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1. COMMON MISTAKES

EXPRESSING PLACE: ON vs IN vs AT 

ON: "on top off" On + surfaces On the floor
On + means of transport On a train
On + parts of the body On my leg
On + directions On the left
On + media On the radio/TV

IN: "inside" In + countries In Spain
In + rooms In the bathroom 
In + bodies of water In the sea 
In + climate In the sun 
In + certain places In hospital 
In + means of transport In a car 

AT: At + common places At the doctor's
At + address At Arturo Soria, 75
At + certain positions At the front 

In certain cases we can use more than one option. The meaning of the sentence will determine 
what to use.

I am AT the hospital to collect some test results. (I am around the hospital or for a short visit)
I am IN the hospital getting some tests. (I am actually inside the hospital or there to stay)

He is IN the taxi. (He is inside the taxi)
There is a bump ON the taxi. (On the surface of the taxi)

DRILL 1.01: Fill the gap with IN, ON or AT.

1. The wine is _______ the oak cask. 1. in
2. Can you pass me the folder? It's ________ the countertop. 2. on
3. She was _______ the dentist when I called her. 3. at
4. She was listening to the news _______ the radio. 4. on
5. He has a large cabin _______ the beach. 5. at
6. We had been _______ work for 12 hours. 6. at
7. Shall we meet _______ the airport? 7. at
8. She was studying _______ Japan back then. 8. in
9. The consultant is _______ 25 Oxford Street. 9. at
10. I got _______ my bike to go to the park. 10. on
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DRILL 1.02: Fill the gap with IN, ON or AT.

1. The industrial center is _______ the back of the village. 1. at
2. You can find the bank _______ the center of town. 2. in
3. The post office is ______ the left of the town hall. 3. on
4. The report will be presented _______ the board meeting. 4. at
5. We usually swim _______ the lake. 5. in
6. I got ______ the car and I drove to Liverpool. 6. in
7. He has a lot of moles _____ his face. 7. on
8. He was walking _______ the beach. 8. on
9. He owns an estate _______ the countryside. 9. in
10. There is more pasta ______ the pantry. 10. in

DRILL 1.03: Complete the following sentences with the PLACE reference in brackets.

1. There are a lot of empty seats ______ the bus. 1. on
2. We bumped into your cousin ______ the bus. 2. on
3. I have a little apartment ______ the beach. 3. at
4. I am walking _____ the beach right now. 4. on
5. Please leave your bags ______ the floor. 5. on
6. They broke a hole ______ the floor. 6. in
7. He left his briefcase ______ the car roof. 7. on
8. His suitcases were ______ the car trunk. 8. in
9. I just arrived _____ the company´s central office. 9. at
10. I am _____ the living room waiting for a call. 10. in

DRILL 1.04: Complete the following sentences with the PLACE and TIME references in brackets.

1. The CEO will arrive. (office) (half an hour) 1. The CEO will arrive at the office in half an hour.
2. You will find the proposal. (drawer) 2. You will find the proposal in the drawer in 

(morning) the morning.
3. They manufacture the components. (factory) 3. They manufacture the components in the 

(weekend) factory at the weekend.
4. We were admitted. (hospital) (3pm) 4. We were admitted in hospital at 3pm.
5. The article will be published. (newspapers) 5. The article will be published in the newspapers 

(15-June) on the 15th of June.
6. The demonstration leaders carried a sign. 6. The demonstration leaders carried a sign at the 

(front) (Tuesday) front on Tuesday.
7. She was talking. (phone) (midnight) 7. She was talking on the phone at midnight.
8. We will be discussing the issue. (train) (Easter) 8. We will be discussing the issue on the train 

at Easter.
9. He walked up the mountain. (rain) (Monday) 9. He walked up the mountain in the rain on Monday.
10. The report was presented. (conference) 10. The report was presented at the conference 

(same time) at the same time.

2.  GRAMMAR

PRESENT PERFECT REGULAR

to have (Present) + verb (Past Participle)

AFFIRMATIVE: I have presented the new proposal. She has joined the company.
INTERROGATIVE: Have you presented the new proposal? Has she joined the company?
NEGATIVE: No, I haven't presented the new proposal. No, she hasn't joined the company.
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USAGE:
SIGNAL WORDS

1. Actions that have just finished.

She has just called the client. just
She's recently played tennis with me. recently
He has copied your ideas before. before
They have arrived this morning. this morning, week...

2. Actions that started in the past but are continuing in the present.

I have lived in Madrid for three years. for
I have worked in this company since 2003. since

3. . Action that started in the past but the period of time has not yet finished.

I have moved house twice so far this year. so far
I have changed jobs twice up to now. up to now / until now

She has never used the London underground. never
Has she ever used the London underground? ever (interrogative)
She hasn't ever used the London underground. ever (negative)

I have already studied the lesson. already 
Have you studied the lesson yet? yet (interrogative)
No I haven't studied the lesson yet. yet (negative)

DRILL 2.01: Fill the gap with the REGULAR verbs in the PRESENT PERFECT. 
|  comply  I  listen  I  answer  |  call  |  copy  |  cry  |  regret  |  measure  |  promise  |  complete  | 

1. She _____________ quitting her job many times. 1. has regretted
2. The children _____________ a lot because of the bad news. 2. have cried
3. He _____________ a salary raise for next year. 3. has promised
4. We _____________ to your explanations many times. 4. have listened
5. She _____________ the table several times. 5. has measured
6. We _____________ our tasks in record time. 6. have completed
7. My boss _____________ many times this morning. 7. has called
8. The secretary _____________ dozens of calls today. 8. has answered
9. The company _____________ with all the legal requirements. 9. has complied
10. They _____________ our patent. Let's sue them. 10. have copied

DRILL 2.02: Let ́s do 12 more this time with signal words. 
|  live  |  multiply  I  jump  I  supply  |  carry  |  deploy  |  apply  |  slip  |  benefit  |  fix  |  travel  |  achieve  |

1. She ___________ the basket all the way. 1. She has carried the basket all the way 
(up to now) up to now.

2. We ___________ form the tax benefits. 2. We have recently benefited from the tax 
(recently) reduction.

3. They ___________ the world constantly. 3. They have traveled around the world 
(for one year) constantly for one year.

4. The military ___________ the soldiers to protect 4. The military has never deployed the soldiers 
the city. (never) to protect the city

5. The goat __________ over the fence and has 5. The goat has jumped over the 
been roaming free. (yesterday) fence and is roaming free since yesterday. 
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6. He ___________ us with good quality materials. 6. He has always supplied us with good quality 
(always) materials.

7. She ___________ a note in my pocket. (just) 7. She has just slipped a note in my pocket.
8. We ___________ profits for the company. 8. We have already multiplied profits for the 

(already) company.
9. She ___________ the car starter by herself. (before) 9. She has fixed the car starter by herself before.
10. He ___________ for the job a twice this year. (so far) 10. He has applied for the job twice so far.
11. They ___________ a lot. (this month) 11. They have achieved a lot this month
12. You ___________ in Brussels. (2012) 12. You have lived in Brussels since 2012.

DRILL 2.03: Use the present perfect with either ALREADY or YET.

1. I park the car. INTERROGATIVE: 1. Have you parked the car yet?
AFFIRMATIVE: Yes, I have already parked the car.
NEGATIVE: No, I haven't parked the car yet.

2. She cooks dinner. INTERROGATIVE: 2. Has she cooked dinner yet?
AFFIRMATIVE: Yes, she has cooked dinner already.
NEGATIVE: No, she hasn't cooked dinner yet.

3. You provide a new service. INTERROGATIVE: 3. Have you provided a new service yet?
AFFIRMATIVE: Yes, I have provided a new service already.
NEGATIVE: No, I haven't provided a new service yet.

4. They compare the quotes. INTERROGATIVE: 4. Have they compared the quotes yet?
AFFIRMATIVE: Yes, they have compared the quotes already.
NEGATIVE: No, they haven't compared the quotes yet.

5. He monitored their progress. INTERROGATIVE: 5. Has he monitored their progress yet?
AFFIRMATIVE: Yes, he has monitored their progress already.
NEGATIVE: No, he hasn't monitored their progress yet.

DRILL 2.04: Use the present perfect with either EVER or NEVER and BEFORE.

1. I park the car. INTERROGATIVE: 1. Have you ever parked the car?
AFFIRMATIVE: Yes, I have parked the car before.
NEGATIVE: No, I have never parked the car.

2. She cooks dinner. INTERROGATIVE: 2. Has she ever cooked dinner?
AFFIRMATIVE: Yes, she has cooked dinner before.
NEGATIVE: No, she has never cooked dinner

3. You provide a new service. INTERROGATIVE: 3. Have you ever provided a new service?
AFFIRMATIVE: Yes, I have provided a new service before.
NEGATIVE: No, I have never provided a new service.

4. They compare the quotes. INTERROGATIVE: 4. Have they ever compared the quotes?
AFFIRMATIVE: Yes, they have compared the quotes before.
NEGATIVE: No, they have never compared the quotes.

5. He monitored their progress. INTERROGATIVE: 5. Has he ever monitored their progress?
AFFIRMATIVE: Yes, he has monitored their progress before.
NEGATIVE: No, he has never monitored their progress.

DRILL 2.05: Use the present perfect with either FOR or SINCE.

1. I _________ (study) French. (3 years) 1. I have studied French for 3 years.
2. She ________ (live) in Berlin. (2008) 2. She has lived in Berlin since 2008.
3. They ________ (support) the cause (a while) 3. They have supported the cause for a while.
4. We ________ (deliver) food. (last decade) 4. We have delivered food for the last decade.
5. I _________ (report) to you. (a long time) 5. I have reported to you for a long time.
6. They ________ (walk). (5 hours) 6. They have walked for five hours.
7. She ________ (garden). (then) 7. She has gardened since then.
8. Paul _________ (work) here. (the begining) 8. Paul has been working here since the begining.
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9. She _________ (play) the violin. (childhood) 9. She has played the violin since childhood.
10. They _________ (manage) the office. (last month) 10. They have managed the office since last month.

DRILL 2.06: Fill the gaps with the AFFIRMATIVE and the NEGATIVE in the PRESENT PERFECT.

1. He ________ in Lima, he _________ in London. (live) 1. has lived - hasn't lived 
2. She ________ fast, she _________ slowly. (walk) 2. has walked - hasn't walked
3. They ________ a lot, I ________ a lot. (exercise) 3. have exercised - haven't exercised
4. You ________ for the job, I ________ for the job. (apply) 4. have applied - haven't applied
5. I ________ my dog, you ________ my dog. (hug) 5. have hugged - haven't hugged
6. He _______ the trash, I ________ the trash. (empty) 6. has emptied - haven't emptied 
7. She ________ us, she ________ them. (alert) 7. has alerted - hasn't alerted
8. It ________ yesterday, it ________ last week. (happen) 8. has happened - hasn't happened
9. We _______ in the park, you_________ in the park. (picnic) 9. have picnicked - haven't picnicked
10. You ________ me, you ________ him. (employ) 10. have employed - haven't employed

DRILL 2.07: Ask the questions and respond in the PRESENT PERFECT. (Say the sentences out loud) 

1. Ask me if he _______ with the requirements. (comply) 1. Has he complied with the requirements?
2. Respond to your question with YES. 2. Yes, he has complied with the requirements.
3. Ask me if she _______ a new theory. (develop) 3. Has she developed a new theory?
4. Respond to your question with NO. 4. No, she hasn't developed a new theory.
5. Ask me if we _______ the new product. (advertise) 5. Have we advertised the new product?
6. Respond to your question with YES. 6. Yes, we have advertised the new product.
7. Ask me if he _______ his service online. (promote) 7. Has he promoted his service online?
8. Respond to your question with NO. 8. No, he hasn't promoted his service online.
9. Ask me if she _______ good behavior. (encourage) 9. Has she encouraged good behavior?
10. Respond to your question with YES. 10. Yes, she has encouraged good behavior.
11. Ask me if we _______ it to management. (report) 11. Have we reported it to management?
12. Respond to your question with NO. 12. No, we haven't reported it to management.
13. Ask me if she _______ the team fairly. (manage) 13. Has she managed the team fairly?
14. Respond to your question with YES. 14. Yes, she has managed the team fairly.

3. GENERAL VOCABULARY

NATURE

necklace A piece of jewelery used around the neck.
bracelet A piece of jewelery used around the wrist.
handbag A bag that is usually carried by hand.
crop top A T-shirt or top that is cut short at the waist showing the belly button.
dress A piece of clothing worn by women that covers the body in one piece.
tights A woman's close-fitting garment that covers the legs, hips, and bottom.
panties Short underpants used by women. Also knickers.
high heels Shoes with tall heels.
stilettos A woman's shoe with a thin and high heel.
mascara Make up that you wear on eye lashes.
lipstick Make up that you wear on your lips.
nail varnish - nail polish Make up that you wear on your nails.
blush Make up that you wear on your cheeks.
eye shadow Make up that you wear on your eyelids.

DRILL 3.01: Fill out nature related words.
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1. She applied ________ carefully on her eyelashes. 1. mascara
2. She was wearing a long silk _________. 2. dress
3. I think you have overdone your ________. Your cheeks look too pink. 3. blush
4. I asked for green _________ when I got my manicure this morning. 4. nail polish / varnish
5. I think it's too cold for bare legs. I will wear some _________. 5. tights
6. Those ________ look very uncomfortable but make you look tall. 6. high heels
7. ________ and bras are women's underwear. 7. panties
8. Her _________ is too tight around her wrist. 8. bracelet
9. Her _________ is always full of unusual things. 9. handbag
10. She wore ________ to the party and damaged the wodden floor. 10. stilettos
11. Her eyelids were covered in fluorescent __________. 11. eye shadow
12. She is wearing a very expensive _________ around her neck. 12. necklace
13. She looks different without her usual bright red ________ on her lips. 13. lipstick
14. It is not appropriate to wear _________ that show your belly to work. 14. crop tops

VERB:  NOUN:

- To use one's ability to please and attract in order to to charm charm
influence someone.

He CHARMED his way into the management team.
She displayed all her CHARMS to get the job.

- To behave playfully  like you are attracted to someone. to flirt flirtation
Not necessarily with serious intentions.

She FLIRTED with the boss at the Christmas party.
I will not tolerate FLIRTATION at work.

- To politely congratulate or praise someone for something. to compliment compliment
I COMPLIMENTED him for his excellent speech delivery.
He was full of COMPLIMENTS for the new manager.

DRILL 3.02: Complete the sentence with the best option. (Say the sentences out loud) 

1. They have ___________ the team for their outstanding performance. 1. complimented
2. She ___________ everyone with her enthusiasm. 2. charms
3. Pay my __________ to your family when you see them. 3. compliments
4. It is too obvious that you are _________ with the boss to get something. 4. flirting
6. Her __________ is not acceptable in the professional environment. 6. flirtation
8. One of his __________ is that he is always joyful. 8. charms

DRILL 3.02: Ask the questions and respond. (Say the sentences out loud)

1. Ask me if he has flirted with the boss before. 1. Has he flirted with the boss before?
2. Respond to your question with YES. 2. Yes, he has flirted with the boss before.
3. Ask me if she has charmed everyone. 3. Has she charmed everyone?
4. Respond to your question with NO. 4. No, she hasn't charmed everyone.
5. Ask me if he has complimented my work. 5. Has he complimented your work?
6. Respond to your question with YES. 6. Yes, he has complimented my work.
7. Ask me if he has many charms. 7. Does he have many charms?
8. Respond to your question with YES. 8. Yes, he has many charms.
9. Ask me if there is a lot of flirtation at work. 9. Is there a lot of flirtation at work?
10. Respond to your question with YES. 10. Yes, there is a lot of flirtation at work.
11. Ask me if he never gives any compliments. 11. Does he ever give any compliments?
12. Respond to your question with NO. 12. No, he never gives any cimpliments.
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DRILL 3.04: Write some sentences using these VERBS and NOUNS. (Say the sentences out loud)

1.
2.
3.
4.
5.

4. LISTENING EXERCISE

Go to the following link and listen to the video.
https://www.ted.com/talks/talaya_waller_the_future_of_branding_is_personal

DRILL 4.01: Answer these questions after seeing the video.

1. How many jobs on average will a millenial have 1. 10 to 15 jobs
in their lifetime.

2. What is a linear carreer? 2. you retire from the same job you 
got after college.

3. You are selling more than lemonade you are selling 3. lifestyle
a ___________.

4. The nest erelationships are not about what you can do 4. how you make them feel.
for someone but rather ____________.

5. What percentage of people trust what a friend tells them 5. 92%
over what a company tells them.

6. What are companies using to market their products now. 6. infuencers

5. PHRASAL VERBS

- To invent an explanation, a story or an He M____ U____ an excuse for missing the 
excuse for something. meeting.

to make up

- To become friends again after an argument. They fight a lot but they always M_____ 
U_____ afterwards.

to make up

- To work extra time in order to balance the I’m sorry I’m late, I’ll M____ U____ the time 
work you have missed. this evening.

to make up

- To compensate for something. He M_____ U_____ F_____ his mistakes by 
working hard.

to make up for

PREVIOUS SESSIONS: W21-2020 to come up with - to comply with
W22-2020 to sell out of - to run out of

DRILL 5.01: Fill in the blanks using the phrasal verbs above.
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1. We have __________ dairy products. We must order more soon. 1. sold out of
2. You will have to __________ the time you have been away from work. 2. make up
3. Do we __________ your requirements for production? 10. comply with
4. They ___________ an incredible story to explain their delay. 4. made up 
5. She ___________ a better solution last week. 8. came up with
6. They had a terrible argument but they soon ___________. 5. made up 
7. I think we have __________ of sugar. Sorry! 6. run out of
8. I promise I will ___________ leaving the party early. 7. make up for

DRILL 5.02: Ask the questions and respond. (Say the sentences out loud.)

1. Ask me if I ran out of energy before I finished. 1. Did you run out of energy before you finished?
2. Respond to your question with NO. 2. No, I didn't run out of energy before I finished.
3. Ask me if he made up an excuse. 3. Did he make up an excuse?
4. Respond to your question with YES. 4. Yes, he made up an excuse.
5. Ask me if she made up with me after the fight. 5. Did she make up with you after the fight?
6. Respond to your question with YES. 6. Yes, she made up with me after the fight.
7. Ask me if we complied with their demands. 7. Did you comply with their demands?
8. Respond to your question with NO. 8. No, I didn't comply with their demands.
9. Ask me if they came up with a brilliant idea. 9. Did they come up with a brilliant idea?
10. Respond to your question with NO. 10. No, they didn't come up with a brilliant idea.
11. Ask me if she made up for her mistakes. 11. Did she make up for her mistakes?
12. Respond to your question with YES. 12. Yes, she made up for her mistakes.

6. COMMON EXPRESSIONS

- A dressing code which involves elegant The dress code in this company is S_____ C_____.
but comfortable clothing

smart casual

- A person with a pleasant  and friendly Be careful with the new boss, he’s a W_____ 
appearance that hides the fact that in S_____ clothing.
they are dangerous. 

a wolf in sheep's clothing / clothes

PREVIOUS SESSIONS: W21-2020 to be worth it - to get it
W22-2020 buck - quid

DRILL 6.01: Fill the gap with the best expression. This exercise includes expressions 
from the last two lessons.

1. When I lived in Washington I didn't even have a _______ in my pocket. 1. buck
2. The invitation says _________. I don't think I need a tie. 2. smart casual
3. In London a few _________ can't buy you much. 3. quid
4. I thought he was charming but the truth is he is a ___________. 4. wolf in sheep's clothing

DRILL 6.02: Ask the questions and respond. (Say the sentences out loud.)

1. Ask me if I have made some bucks playing poker. 1. Have you made any bucks playing poker?
2. Respond to your question with NO. 2. No, I haven't made any bucks playing poker.
3. Ask him if their boss is a wolf in sheep's clothes. 3. Is their boss a wolf in sheep's clothes?
4. Respond to your question with YES. 4. Yes, their boss is a wolf in sheep's clothes.
5. Ask me if we dress smart casual at the office. 5. Do you dress smart casual at the office?
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6. Respond to your question with YES. 6. Yes, we dress smart casual at the office.
7. Ask me if she has some quid to pay for dinner. 7. Does she have any quid to pay for dinner?
8. Respond to your question with NO. 8. No, she doesn't have any quid to pay for dinner.

DRILL 6.03: Write some sentences using these EXPRESSIONS. (Say the sentences out loud)

1.
2.

7. MICRO MBA - CORE VALUES - MISSION STATEMENTS

PERSONAL BRANDING:

Personal branding is the process of establishing your public persona for your 
target audience by communicating your values , online and in person.

KNOW YOURSELF

KNOW YOUR AUDIENCE

COMMUNICATE EFFECTIVELY

DRILL 7.01: Google your name and analyse your personal branding. What does your personal branding 
communicate. Is it what you intend to communicate?

DRILL 7.02: What aspects of your personal branding could be improved and how would you go about it?

8. PRONUNCIATION

PAST PARTICIPLE REGULAR: "-ED"

"D" SOUND "T" SOUND "ID" SOUND

r compared k kicked t acepted
v observed ss confessed t interrupted
s paused ch danced t started
l travelled sh crashed d avoided
y annoyed ch punched d concluded
g judged x fixed d succeeded

DRILL 8.01: To practice your pronunciation you have two options:
- You can find a partner to practice together.
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- You can use the voice memo app on your phone to record yourself.  Listen to the recording and repeat this 
until you are happy with your pronunciation. 

1. Actions that have just finished.
I have just compared this year’s results with last year’s result.
She has just kicked off the meeting.
We’ve just started the negotiations.

2. Actions that started in the past but are continuing in the present.
We have paused the webinar for five minutes.
They have worked at this company since 2004.
She has lived here for ten years.

3. Action that started in the past but the period of time has not yet finished.
We have avoided paying tax so far this year.
You have interrupted me three time so far this meeting.
They have never accepted a price above $1000.

9. READING EXERCISE

Now please go to chapter 9 of The Adventures of Ana Badiola. 

Read the text carefully and make sure you understand everything.
Take note of all the vocabulary, phrasal verbs, expressions etc. in context. 
Make sure you can answer the ten comprehension questions.


