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PREFACE

This text is intended for study in preparation for the TOEIC® / TOEFLE tests for
students at lower levels of proficiency. It is intended to help encourage beginning and false
beginning students with their vocabulary development in the business context. In order
that the text be appropriate for use in studying for both tests we have used the picture
format of the two, and the mini-lecture practice directed at preparation for the TOEFL.

The text is not an attempt to provide practice tests for either of the examinations, as the
tests are written at a level considerably higher than the material and activities contained
here. We have simply tried to provide a doorway for lower proficiency students to higher
levels of listening comprehension directed at the content and format of the TOEIC or
TOEFL test. Much of the vocabulary material has been verified by its inclusion in the
WBE word lists and corpus for business, if scholars are interested.

It would also be possible to use the material as a supplementary listening text to
another text which did not provide a listening component. There is a basic format for each
lesson upon which some variation has been made, but instructors will find the material
best used as described in the Teachers’ Manual under the Methodology section.

We have been slow in coming to completion of this text and we can only thank the
editor, Mr. Osamu Morita for his patience. We would also like to thank our families for
their support.

Elizabeth Hiser, Ph.D.
New Zealand

Seiichi Uno

Japan
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Following Directions

Look at the pictures, listen to the tape, and then circle the letter of the best answer for each
question in your booklet. Questions one and two are from picture one, while questions
three and four are from picture two.

1. a) He is typing directions to someplace.
b) He’s looking at a map.
¢) He has done a lot of overtime recently.
d) He needs to take a break.

2. a) Dinner time.
b) Lunchtime.
c) Time to get going.
d) Probably early morning.

3. a) Sitting down.
b) Standing up.
¢) Helping the employee now.
d) Talking on the telephone later.

picture two

4. a) There are no windows.
b) The door is open.
¢) In the far back.
d) The door is closed.



Conversation |

Listen to the conversation and questions. Look at the possible answers and then circle the

letter of the best item for each question in your booklet.

1. a) Not far at all.
b) About 30 miles.
¢) Four blocks, three lights, and two lefts.
d) About two hours’ drive.

2. a) The man has a lot of questions for the manager.
b) The haggling never stops.
¢) The manager has a lot of questions about the contract.
d) His manager is sending him.

3. a) Yes, of course.
b) Not really.
¢) Perhaps.
d) No, but his friend does.

4. a) Because he doesn’t understand.
b) To be sure he understands.
¢) So he can make a map.
d) So he can take notes.

Vocabulary: boss, confuse, contract, destination, details, familiar, GBC, guy, haggle, hang
a left / right, landmark, lost, manager, refer, reference.

Vocabulary to Study for the Mini-Lecture:




Mini-Lecture |

Read the passage and answer the questions below.

Following Directions

Following directions is not always as easy as we would like. Often the person giving
the directions forgets that you do not know the way and gives reference to landmarks with
which you are not familiar. The person may also remember details out of order which will
additionally confuse you. Finally, they may refer to landmarks or points of interest which
are not noticeable to those not interested in them, like yourself. The worst part of it all may
even be the estimates of time and distance between points or locations. In the end, maps
are usually the safest and clearest way to your destination.

1. What makes following directions easiest?
a) Correct distance and time between landmarks.
b) Having a map.
¢) Safe and clear directions.

2. Why are directions sometimes difficult to understand?
a) You don’t know the way.
b) Details are given out of order.
c¢) The person forgets the way themselves.

3. Why are good landmarks important?
a) You are safe, not lost.
b) They are given in correct order.
c) They are easy to see and follow.

4. What conclusion can be inferred after reading this short passage?
a) The author doesn’t like getting lost.
b) The author designs and sells maps.
¢) The author isn’t good at giving directions.

-10 -



Unit One: Following Directions (p.8)

boss (n.): person responsible for one’s work, person above you at work
confuse (v.): mix up

contract (n.): legal agreement usually written on paper and signed
destination (n.): place which is sought, the goal of travel

details (n.): small bits of information about a larger concept
familiar (adj.): to know or be comfortable with

GBC (n.): General Battery Corporation

guy (n.): (usually a male) person

haggle (v.): fight, bicker, quarrel

hang a left / right (v.): turn left / right

landmark (n.): site or object which is easily visible on the landscape
lost (adj.): unable to be found, missing

manager (n.): director, company employee of high status

refer (v.): comment about, mention

reference (n.): a comment about something

Unit Two: Polls and Surveys (p.11)

allows (v.): permits, gives permission

aspect (n.): one distinguishing feature or part of something

bar chart (n.): chart with bars showing the amount of data

compare (v.): to judge or evaluate by contrast with another thing:

comparison (n.): the judgement or evaluation of something

demonstrate (v.): to show

dozen (n.): twelve by count

Eskimos (n.): native North American Indians who live in cold climates

features (n.): marks

glimpse (v.): to view quickly

histogram (n.): type of chart that shows bars of data from a group or set

machinery (n.): equipment or apparatus

manner (n.): style or way

military equipment (n.): things used by the armed forces-—army, navy, airforce, etc.
pie graph (n.): chart shaped like a circle showing percentages of 100 for each part
(the) quarter (n.): one fourth of a financial year, three months of the year

scatter plot (n.): type of chart that shows positions for data according to two related sets of concepts plotted together
sideways (adv.): to the side, left or right but not straight forward or backward
summary (n.): brief outline or overview of something longer and more detailed
trend (n.): general direction or movement of data

Unit Three: Computers (p.14)

(computer) configuration (n.): type, style or set up for a personal computer

CPU (n.): central processing unit, computer

CRT (n.): cathode ray tube used in TVs an computer monitors

cursor (n.): the symbol on the computer screen that allows control and commands to be given to the CPU by use of the
mouse

(hard disk) drive (n.): a type of memory storage unit for computers

flexible (adj.): adaptable

(be) kidding (v.): (be) joking

limitation (n.): boundary

liquid crystal (n.): type of screen or monitor surface

missing (adj.): lost

monitor (n.): computer screen

nuisance (adj.): bother

on the road (adj.): travelling

plug into (v.): to tap

portable (adj.): moveable, convenient, handy

set up (v.): organize equipment for work




