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Task C. How can you improve it?

	I’m …








Task D. Write an e-mail introducing yourself to your new colleagues.
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2A Look at the emails again. Put the phrases in blue
from Exercise 1 into the correct place in this table.

More formal Less formal

Greeting

Opening

New job

Previous job

Invitation

Closing

Sign off
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B Write these words and phrases in the correct place
in the table above. Some phrases may be used in
both formal and informal emails.

Bestwishes, Good morning Helen,

I have been appointed as the new Marketing Manager
I'hope to meet you all soon

I'm sending this email to introduce myself

I've just got the job of IT Supervisor

| was a Store Manager before

My previous job was as Customer Services Manager
Perhaps we can meet up over lunch today. Yours,
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3A Workin pairs. Turn to page 126 and read an email from a new HR Manager to all
company staff. Discuss whether the email needs to be formal or informal and how you
could improve it.
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To all staff

I'm Gabriela your new HR Manager. | started work
today. Come and meet me, but book an appointment
first. I'm sure we'll get on really well.

See you soon.
Gabriela de Souza
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Model answer
Dear colleagues,

Iwould like to introduce myself to you. My names ...and
Iam the new HR Manager for the company. Before | joined
this company, | was working for a manufacturing company.
1am really excited to be working with you all here n this
young, fast-growing company.

Please feel free to contact me any time if you have any
immediate questions and | ook forward to meeting you all
very soon.

Kind regards,
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Lead-in

1A Read the two emails below and choose the correct
options in italics.

B o woeigsa

From: Elenor Rinna
Subject: Good morning!

Dear / Welcome colleagues,

I would like to introduce 2me / myself as the new
Account Executive in your department.

Before | 3joined / join this company, | was working

in a similar position in a very small company in
Sweden. However, | “wanted / am wanting to work for
a larger company so | am really excited to be working
Sby / for this company.

Please feel free to contact me by email or phone
Sif / so you have any questions.

| very much look forward to ’meet / meeting you all
in person.

#Kind / Truly regards,
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ﬂ To: All staff

From:  Alexis Pinar
Subject: Good morping!

Hi everyone,

I'm Alexis Pinar and | want to introduce myself to
you. I've just started work here as the new Assistant
Designer. | finished ®study / studying business finance
at university in June, and I'm excited to be working
here. It's a bit '°scary / afraid as it's my first job, but
I'm sure I'll soon fit in OK.

I'm looking forward to working with you all /
everyone.

Bye for now,
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B Which of these emails do you think is more formal?




