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How this book works
This book trains you to use basic Spanish at work: on the phone, in meetings, in emails and in the team chat. It is for learners at late A1 to A2 who work with Spanish speakers, or who want to. You answer calls, give your extension and email, set up meetings, talk about your experience, ask colleagues for help, write to clients and suppliers, and fix problems when things go wrong. Every situation is a real one, and every text is one that people really send.
There are 18 situations, W1 to W18. Each one is numbered like the Go further pointer in Learn Real Spanish A1–A2: Core Course: when a Core unit says Work & Professional Spanish 5, go to Situation W5. Each situation opens with For Core Unit n, so you know which unit to finish first.
Every situation has the same seven steps:



	Step
	What you do





	1 · The situation
	Read who, where, when and why. The box tells you the place, the people, tú or usted, and the format.



	2 · Key phrases
	Learn 10–12 phrases for this situation. The last column tells you who says them: You, They or Both.



	3 · Listen
	Listen to the model conversation (Track A) and read it. Then answer four questions.



	4 · Read
	Read the written side of the situation: a profile, a directory, a calendar, an email, a form. Then answer three questions.



	5 · Practice
	Do six short exercises with the key phrases and the grammar of the Core unit.



	6 · Your turn
	Speak: do the role-play with Track B. Write: write your own text with the frame.



	7 · Check
	Check the three Can you…? boxes and write your score.




Your score. Steps 3 and 5 have ten closed questions. Give yourself one point for each correct answer and write your score out of 10 at the end of the situation. If you score 6 or less, do the situation again one week later.
Answers and transcripts. The answers are in the key at the back of the book. A slash (/) separates acceptable answers. For Speak, the key gives the exact lines you hear on Track B. For Write, it gives a model answer and an Even better note. The model is one possible answer: your text can be very different and still be right. The transcripts of all the audio tracks are at the back, too.
Level. Part 1 (W1–W4) is A1 (beginner). Part 2 (W5–W15) is A2 (elementary). The three capstones (W16–W18) are A2 and bring everything together. Each situation uses the Spanish of the Core Course up to its unit, plus the key phrases. When a text has a word you don’t know, a Help line under it gives you the meaning. Some words are only for you to recognize: you don’t need to use them.
Tú or usted at work. Most teams in Mexico and other Latin American countries use tú with colleagues from the first day. With clients, suppliers, older people and your boss, start with usted. Change to tú only when the other person asks you to. The table in Usted or tú at work shows you how.
The audio
There are 36 free audio tracks, two for each situation:

	Track nA is the model conversation in step 3. Listen first without the book, then listen and read.

	Track nB is Your turn in step 6. You hear the other person, then a pause: say your part. After the pause, you hear a model answer. Do it two or three times, until you can say your part without the book.


The voices are synthetic voices with Mexican, Peruvian and Colombian accents. The audio is free at audio.kognixr.com/learn-real-spanish-a1-a2-work. You don’t need an account. You can also tap the link below.
Open the audio page
Usted or tú at work



	When you talk or write to…
	Use
	Example





	a colleague on your team
	tú
	¿Tienes un momento?



	a colleague in another office
	tú
	¿Me escuchas?



	the receptionist in your office
	tú
	¿Puedes repetir más despacio, por favor?



	your boss
	usted (and she uses usted with you, too)
	¿Para cuándo la necesita, licenciada?



	a client
	usted
	¿Ha trabajado con cafeterías?



	a supplier or a help desk
	usted
	¿Podría mandar a alguien?



	a group of people
	ustedes
	¿Pueden ir a la junta?



	anyone, in an automatic reply
	usted
	Gracias por su mensaje.



	everybody, in a note at the office
	usted
	Escriba su número de empleado.



	an interviewer or a job candidate
	usted
	Cuéntenos un poco de usted.




The people at work
You meet the same people as in the Core Course, now at work.



	Name
	Who they are





	Alex Morgan
	A graphic designer from Toronto, Canada. He works at the new Mexico City office of an international design company. He speaks English and French, and he is learning Spanish, like you.



	Lic. Patricia Ramírez
	The director of the Mexico City office and Alex’s boss. Alex uses usted with her, and she uses usted with her team, too.



	Lucía Herrera
	The project coordinator. She organizes the team’s schedule and the projects. Her son is Santi.



	Daniel Ortiz
	A young colleague, born in Mexico City. He loves soccer.



	Sofía Quispe
	A designer in Lima, Peru. She works with the team from home.



	Mateo Rojas
	Daniel’s friend (and now Alex’s friend, too), the head receptionist at the Hotel Aurora in Laureles, Medellín, Colombia.




New people at work. In this book you also meet new colleagues, clients, suppliers and other people at work: Renzo, a programmer in Lima; Yesenia, the receptionist in Alex’s office; Lic. Ileana Treviño, a client from a chocolate company; Esteban Aceves, the owner of three cafés; and many more.
All the people, companies, hotels, shops and websites in this book are fictional.
Part 1
Beginner A1
	W1 Meeting the team
	W2 Contact details and extensions
	W3 Working hours and your week
	W4 Setting up a meeting

SITUATIONW1
For Core Unit 2 · Register: tú (with colleagues)
Meeting the team
Your goalYou can meet new colleagues on a video call and say who you are, where you are from and what you do.


 Work tip · Tú with the team

In most offices in Mexico and Peru, colleagues use tú from the first day, even on a video call with people they don’t know yet. When you join a call with a group, say hello to everyone: ¡Hola a todos! or Buenos días a todos. If the sound is bad, ask ¿Me escuchas? before you start.


1.1The situation. It’s Alex’s second week at the Mexico City office. Sofía works with the team from Lima, and today she wants Alex to meet Renzo, a new colleague in Peru. They talk on a video call at 11:00 a.m.
Where: a video call, Mexico City and Lima
Who: Alex, Sofía and Renzo
Tú or usted: tú
Format: a video call + a profile on the company chat

1.2Key phrases.



	Spanish
	English
	Who says it





	Start the call



	¡Hola a todos!
	Hello, everyone! (to a group)
	Both



	¿Me escuchas?
	Can you hear me?
	Both



	Sí, te escucho bien.
	Yes, I can hear you fine.
	Both



	Introduce people



	Te presento a…
	This is… / Let me introduce…
	They



	Es un compañero nuevo, de Lima.
	He’s a new colleague, from Lima.
	They



	Mucho gusto. / Igualmente.
	Nice to meet you. / Likewise.
	Both



	Bienvenido al equipo. / Bienvenida al equipo.
	Welcome to the team. (to a man / to a woman)
	You



	Soy nuevo en el equipo. / Soy nueva en el equipo.
	I’m new on the team. (man / woman)
	They



	Say who you are



	Soy peruano, de Arequipa. / Soy canadiense, de Toronto, Canadá.
	I’m Peruvian, from Arequipa. / I’m Canadian, from Toronto, Canada.
	Both



	Soy diseñador. / Soy programadora.
	I work as a designer. / I work as a programmer. (no un / una)
	Both



	Trabajo en la oficina de… / Trabajo desde casa, en…
	I work in the … office. / I work from home, in…
	Both



	Hablo francés e inglés. Y también un poco de español.
	I speak French and English. And a little Spanish, too.
	You




1.3Listen. Tuesday, 11:00 a.m. Alex opens the video call. Sofía and Renzo are on the screen. Then answer the questions.Track 1A
Sofía¡Hola, Alex! Buenos días. ¿Me escuchas?
AlexHola, Sofía. Sí, te escucho bien. ¿Cómo estás?
SofíaMuy bien, gracias. Mira, te presento a Renzo. Es un compañero nuevo, de Lima.
RenzoHola, Alex. Mucho gusto. Soy nuevo en el equipo.
AlexMucho gusto, Renzo. ¡Bienvenido al equipo!
RenzoGracias. Tú eres el diseñador de México, ¿no?
AlexSí, trabajo en la oficina de la Ciudad de México. Pero no soy mexicano. Soy canadiense, de Toronto, Canadá.
Renzo¡Ah, qué bien! Yo soy peruano, de Arequipa.
Alex¿Y a qué te dedicas, Renzo?
RenzoSoy programador. Trabajo desde casa, en Lima, como Sofía.
SofíaRenzo habla inglés muy bien, Alex.
RenzoBueno, un poco. ¿Y tú qué idiomas hablas?
AlexHablo francés e inglés. Y también un poco de español.
SofíaBueno, chicos, hablamos mañana. ¡Hasta luego!
Alex¡Hasta luego, Sofía! Mucho gusto, Renzo.
RenzoIgualmente, Alex. ¡Nos vemos!

HELP Mira look (to get attention) · ¿no? right? · qué bien great · como Sofía like Sofía · chicos guys (to a group) · también also

	Renzo is a new colleague. True or false? 

	Alex is Mexican. True or false? 

	What is Renzo’s job?

	What city is Renzo from?


1.4Read. Two profiles on the company chat. Then answer the questions.

Renzo Paucar · en línea

Puesto: programador

Oficina: Lima, Perú (desde casa)

Idiomas: español, inglés y un poco de portugués

Sobre mí: ¡Hola a todos! Me llamo Renzo y soy de Arequipa. Soy nuevo en el equipo. Soy el programador de la página web.

Sofía Quispe · en línea

Puesto: diseñadora gráfica

Oficina: Lima, Perú (desde casa)

Idiomas: español e inglés

Sobre mí: Hola. Soy peruana, de Lima. Soy diseñadora y trabajo con el equipo de México.


HELP en línea online · el puesto job title · Sobre mí about me · la página web the website

	Who speaks a little Portuguese?

	Do Renzo and Sofía work in an office in Lima?

	Sofía is a programmer. True or false? 


1.5Practice.
A Complete the video call with escuchas, presento or equipo.

	Sofía: Hola, Alex. ¿Me  ______ ?

	Sofía: Alex, te  ______  a Renzo.

	Alex: Mucho gusto, Renzo. ¡Bienvenido al  ______ !


B Choose the best reply.

	Te presento a Renzo. (a) Mucho gusto, Renzo. (b) De nada, Renzo. →  ______ 

	¿Me escuchas? (a) Sí, te escucho bien. (b) Sí, soy programador. →  ______ 

	¿A qué te dedicas? (a) Soy canadiense. (b) Soy diseñador. →  ______ 


1.6Your turn.
SpeakTrack 1B
You are Alex. Daniel and Sofía are on a video call with a new colleague in Lima. Listen. In each pause, say your part. Then you hear a model answer.
SofíaHola, Alex. ¿Me escuchas bien?
▶ You(Say yes, you can hear her fine.)
SofíaMuy bien. Te presento a Fiorella. Es una compañera nueva, de Lima.
▶ You(Say nice to meet you and welcome her to the team.)
FiorellaGracias, Alex. ¿De dónde eres?
▶ You(Say you are Canadian, from Toronto, Canada.)
Fiorella¿Y qué idiomas hablas?
▶ You(Say English, French and a little Spanish.)
DanielBueno, ¡hasta mañana a todos!
▶ You(Say goodbye: see you tomorrow.)

Write
Write your profile for the company chat. Your new colleagues will read it. Use short sentences. (25–50 words)
Your frame

Puesto:  ______ 

Oficina:  ______ 

Idiomas:  ______ 

Sobre mí: ¡Hola a todos! Me llamo  ______ . Soy  ______ , de  ______ . Soy  ______  y trabajo  ______ . Hablo  ______ .


Write your text in a notebook.
1.7Check. Can you…?

	☐ greet a group and check that people can hear you

	☐ say nice to meet you and welcome a new colleague

	☐ say where you are from, what you do and which languages you speak


Your score:  ______  / 10 (1.3 and 1.5)
SITUATIONW2
For Core Unit 4 · Register: tú (with colleagues)
Contact details and extensions
Your goalYou can spell your name and give your extension and email on the phone, and ask for a colleague’s extension.


 Work tip · Say it in pairs

In Mexico, people say phone numbers and extensions in pairs: 2146 is veintiuno, cuarenta y seis. On a work phone, start with your name and your team: Buenos días, habla Alex Morgan, del área de diseño. When you spell, people often say be grande (b) and ve chica (v) so there is no mistake.


2.1The situation. Alex is in the new company directory, but there is a mistake in his last name, and his email isn’t there. He calls Yesenia at reception to fix it. It’s Tuesday morning.
Where: the office in Mexico City, on the phone
Who: Alex and Yesenia (reception)
Tú or usted: tú
Format: a phone call + the company directory and an email signature

2.2Key phrases.



	Spanish
	English
	Who says it





	Answer and say who you are



	Recepción, buenos días.
	Good morning, this is the front desk.
	They



	Buenos días, habla Alex Morgan, del área de diseño.
	Good morning, this is Alex Morgan, from the design team.
	You



	Llamo por el directorio.
	I’m calling about the directory.
	You



	Spell it



	¿Cómo se escribe?
	How do you spell it?
	They



	Morgan, con a. No es Morgen.
	Morgan, with an a. It isn’t Morgen.
	You



	Es todo junto, en minúsculas.
	It’s all one word, in lowercase.
	You



	Numbers and emails



	¿Cuál es tu extensión? / ¿Cuál es la extensión de…?
	What’s your extension? / What’s …’s extension?
	Both



	Es la veintiuno, cuarenta y seis.
	It’s 2146.
	Both



	¿Y tu correo, Alex?
	And your email, Alex?
	They



	Check



	¿Puedes repetir más despacio, por favor?
	Can you repeat that more slowly, please?
	Both



	Le paso tu correo a…
	I’ll give your email to…
	They




2.3Listen. Tuesday, 9:30 a.m. Alex calls reception from his desk. Then answer the questions.Track 2A
YeseniaRecepción, buenos días.
AlexBuenos días, habla Alex Morgan, del área de diseño.
YeseniaHola, Alex. ¿Cómo estás?
AlexBien, gracias. Oye, llamo por el directorio de la empresa. Mi apellido está mal.
Yesenia¿Ah, sí? ¿Cómo se escribe?
AlexEme, o, erre, ge, a, ene. Morgan, con a. No es Morgen.
Yesenia¡Uy, perdón! Morgan, con a. Listo. ¿Y cuál es tu extensión?
AlexEs la veintiuno, cuarenta y seis.
YeseniaVeintiuno, cuarenta y seis. Muy bien. ¿Y tu correo, Alex?
AlexSí. Amorgan, arroba, example, punto com. Es todo junto, en minúsculas.
YeseniaPerdón, ¿puedes repetir más despacio, por favor?
AlexClaro. A… eme, o, erre, ge, a, ene… arroba… example… punto com.
YeseniaPerfecto. Le paso tu correo a Lucía también.
AlexMuchas gracias, Yesenia.
YeseniaDe nada, Alex. ¡Hasta luego!

HELP la empresa company · está mal is wrong · ¡Uy! oops! · Listo. Done. · también also

	The directory has Alex’s last name with an e. True or false? 

	What is Alex’s extension? Write the number.

	Alex’s email is in capital letters. True or false? 

	After Alex says his email, what does Yesenia ask him to do?


2.4Read. A page of the company directory. Then answer the questions.

Directorio · Oficina Ciudad de México

Patricia Ramírez · Área: Dirección · Ext.: 2101 · Correo: pramirez@example.com
Yesenia Olvera · Área: Recepción · Ext.: 2100 · Correo: recepcion@example.com
Lucía Herrera · Área: Proyectos · Ext.: 2135 · Correo: lherrera@example.com
Octavio Landa · Área: Contabilidad · Ext.: 2120 · Correo: olanda@example.com
Daniel Ortiz · Área: Diseño · Ext.: 2147 · Correo: dortiz@example.com
Alex Morgan · Área: Diseño · Ext.: 2146 · Correo: amorgan@example.com



HELP el área department · Dirección management · Proyectos projects · Contabilidad accounting · Ext. extension

	What is Daniel’s extension? Write it the way you say it.

	Who works in accounting?

	Write Lucía’s email the way you say it.


2.5Practice.
A Complete the call with escribe, extensión or repetir.

	¿Cuál es tu  ______ ?

	¿Cómo se  ______  tu apellido?

	Perdón, ¿puedes  ______  más despacio, por favor?


B Write these extensions and this email the way you say them.

	ext. 2135

	ext. 2188

	olanda@example.com


2.6Your turn.
SpeakTrack 2B
You are Alex. You need the extension of Octavio, from accounting. You call reception. Listen. In each pause, say your part. Then you hear a model answer.
YeseniaRecepción, buenos días.
▶ You(Say good morning, your name and that you are from the design team.)
YeseniaHola, Alex. ¿Qué tal?
▶ You(Say fine, thanks. Ask for Octavio







	☐ say who you are and which team you are from on a work phone

	☐ spell your name and give your extension and email

	☐ ask for a colleague’s extension and ask someone to repeat
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