

2. What goals did they have when they came to the United States?

3. Why did they have trouble finding good jobs when they first came to the United States?

4. What do the Trieus do for work now?

5. What did their customers want them to do?

B Give an inference about the Trieus based on the factual information below.
1. To and Hong didn‘t speak much English when they came to the U.S.

To and Hong probably didn't study English for very long in Vietnam.

2. To and Hong own two successful Asian restaurants.

3. It was difficult for the Trieus to find work when they came to the U.S.

4. To and Hong listened to their customers and expanded the size of the dining area.

5. The Trieus have lived in the U.S. since 1979.
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UNIT 1: Skills and Abilities

Spotlight: Writing Strategy

WRITING BUSINESS LETTERS

A business letter has six main parts: heading, inside address, salutation, body, closing, and signature.
Heading: The heading includes the writer’s complete address and the full date.

Inside Address: The inside address should include the name and complete address of the person
and/or the company to whom you are writing. The person’s name is on the first
line, then his or her title, then the company and address.

Salutation: The salutation goes below the inside address. Some common salutations are:
Dear Ms. Wong: To Whom It May Concern:
Dear Mr. Hernandez: Dear Sir or Madam:

Body: The body of the letter gives your reason for writing. This information should be

clear and brief.

Closing: The closing is below the body of the letter. Common closings for a business letter
are: Very truly, Yours truly, Sincerely, or Sincerely yours. Use a comma at the end
of the closing.

Signature: The writer's signature goes under the closing. In a typed letter, the writer’s
name is also typed below the signature.

The layout of a business letter is usually in semi-block style or full-block style.

n Label the parts of Letter A below and Letter B on the next page.
Letter A: Semi-block Style

Chicago, IL 60607
November 12, 2010

4355 Bryson Avenue }

Mathew Chico

Director of the Americas Region
American Red Cross

P.O. Box 37243

Washington, DC 20013

Dear Sir or Madam:

Enclosed please find my financial donation to help _|
the Red Cross with its relief services.

Sincerely, ————

Doy Mill, ———
Daisy Miller

20




SPOTLIGHT: Writing Strategy

Letter B: Full-block Style

4355 Bryson Avenue
< | Chicago, IL 60607
November 14, 2010

~ | Ms. Anna Phillio

Director, Customer Service

< | Real Goods Company
4335 West Wilson Avenue
L | Chicago, IL 60625

Dear Ms. Phillio,

| Thank you for the opportunity to interview for a position as sales
associate. Talking with you yesterday strengthened my interest in

working for Real Goods. I believe that with my educational and

work background, I could carry out the responsibilities of a sales

associate with both energy and confidence. I look forward to

L | hearing from you.

Sincerely,

Doy Millow

Daisy Miller

E How is the semi-block style different from the full-block style? List 2 things.

ExampLE: The semi-block style has the heading in
the upper right while the full-block style
has the heading in the upper left.

B Write a sample business letter to the Speed% English Language Program. Imagine that ?/ou want to take
classes. Ask for specific information about their program. Use either the semi-block style or the full-block

style for your business letter. Address your letter to:

Howard Smith, Director

Speedy English Language Program
1234 16th Street NW

Washington, DC 20036
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UNIT 1: Skills and Abilities

Supplemental Translation Exercises

A. Translate the following sentences into Chinese.

Lesson 1
1. When does the computer repair class meet?

2. Which two courses are the most expensive?

3. It'simportant for everyone to know how to manage stress.

Lesson 2
1. Itis easy for his listeners to understand what Peter is saying.

2. Good writers are able to express their ideas clearly and concisely.

3. To improve our interpersonal skills we must understand how our behavior affects other people.

Lesson 3
1. We're open until 9 p.m. every weekday.

2. Do you want me to have him call you back?

3. I'm sorry but he is not here right now.

Lesson 4
1. One-third of the students do not meet the minimum writing requirements of the course.

2. Good interpersonal skills are more important than they have ever been.

3. People who have mastered these computer skills are among the most sought after employees.




Supplemental Translation Exercises

Lesson 5
1. Do you know when the class started?

2. Do you know if John has good writing skills?

3. Do you know who wrote this book?

Lesson 6
1. As you can see from my resume, | have worked at a number of different part-time jobs since | moved
here.

2. Sonya enjoyed her work especially because it required a lot of attention to detail.

3. | enjoy talking to people and in the past | spent too much time on the telephone.

Lesson 7
1. Bill came up with a solution to the problem.

2. I'm calling about the job in sales.

3. Mike seems to work well with everyone on the team.

B. Translate the following sentences into English.

Lesson 1

1. BERELZDE?

2. FRIBPREZDE?

3. FNEN{A{E A R R 1 & AERIR Ao
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UNIT 1: Skills and Abilities

Lesson 2

1. BETEMDPAEFHEREMRD, REFNETRKERRLERN,

2. BATEEERHEE, AREFRIBRIDE.

3. SAEEMANETEN R ANEIR, FMHRkRE, LEBRREUER,

Lesson 3
1. BATHIFERE—TRIMT AR T,

3. REEGEH—TEMNEED?

Lesson 4
1. AR/ ANEBEIRBIESETENEX,

2. LB EFFENRRESREANSIERBERERH,

3. MRMRESMTEA—HRW, FFE—HEEFHE,

Lesson 5
1. BmMEEEEHGBIE, REED?

2. REEHE/LRTIE?

3. fRANERERRITEMSRE LMD?




Lesson 6
1. BRANEBRMTA? RANBREMTA?

Supplemental Translation Exercises

2. RRAMMAREFEERFBPE,

3. HEOEREITAIARIE,

Lesson 7
1. #BEEEIRMCindyFTiE B IEMD?

2. JoeiBf AR TIEM=T T o

3. WHEKNBEIESHE?
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UNIT 1: Skills and Abilities

Test

Name: Date: Score:

LISTENING: Listen to the conversation. Then choose the correct answer for each question.

Conversation 1§

1. Who are the two speakers? 4. What message should he write down?
A. Two friends. A. Please call back.
B. An employer and an employee. B. Will call again.
c. A receptionist and a possible job applicant. C. Returned your call.

D. A landlord and a tenant.

2. Why is the woman calling?
A. To ask about a job.
B. To talk to her boss.
c. To get an apartment.
D. To order a newspaper.

3. What is the caller’s name?
A. Sarah Abdi.
B. Sahara Abdi.
c. Lily Rogers.
D. Lily Johnson.

GRAMMAR: Choose the correct answer to complete

the sentences.

6. Do you know
A. what is the time?
B. if the time is?
c. what time it is?
D. time?

7. Can you tell me
A. where we are meeting?
B. where are we meeting?
C. if are we meeting?
D. if we meet?

8. Do you know
A. if is Mary absent today?
B. can Juan drive a car?
c. if Tanya lives here?
D. does Hugo have a truck?

10.

D. Important.

. When will the caller be able to ask about the job?

A. Tomorrow.

B. Later in the morning.
C. After two.

D. Around one.

. Can you tell me

A. when she will be home?
B. why did he leave early?

c. where is the bank?

D. what day are we meeting?

Do you know
A. what did he say?
B. who called?
c. why is it so late?
D. when do we eat?



READING: Read the information below and choose the best response.

Test

In today’s workplace, employees should observe netiquette when
they write e-mails. Netiquette is a term describing the manners, or rules
of courtesy, that people observe on the Internet. Remember that your
e-mails at work belong to your employer and may be read by
supervisors. You should be polite when writing e-mails. Use mixed case
because using all caps looks LIKE YOU ARE SHOUTING. If you receive
an e-mail as part of a group, don’t hit “reply all” if you are really just
replying to the sender. Remember that things in an e-mail can be
misunderstood, so be especially clear and diplomatic.

11. This article is intended for
A. friends
B. family members
C. workers
D. students

12. Netiquette is

A. a set of rules

B. a type of e-mail

C. an Internet service
D. a office document

13. Your e-mails at work belong to
A.you
B. your company
C. the person you are e-mailing
D. the Internet

14

15.

. Mixed case probably means
A. confusing words
B. emails with different sources
C. reply all
D. capital and lower-case letters

You probably shouldn’t hit “reply all” every time

because

A. your mailbox will get too full

B. the response may not be for everyone

c. it will repeat the original e-mail

D. it will send a response to all the e-mails you have
received

VOCABULARY: Choose the word or phrase that is closest in meaning to the bold-faced words.

16. It is essential that we meet today.
A. convenient
B. lucky
C. important
D. sad

17. My supervisor said I was very cooperative.
A. worked very well with others
B. was very punctual
C. solved problems very well
D. was a very proficient writer.

18. The report was very concise.

A. accurate c. short and to the point

19.

20.

Some articles are difficult to comprehend.
A. pronounce

B. understand

C. remember

D. rewrite

I couldn’t concentrate in class today.
A. pay attention

B. understand

C. remember

D. listen

B. long D. confusing




UNIT 1: Skills and Abilities

Words & Expressions

according to {E, %M

accuracy /‘ekjurost/ n. }5 (BEEE), #EF (1)

affect /a'fekt/ vt. 20|

ancestry /'ensestri/ n. 46, HFH

assess /a'ses/ vt. TPE, BE

available /o'veilobol/ adj. 231

behavior /bi'hervjo(r)/ n. 174, Z1k; A

bilingual /bar'lingwal/ adj. FFESHI; REVEMANE S
;s AMAIES (B) /Y

clarity /'kleeriti/ n. {E%E, W, (i

clearly /'klralt/ adv. BiHfitth, #E5iEH

clumsy /'klamzi/ adj. ZEH#RY

come up with 284, 21

complex /'kompleks/ adj. & 74, MefERY

comprehend / kompri'hend/ vz. PR, 45i4s

concentrate /'konsontreit/ vt. / vi. L0 £5; Eh
GEBD) 5 RSl

concisely /'kon'saisli/ adv. {5 B

confused /kon'fju:zd/ adj. ¥4

convenient /kon'viinjont/ adj. F{ENY, {EFIR, A&
cooperative /kou'pporotiv/ adj. 51ERY, WERY; B
1 BLAHY

creative /kri:'ert1v/ adj. GIETERY, H A& A

cuisine /kwr'ziin/ n. I3, FFH

demand /di'ma:nd/ n. &3k, FHHE

dependable /di'pendabl/ adj. "[{Z#HY, AJEERY
determined /dr'ts:mind/ adj. "&5E1, RiREY, REAN
distracted /dr'straektid/ adj. EALA, Feik I
disturb /dr'sta:b/ ve. $THE, W%, FL

draft /dra:ft/ ve. f2 8, mEELE, Hi)

encourage /in'karidz/ ve. 550, 5h; X
essential /1'sen[al/ adj. %A/ ; AR wIEMN
evaluate /1'veljuert/ ve. ¥E4y, flitl, fhif
foreman /'foxmon/ n. T.3k, 4Pt

formal /'forml/ adj. FF3H, A PSR

fulfilled /fol'fild/ adj. W21 A NERFLLLELY
identify /(a)1'dentrfar/ ve. J\HY, IRBI1; HaE
incredibly /m'kredobly/ adv. 1R #hA; umih, MR
initiative /1'n1f(1)at1v/ n. FH XK

inquire /m'kwara(r)/ vi. ¥TWr, f[A]

interact / intor'&ekt/ vi. 233 A8 A1E
interpersonal /,into'pa:sonal/ adj. N5 N2 [EIfY, AFREY
interpret /in'tsiprit/ ve. ¥R, TR

leave out HH%; Zh&

overcome /,ouvo'kam/ vt. fikfik; AR

overview /'auvovjul/ n. Z2%, WENL, REAR; RS
personal /'paisonl/ adj. i~ NfJ; FANEY

pottery /'potori/ n. [ &%, [he% gl

presentation / prezon'teifon/ n. ik, %%, MR
professional /pro'fefonl/ adj. BOlLHY, ki
proficient /pro'fifont/ adj. @AY, ALY
promotion /pro'moufon/ n. 27}, T4k
punctuation / panktju'eifon/ n. brEf5 5

quote /kwout/ vt. BIH, £5]

register /'redzisto(r)/ vi. itae; &id; M
registration form #ig#%, M

request /ri'kwest/ n. Bk, gk

residence /'rezidons/ n. {£4b; HxE; ANE



Words & Expressions

resolve /r1'zolv/ vt. fiFe(a]8, SElA]. HRAES)
responsibility /r1,sponsa'bility/ n. F4F; B
share /[ea(r)/ n. (5r Z RIS oTHR LAY —
sought after |z WM Y

speak softly 2%

strategy /'straetidzy/ n. 5%, g

supervisory /'surpavaizori/ adj. %, VB
take up 53

turn around (ffi)#f4%

up to FEfELE:

29
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