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MNa To pabnrn

To BiBAio TTou KpATAG OTA XEPI OOU €ival ATTOTEAECUA PIAG HAKPOXPOVNG TTPOCTIA-
Beiag kal Oa o€ Bondroel oTnv eKPAdnan TNG AyyAIKAG YAWOOAG KAl TNG OXETIKNAG JE TOV
TOUEQ OOU opoAoyiag.

O1wg Ba diommoTwaoelg Ki a0, To BIBAIO autd diagépel atTd ekeiva TTOU XPNOIKOTIOI-
ouvTal yia TNV €KYABNON TWV YEVIKWYV AYYAIKWY, €TTEION yPAPTNKE €10IKA yia Oéva, TO
padntA g I'" T.E.A. Tou Topéa Oikovopiag kar Aloiknong.

>10 BIBAio autd Ba diIdayTEg Keieva Ta OTToia COU TTapPEXOUV T OuvVATOTNTA VA KO-
TAVOEIg Kal va XeIpifeoal Tn YAWooa TToU XpnoihoTroieiTal eupUtaTta otov Topéa cou. I’
auTov aKpIBWG TO Adyo dev aKOAOUBEITAI HETW TWV CUYKEKPIMEVWV KEIMEVWV UIA YPA-
MOTIKA 1] CUVTAKTIKF KAIJAKWON, aAAG yia k&Be evotnTa emAEEQuE OEuata ouyyevr) Pe-
TagU TOUG, TTOU a@POPOUV ATTOKAEIOTIKA TOV TOJED GOU Kal EUTTEOWVOVTAI UE TIG OOKNOEIG
TTOU aKoAouBouv.

MNa tn dikr) oou gukoAia, TTapaBéToupe AeEIAGOYIO TTOU Bev KOAUTITEI HOVO TNV opoAoyia,
OAAG Kai TIG BN YVWOTEG 00U AEEEIG - CUP@WVA TOUAGXIOTOV PE TO AVAAUTIKO TTPOYPaU A
yia TNV dIdaoKaAia TwV ayyAIKWV OTIG TTPONYOUUEVES TAEEIG.

Eidikd yia Tnv TpiTn evoTnTa TTOU avagépetal otnv Eptropikry AANnAoypagia, 6a BéAa-
ME VO TOVIOOUNE TTWG Ol TTPOTEIVOUEVEG, JETA ATTO KABE EUTTOPIKN ETTIGTOAN, PPACEIG dEV
divovTal yia va atropvnuoveuBolv atrd Toug pabntég, aAlAd Acitoupyolv gav BoRbnua
yia TIg dpaaTnpioTnTeG (activities) Tou akoAouBoulv, 1| kai yia GAAeg TTou Ba doBouv atrd
Tov di1ddokovta kabnynTr. Tig Bewprjoape eEGAAOU avaykaieg, oav epodia yia TOUG Ja-
OnTég TTOU B AOXOANBOUV €I0IKOTEPA UE TOV TOUED AQUTOV OTO PEAAOV.

EmmAéov, mapaBétoupe ato TEAOG Tou BIBAiou aApaBnTikd Ae€iAdyio, To otroio Ba
oe Bonbnoel og TepimTwaon TTou dev eravalapBaveral KATToIa AEEN 0TO KATA KEPAAQIQ
Ae€iAdyi0.

Me 1n BonBeia Tou BiBAiou auTou, TaTeloupe OTI Ba aTTOKTACEIG TN duvaToTNTA, OXI
MOVO va KATAvoEig Kal va XeIpidecal TN YAWO OO TToU €ival OXETIKA E TOV TOPEA GOU, GAAG
Kal OTI JETA TNV ATTOQPOITNOT ooU, Ba £XEIG éva epOdIO OTA TTPWTA OOU ETTAYYEAMATIKA
Bruata, dikalwvovTag €Tal TNV TTPOCTIA0EId Jag va yivel n Bewpia Tpagn.

H ouyypa@ikr) opdda



Things to keep in mind

A. Business letters

Every company’s heading including essential information about address,
telephones, Fax, telex, or cable in Business Letters is usually typed on a
headed notepaper. The writer of a business letter has to write the address of
the receiver and then proceed with the date, the greeting, the subject line (but
not always), the opening paragraph, the body of the letter, the complimentary
close and the signature.

There is usually a correlation between the name and the address as well
as the greeting and the complimentary close. Here follow some examples:

Name and address Greeting Complimentary close
or closing phrase

Hellexpo Ltd. Dear Sirs Yours faithfully
220 Regent st. (Yours truly)
London W1 GTM

The Sales Manager Dear Sir Yours faithfully
Hellexpo Ltd. (Yours truly)

220 Regent st.
London W1 GTM

Ms J. Gordon Dear Ms Gordon Yours sincerely
Hellexpo Ltd.

220 Regent st.

London W1 GTM

Note also some differences in the use of comma in some parts of the letter.

a. The Garden Group Ltd., or The Garden Group Ltd.
75, Victoria st. or 75 Victoria st.
London, WIX OES or London WIX OES

b. 1% February, 1989 or 1t February 1989
February 1, 1989 or February 15t 1989 (USA)

c. Dear Sirs, or Dear Sirs

d. Yours faithfully, or Yours faithfully



B. Abbreviations usually found in commercial correspondence:

Ave. : Avenue

B/L : Bill of Lading

c.i.f. : Cost, insurance, freight

Co. : Company

C.0.D. : Cash on delivery; collect on delivery (USA)
C.W.0. : Cash with order

E.E.C. : European Economic Community
fa.s. : Free alongside ship

f.o.b. : Free on board

Ltd. : Limited

quota : Quotations

Rd. : Road

Sq. : Square

St. : Street

E.U. : European Union

Note: H ouvtopoypagia Ltd. amodidetal ota EAAnvika E.MN.E. (ETal-

peia MNeplopiopévng EuBuvng).

21 MeydAn Bpetavia 6pwg yia va ouotaBei etaipeia Ltd. amaireita
Uyog Ke@aAaiou TTepITIOU i00 e autd TTou aTraiteital atnv EAAGSa yia
va ouoTaBei A.E. (Avwvuun Etaipegia).

Vocabulary

keep in mind, AauBdavw utTdWn, £€xw Katd vou,
Bupdpai

business letters, eutopiki aAAnAoypagia
company, staipio/eTaipeia

heading, emwvupia kai dietBuvon/TautdTNTa
eTaipiag

essential, ouc1wdng, oNUAVTIKOG

address, dietBuvaon

telex, TNAETUTTO, TEAEE

cable, TnAsypaenua

type, dakTuloypapw

headed notepaper, £viutto pe Tnv TQUTOTNTA
TNG €TAIPiOg

receiver, TTOPOAATITNG

proceed with, ouveyilw, TTpoxwpw
greeting, Tpoo@wvnaon €MIOTOANG

subject line, 6¢pa, ypapun B€patog
opening paragraph, sicaywyikj Trapdypa-
@Og, Avolyua eTTIOTOANG, TTPOAOYOG

body of the letter, kUpio Bépa £mMIOTOANG
complimentary close, suyeviko kAgioIpo €TTI-
OTOARG

signature, utroypa®n

correlation, cuoXeTiIop6G

abbreviation, cuvtopoypagia

ZHM.: H epunveia Twv cuvTogoypa@iwy divetal aTo Katd KeAAaia Ae¢IAdyio.
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UNIT 1

Chapter

Function

Language work

1. Students! What are
you going to do after
leaving school?

Hypothesizing - Expressing
opinions - Giving advice -
Acquiring vocabulary

1st and 2nd Conditional

- Should - Must - Antonyms
- Word formation - Multiple
choice - Joining parts of
sentences

2. Looking for a job

Understanding ads

- Acquiring vocabulary
- Reporting statements
- Listening

Synonyms - Forming adverbs
- Antonyms - Direct — Indirect
Speech - Writing ads

- Answering questions

3. Applying for a job

Understanding applications
- Acquiring vocabulary

- Requesting politely

- Reporting statements

Synonyms - Prepositions

- Derivatives - “Would”

after “if” in extremely polite
requests - Reported speech

4. Filling in curricula
vitae

Writing a Curriculum Vitae
- Acquiring vocabulary
- Listening

Completing CV forms
- Definitions - Answering
questions

5. Testimonial

Understanding testimonials
- Acquiring vocabulary
- Revising Tenses

Question making - Antonyms

- Word formation - Do, make

- Differences in the meaning
of synonyms - Idiomatic
expressions - S. Pres. Perfect,
S. Past, S. Future

6. Asking to come
for an interview

Understanding letters

- Asking for an interview

- Identifying parts of speech
- Hypothesizing - Acquiring
vocabulary

Prepositions - Listing parts of
speech - Conditionals

- Forming meaningful phrases
- Derivatives

7. Means of
transportation

Giving Features -
Expressing opinions and
comparing facts - Acquiring
vocabulary - Revising
Tenses

Wh-questions - Definitions
- Antonyms - Prefixes - Prepo-
sitions - S. Present, S. Future

8. The first touch

Describing procedures
- Revising Tenses
- Acquiring vocabulary

S. and Cont. Present, Future
Cont., S. Future, S. Pr. Perf.
- Word matching - Question

making - Derivatives

- Prepositions

9. Maria gets her
first job

Giving an interview

- Acquiring vocabulary

- Reporting statements
- Confirming information
- Referring to qualities

Reported Speech - Verb
Tenses - Word building

- Correcting mistakes

- Prepositions - Question tags
- Forming paras

11



Chapter

Function

Language work

10.

Adapting to the new
environment

Describing places

- Referring to office items and
devices - Revising Tenses
- Acquiring vocabulary

Definitions - Verb Tenses
- Prepositions - Derivatives

11. At the stationer’s Describing items - Asking Correcting mistakes
to buy things - Offering - Wh-questions - Definitions
to sell things - Acquiring - Puzzle - Prepositions
vocabulary - Speaking - Acting out a guided role play
12. Visiting an Describing devices Reported speech - Synonyms
exhibition for office | - Asking for information - Derivatives - Definitions
equipment - Giving information
- Reporting statements
- Acquiring vocabulary
13. Security in the office | Giving instructions (Negative) Imperative
- Acquiring vocabulary - Multiple choice - Antonyms
- Reporting statements - Reported speech
14. The staff Describing (the personnel’s) | Prepositions - Definitions
responsibilities duties - Asking for and - Vocabulary practice
giving information - Formation of nouns
- Acquiring vocabulary - Active — Passive
- Revising the passive voice
15. The manager and | Giving advice - Making Definitions - Antonyms
the secretary suggestions - Describing - Prefixes and suffixes
people - Acquiring - Acting out a dialogue
vocabulary - Speaking
16. Rumours at the Expressing ideas and Making up questions
backstage opinions - Exchanging - Synonyms - Vocabulary
opinions practice - Prepositions
- Acquiring vocabulary - Reported Speech - Active —
- Reporting statements Passive - Acting out a dialogue
- Revising the passive voice
- Speaking
17. Ads may help you | Dealing with ads - Acquiring | Sentence construction
find a new job vocabulary - Writing an - Definitions - Derivatives
application and a CV - Responding to ads by writing
- Speaking an application letter and a cv
18. Keeping a client Making proposals - Asking Derivatives - Prepositions

busy

for and showing directions
- Acquiring vocabulary

- Telling the time - Revising
Tenses - Listening

- Idiomatic phrases
- Synonyms - Verb Tenses
- Answering questions

12



Unit 1

Getting a job
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Students! What are you going to do
after leaving school?

or

If you are going to work in the business world, here follow some of the
advantages of working in an office:

You work inside, in a usually pleasant environment.
Your salary is fixed.

You meet new people.

You have fixed working hours.

There can be promotion prospects.

Your week-ends are free.

Your job is creative.

Initiative is needed.



Welll Are you interested? If so, you should keep in mind the following:
One must have the ability to write clearly expressed and logically argued
reports in English, regardless of the post he/she has got. Writing reports as
well as letters, telex messages and memoranda, talking to a client or a visitor,
recording episodes in the working lives, and telephoning can be difficult tasks.
A good clerk should also be polite, efficient, willing to help, sociable, hard-
working, intelligent and elegant. She/he must also have the ability to speak at
least one foreign language fluently and clearly.

A. Questions

1. In your opinion, which are the most important advantages of working in an office?
2. How should reports in English be?

3. Is it an easy task to write reports or letters?

4. What qualities should a good clerk have?

5. How should a good clerk speak a foreign language?

B. Exercises

1. Complete the sentences.
alf you can have fixed working hours and a fixed salary.
b If oo your boss wouldn’t have fired you.
Clf you won't be a good secretary.
doIf you would meet the manager.
e. If you send me the book, | ...................ooccenie. or
If you'll send me the book, | ... (extreme kindness).

2.Give the antonyms of the following words. Then write three
sentences using any three of them.

a. inside f. polite

b. advantage g. efficient

c. following h. willing

d. logically i. sociable

e. difficult j- intelligent

15



o oo0OTw

s«

PopoTw

. Identify which of the words is a verb, a noun, an adjective or an

adverb.

. world (noun)
.salary L
. creative L
Lwrite
.logically
argue
.reports L
.MESSages  eeeeeeeennnnn
efficient
elegant L
Aluently

XD 0 00 T

. Choose the most suitable word from the underlined ones to

complete each sentence.

Our company’s clerks are paid their salary/wages/income at the end of each month.
Some years ago they were paid their salary/income/wages every Saturday.

Susan has just left to go to work/business/job.

They worked very hard in the past, but now they have their own work/business/job.
Clerks/Shop-assistants/Workers should be polite to clients.

Writing letters, talking to clients and answering the telephone are some of a
secretary’s works/tasks/advantages.

Bryan has a very good work/task/job in an international company.

John is a very efficient/effectual/productive manager.

. Complete each sentence from (a) to (e) with one of the endings

from (1) to (5). Use each ending once only.

If you work hard ............

You could find another job with a higher ............

The best way to find a secretary istoputan ............

He is afraid that in his job ............

One of the advantages of working in an office is that ............

.......... salary and better working conditions.
.......... there are no promotion prospects.



3 the company will give you promotion to a better post.

4. advertisement in a newspaper.
5. . you have fixed working hours.
Vocabulary

business, emixeipnon, euTTOPIO, SOUAEIG
advantage, TTAcovEKTnUQ

fixed, kaBopIouEVOg, CUYKEKPIUEVOG
promotion, Tpoaywyn

prospect, TTpOOTITIKA

creative, dnNUIOUPYIKOG

initiative, rpwTtofouAia

keep in mind, éxw katd vou, AapRdavw
uTToYn

ability, IkavoTnTa

argue, £TTIXEIPNMATOAOYW, XPNOIMOTTOIW
ETMXEIPAUATA

report, avagopd

secretary, ypouuatéag

manager, S1eUBUVTAG

telex, TéAeg, TNAEéTUTTO

facsimile/fax, TnAcopolotuTria, @ag
message, urivupa

memorandum (-da An®.), (uTrevBuunTikd)
onueiwpa, uTTOPVNUa

client, TeAGTNG (KUpiwg ypageiwy,
BIKNYOPWV, APXITEKTOVWV K.ATT.)

record, KaTaypaQw

episode, 1106010

task, kaBrkov, uttoxpéwaon

clerk, utTtdAAnAog

efficient, ikavog, eTapkrg

willing, Tpé6upog

sociable, KoIvwvIKog

intelligent, eugung, £€Eutrvog, KaAAIEpYNUEVOG
elegant, kopwog, eKAETTTUOUEVOG

fluently, pe euppdadeia, pe dveon

(oTnv opiAia)
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Looking for a job

The following ad appeared in the Athens News two days ago.

Job Vacant

Are you reliable?
clever?
efficient?
sociable?
good-looking?
Do you have a pleasant voice? Are you a pretty fast typist and an accurate
shorthand writer? Are you energetic and lively? Can you easily take
initiative? We are looking for a secretary in the sales department. Fascinating
salary. Four weeks holiday.
If interested, send your Curriculum Vitae and any testimonials to:
Dinos Yianniotis
Sales Manager,
Ex-En Ltd,
90, Orpheos St.,
Piraeus, 17303

A. Questions

Where did the above ad appear?

What does it refer to?

What are the company looking for?

What do you have to send to the company if you are interested in the job mentioned

in the ad?

What is Mr Yianniotis’ job?

6. In your opinion, which of the qualities mentioned in the ad, are necessary for a
secretary? Explain why.

7. Refer to some more qualifications that a secretary should have.

8. Does a Curriculum Vitae contain information only about your personal life?

PN -=

o
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B. Exercises

1. Find the words/ phrases in the text which have the same meaning

as the following:

seeking

trustworthy

intelligent

working well, quickly and without waste of time
with a nice appearance

quick

active

exciting

S@m"popoo

2. Rewrite the sentences using the prompts given.

a. Is he areliable person?
Mary asked me...

b. Can she easily take initiative?
Tom wanted to know...

c. We are looking for a sales manager.
They told her...

d. The ad appeared in the paper last week.
He said that...

3. Fill in the blanks:

Adjective Adverb

clever - TR
efficient D
pleasant o
fast o IR
accurate €. e
easy fro

4. Match the following so as to form eight pairs of antonyms.

a. reliable 1. foolish; stupid
b. clever 2. slow



c. efficient 3. with difficulty

d. sociable 4. unreliable; untrustworthy
e. good-looking 5. introvert; unsociable

f. fast 6. dull

g. easily 7. incompetent; inefficient
h. fascinating 8. ugly

5. Write a similar ad in which you offer a job to a salesman. Use the
following words: persuasive, competent, long hours, involves, driving
licence, travelling, promotion prospects, satisfactory salary, sociable,

energetic.

2= Listen and answer

1. What is Lilian Manou’s post in EX-EN Ltd?
2. Why has Maria visited her?
3. What did Lilian say about the kind of job Maria is interested in?
4. What will Maria’s duties be, if she gets the job?
5. Is Maria familiar with the operation of the telex and telefax?
6. What other course has Maria attended?
7. Do the company have any computerised data storage system?
8. Has Maria got any previous experience in computers?
9. What else does Maria have to attach to her application form?
10. Does Maria have any other qualifications?
Vocabulary

look for, wayvw, {nTW

job, emayyeApa, douAeid

following, TTapakdTw, KATWTEPW

ad (advertisement), ayyeAia, diapAuion
appear, eugavifopal, TTapoucialopal
vacant, kevog, d1a6£a1og

reliable, agiémaoTog

clever, £Eutrvog

efficient, Ikavog, KaAdg (oTn douleid)
sociable, KoIvwvikdg

good-looking, eugavioiyog
pleasant, cuxapioTog

voice, pwvn

pretty (+adj.) TTOAU, apketa

20

typist, dakTuAoypdpog

accurate, akpifng

shorthand writer, otevoypdagog
energetic, evepynTikGg, dpaaTrplog
lively, {wvtavég, dpaoTripiog
initiative, mpwTtoBouAia

secretary, ypapuaréag

sales department, Tprjua TWARCEWY
fascinating, eAKUOTIKOG, yoNTEUTIKOG
salary, pio6dg

interested, evdiapepduevog
Curriculum Vitae, Bioypa@ikd Znueiwpa
testimonial, cuoTarTikr €TIOTOAN

sales manager, 01€UBUVTAG TTWARTEWY



Applying for a job

In reply to the advertisement that appeared in the “Athens News”, Maria
Petrou sent an application for the post of the secretary in the Sales Department
of the “EX-EN Ltd.”.

37, Metsovou st.,
Athens, 178 89
17th October, 1995

Mr. Dinos Yianniotis
Sales Manager,
EX-EN Ltd.,

90, Orpheos st.,
Piraeus, 1703

Dear Mr Yianniotis,

With reference to your advertisement for a secretary in the Sales
Department, | should be grateful if you would consider my application
for this job.

| enclose a full curriculum vitae, together with a copy of my Diploma
from the A.B. School of Commerce and a testimonial from Mrs Helen
Collins, the principal of my school, who will be willing to give you any
further information you may wish to have about my character or my
work.

| am most anxious to supplement my theoretical knowledge with
practical experience, and should be very grateful for a favourable
consideration of my application.

Yours sincerely,

Mo

MARIA PETROU

A. Questions

What do you think the “Athens News” is?

What post did Maria send her application for?

Who is the letter addressed to?

What did Maria enclose with her letter of application?

Has Maria got any previous experience of working in an office?
How do you know?

abhoobd=
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B. Exercises

1. Match the following to make eight pairs of synonyms.

a.inreply to 1. examine/look into

b. post 2. headmaster

c. with reference to 3. concerning

d. consider 4. complete

e. principal 5. answering

f. supplement 6. position

g. experience 7. expressing approval

h. favourable 8. skill which has come from practice

2. Fill in the blanks with a suitable preposition.

.................. 1 reply to the “EX-EN Ltd.” advertisement that appeared ..................2 the
«TIMES», George sent an application .................. sthe post.................. s the sales
representative.

He wrote:

TR s reference .................. 6 your advertisement .................. 7 a secretary
.................. s the Sales Department, | would be grateful if you would consider my
application ................. o this job. | enclose a curriculum vitae, together .................. 10
a copy of my Diploma.

| should be very grateful .................. 1 a favourable consideration .................. 12 My
application.”

3. Read Maria’s application again starting like this:
Maria wrote that, with reference to their advertisement for a secretary in the sales
department, she would be grateful...

4. “| should be grateful if you would consider my application for this post”. (Extremely
polite form used instead of “I should be grateful if you considered my application”)

Rewrite the following sentences in an extremely polite way.

a. | should be pleased if you had an interview with me.
b. | should be obliged if you sent me a brochure.
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c. | should be glad if you gave my letter an immediate reply.
d. We should be grateful if you informed us about your latest prices.

5. Fill in the blanks with the right form of the words in capitals at the

end of each sentence.

a. You have to fill inan ................. form if you are interested in getting the job.

(APPLY)
b. Every Monday a large number of
(ADVERTISE)

appear in the newspapers.

o isn’t everything in life. (APPEAR)

d. Sheis a secretary with 5 years’ ................... . (EXPERIENCE)

e. We shall give your request careful ................... . (CONSIDER)

f. With ... to your letter, we inform you that your offer has been accepted.
(REFER)

g. He wanted to supplement his theoretical .................. with practical experience
(KNOW).

h. You'd better get some food ................

(SUPPLEMENT).

Vocabulary

apply for a job, kGvw aitTnon yia va TpocAn-
@Ow oe douAeid

reply, ammdvinon

advertisement, ayyeAia, diagAiuion
appear, eugavifoual

application, aitnon

post, TéoTo, 60N

secretary, ypauparéag

sales, TTwAAROEIg

sales department, TuApa TWARCEWY
sales manager, d1uBuVTHG TTWARCEWY
reference, avagopd, pveia

with reference to, avagepduevog og, ava-
POPIKA JE

grateful, euyvwpwv

consider, JEAETW TTPOCEKTIKA, OKETTTOMAI
enclose, eowkKAgiw

full, TARpPNg

, because your diet is poor.

curriculum vitae, Bloypa@iké onueiwya
copy, avTiypagpo

diploma, trTuyio

commerce, EUTTOPIO

testimonial, cuoTarikr €TIOTOAN
principal, d1eubuvTrg (oxoAgiou)

willing, Tp6Bupog

further, Trepaitépw, emTAéoV
information, TTAnpogopieg

be anxious to, avutropovw va
supplement, CUPTTANPWVW, CUPTIARPWHA
theoretical, BswpnTiKOG

knowledge, yvwon, yvwoeig

practical, TTpaKTIKOG

experience, euTIEIpia, TTEipa

favourable consideration, suvoikn avTipe-
TWTTION

yours faithfully, petd TIpAG, Ye TIUA
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Filling in curricula vitae

Name
Address
Marital Status
Date of birth
Education
Qualifications

Experience
Interests
Referee

24

Curriculum Vitae

Maria Petrou

37, Metsovou st., Athens 178 89

Single

16 June, 1976

Technical Lyceum and the AB School of Commerce
Fluency in English, reading knowledge of French and
German, Diploma of the AB School of Commerce;
shortand : good, typing : very good, book keeping :
very good, English : very good.

None

Travelling

Mrs Helen Collins, Principal of the AB School of Commerce,
3 Stadiou St., Athens 170 85




Exercise

Find the words in the curriculum vitae having the meaning of the

following:

the place where a person lives

P00 T

studies and/or passed an examination

—h

Activity 1

a condition that determines one’s formal or family position

the ability to understand, but not speak a language perfectly

the quality of speaking and writing a language in an easy smooth manner

an official paper showing that a person has successfully finished a course of

the act of keeping the accounts of money of a business company, a public office, etc.

You have resigned your previous job because there were no promotion prospects
and better pay. You have fluency in English and a diploma from the University of Com-
merce in Athens. Write an application letter and a full curriculum vitae for the post of
the Chief Accountant in the “Cargo Shipping Co.” who have advertised in the “Morning
News”. Use an address of your own for the company.

Activity 2

WANTED URGENTLY

A secretary for an International Travel
Agency. Must speak English fluently
and either French or German, be pre-
pared to work long hours with extra
money for overtime work.

Single, young persons preferred.
Apply P.O. Box 9893

Read the advertisement on the left and
fill in the form of the curriculum vitae
that follows, trying to make sure that the
information you will mention will help you
get the job.

(In the last line, under the subheading
“GENERAL IMPRESSION”, you have to
refer to your character and/or personality.)
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NAME: ...
AGE: .,
MARITAL STATUS: ..o
EDUCATION: ..ot
PRESENT JOB: ..o
REASON FOR LEAVING: ......cccvveuenene
LANGUAGES: ..o
OTHER QUALIFICATIONS: ......cccceene.
PREVIOUS EXPERIENCE. ...................
GENERAL IMPRESSION: ......ccccvvevenene.

le==] Listen and answer

Why has she called?
What kind of job is it?

SN~ LODN=
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Vocabulary

Curriculum Vitae (C.V.), Bioypagikd Znugiwya

status (marital status), oikoyevelakn koTd-

aTaon

single, dyauog

birth, yévvnon

qualification, Tpogdv, TiTAOG (OTTOUSWIV)
fluency, euxépeia (Adyou)

knowledge, yvwon, yvwaoeig

diploma, diTrTAwpa

commerce, EUTTOPIO

26

Are there any promotion prospects?

What kind of qualifications should the person who will get the job have?
Has Christine got any experience in the computer?

Has she got any experience in the telex?

What will the company do, if she is chosen for the post?

When is Christine going to be interviewed?

Where does Susan work? What is her job?
Who is ringing? What is she ringing for?

School of Commerce, Eptropikr ZxoAn
shorthand, otevoypagia

typing, dakTuloypagia

book-keeping, kpaTtnon/tpnon AoyIioTIKWY
BiBAiwv

experience, suTIeIpia, TTeipa

interest, (10) evdiagépov

referee, autég ToU divel CUOTACEIG YIa KA-
o010V dAAO

principal, o eTTike@aAr|g, dieuBuvTrg (oxoAciou)



Testimonial

The A.B. School of Commerce
3, Stadiou st.,
Athens, 17085

TO WHOM IT MAY CONCERN

Miss Maria Petrou, aged 19, attended a commercial course at this school
from 1st September, 1994 to 30th June, 1995. She was awarded the school’s
Diploma, in which she gained particularly good results in typing, book-
keeping and English.

Miss Petrou has always been a polite and willing student showing good
manners and respect for others. She took a keen interest in school activities,
and I am confident that she will make an energetic, reliable and pleasant
secretary.

HELEN COLLINS

Principal
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A. Questions

Noakrowbd=

What sort of business course has Maria attended?

What was she awarded?

Which subjects did she gain particularly good results in?

Has Maria been an impolite and unwilling student?

Was Maria interested in school activities?

According to Mrs Collins’ opinion, what kind of secretary will Maria make?
What would you say about yourself as a school student?

B. Exercises

1.

® O 0 T o

oo oo
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Write the questions to the answers which are in boldface.

. Sheis 19 years old.

. She attended a commercial course at the A.B. School of Commerce.

. She gained particularly good results in typing, book-keeping and English.
. She has always been a polite and willing student.

. She will make an energetic, reliable and pleasant secretary.

. Write the opposites of these words.

suitable

glad

good

keen (interest)
confident
energetic
reliable
pleasant

Se "o o0 o

. Complete the following sentences putting the verbs in the passive

tenses suggested.

She (be award) the School Diploma. ................. Past simple
. The teachers must (respect) by the students. ................. Infinitive
Maria (teach) to be willing and polite. ................. Pr. Perf. Simple
. Tom (send) to a school of commerce. ................. Future Simple

Their daughter (give) very good manners and an excellent education. .................
Pres. Perfect Simple



@*opoo0oT
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Use the verbs do or make correctly.

Shewill ................. an excellent teacher.

lcant ... out what he is trying to do.

Why can’'tyou ................. him ................ his job?
There’s nothingto ................. here.

Willyou ................. me a favour?

................. up your mind (about) what you wantto .................

. Study the meaning of the following and then use each verb, at

least once, in the correct form to complete the sentences.

attend: to give attention and be present at

follow: to understand clearly

watch: to keep eyes fixed on something or someone
observe: to watch carefully

Willyou .......ceevveee the candidate there, and see how she fills in the application
form for the vacant job?

Our company’s personnel will ................. a lecture about marketing.
lcant......ccoceeee. your reasoning.

The manager ................. by the staff of his department.

Do not visit my boss tomorrow at 10.00 a.m. He ................. a meeting.

You haveto ................. your words when you talk to the manager.

They were ................. entering the bank.

a) to whom it may concern b) gain good results in  ¢) show respect for

d) take a keen interest in e) be confident that;
Use the above in sentences of your own, so that their meaning is clear.

Vocabulary

testimonial, cuoTarTikr €TTIOTOAN commercial course, KUKAOG EUTTOPIKWY Ha-
to whom it may concern, yia kB¢ evdiage-  BnudTtwy

pPOWEVO /TTPOG OTTOIoV aPopd award, aTTovéuw, avTapeiw

attend, mapakoAoubw (pobruata, diaAégelig  diploma, diTAwpa

K.ATT.) gain, TTaipvw, atroKTw, KEPSICw
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particularly, e¢aipeTikd, €10IK&

result, arotéAeopua

typing, dakTuloypagia, dakTuhoypdenon
book-keeping, kpdrnon/tipnaon BiBAiwv
polite, euyevikog

willing, TpéBupog

manner, TPOTTOG (CUNTTEPIPOPAG)
respect, oefaopog

keen, 0&UG, anUAvTIKOG

take a keen interest in sth, deixvw peydio
eVOIQQEPOV YIa KATI

activity, dpaoTnpioTnTa

be confident, £xw Tnv TeToiBNON

make, yivopai

energetic, SpaoTAPIOG, EVEPYNTIKOG

reliable, agi6mmoTog

principal, digubuvtng (oxoAeiou, koAAgyiou
K.ATT.)
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Asking to come for an interview

EX-EN Ltd.
90, Orpheos st.,
Piraeus, 17303

Miss Maria Petrou,

37, Metsovou st., 25th October, 1995
Athens, 178 89

Dear Madam,

We have received your application for the post of secretary in our Sales
Department, and we would be very glad if you could come here for an
interview on Wednesday next, 31st October, at 9.30. If that day or time
is not convenient to you, please let me know, and I will try to arrange the
interview for some other day and time suitable for both of us.

Yours faithfully,
p.p. EX-EN Ltd.

@m:ntu

Dinos Yianniotis
Sales Manager

A. Questions

Which department of the company is the new secretary going to work in?

Can you name some other departments of a big company?

What do you think happens during an interview?

What will the manager do if the time or day of the interview is not convenient to Maria?
If you were a businessman and were about to employ a secretary, which qualities
would you consider essential for her to have?

abhobd=
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B. Exercises

1. Complete the following sentences with the right prepositions.
a. We have received your application ............... thepost............... secretary ......

............... our Sales Department.
b. We should be glad if you could come ............... an interview ...............

Wednesday, ............... 9.30 a.m..
c. Ifitis not convenient ............... you, I'll try to arrange it ............... some other

day suitable ............... you.
2. Find in the text and write them down: 3 verbs, 3 nouns, 3 adjectives and

3 personal pronouns.
3. Give the two other types of the following Conditional Clauses:

a. If we receive your application in time, we will arrange an interview.

b. If that day is not convenient to you, we will try to postpone the meeting.
4. Match the following so as to make five meaningful phrases.

a. receive 1. department

b. sales 2. an application

. convenient 3. an interview

d. arrange 4. secretary

e. the post of 5. time
5. Fill in the blanks in the following table:

VERB NOUN NOUN (person)

interview | oo |

receive | e |

apply ........................................

manage | e [

emp|oy ........................................

32



Vocabulary

interview, pavTteouU yia ouvévteugn

Madam, kupia (XpnoIUOoTTOIoUHE TNV TTPOTPW-
vnon «Dear Madam» avegdptnta av TTPOKeITal
yla Kupieg 1 OETTTOIVIOEG, EKTOG AV AVAPEPOUNE
KOl TO ETTWVUMO oTToTE Ypdpoupe “Dear Miss/
Mrs + surname”)

receive, Traipvw, AauRdavw

application, aitnon

post, T6oT0, B€0n

secretary, ypapuaréag

Sales Department, Turua NMwAnocswv
glad, euxapiotnuévog

convenient, BoAikdg

let me know, gvnuepwoTe pe

try, TpooTTaBW

arrange, Kavovi¢w

suitable, katdAAnAog

Yours faithfully, Me tiuf

p-p- (per pro), a.a. (avt’ autou)
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Means of transportation

The network of communications within a big city includes the underground
railway, buses, taxis and, of course, driving.

The most popular means of transport is the underground, or the tube as it
is called. Most commuters use it, because it is the quickest form of transport,
as it avoids the traffic jam. However, it is very crowded at rush hours and most
of the times it’s difficult to find a seat. But, even if you have to stand in the train

34



all the way, it is certain that you'll reach your destination in due time. Don’t
forget to invalidate your ticket and keep it during the journey, in case the ticket
collector asks for it.

When you like to see much of a city or explore it, buses are the ideal way.
The fare is usually of the same cost as in the underground, and visitors to most
European countries, who use public transport a lot, whether it is the tube or the
buses, can buy the appropriate sort of weekly or monthly ticket. It's some kind
of card which allows passengers to have unlimited drives. However, taking a
bus may cause you great inconvenience. First of all, you have to queue up
when waiting at the bus-stop, and... don't let the idea of jumping the queue
cross your mind. People around will strangle you... Another disadvantage is
the traffic during the peak hours. A twenty-minute journey may last for more
than an hour and the possibility of being late, is a common phenomenon.
Nevertheless, buses are likeable to those who want to discover the beauties
of a city or town. Double-decker buses are advisable, if you want to get a good
view of the city. You can almost see everything from the upper deck.

Although taxis are very expensive, they are the most comfortable way of
reaching your destination. You can book a taxi in advance, or you can stop it
when you see the sign “ For Hire” displayed.

Using your car puts you into trouble. Parking is expensive and difficult to
find in the centre of big cities. If you park in a non-parking area, traffic wardens
will give you a ticket for illegal parking and you can’t avoid paying the fine.

Whichever means you like to use, see if it can be of good service to you.

A. Questions

. Refer to the means of transportation, mentioned in the first paragraph.

. Why do most of the commuters use the underground railway?

. What must commuters do with their ticket?

. Which means of communications should one use if he likes to see much of the
city, or explore it?

. Which kind of tickets can allow passengers to have unlimited drives?

. Refer to the first inconvenience you will face, in case you decide to take a bus.

. What is a common phenomenon when using a bus?

. When are double-decker buses advisable?

. When can you stop a taxi?

. What will happen, if you park your car in a non-parking area?

B WN -
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B.Exercises
1. Find the words in the text, having a similar meaning to the following:

a. a large system of lines, tubes, wires etc. that cross or meet one another

b. the various ways of travelling

c. liked by people

d. the place which is set for the end of a journey or to which something is sent
e. to make something not (any longer) suitable for use

f. for the use of everyone; not private

g. rush hours; time during which there is heavy traffic

h. that costs a lot

2. Match the following so as to form fifteen pairs of antonyms.

a. within 1. least

b. big 2. unknown
c. include 3. out of

d. most 4. remember
e. popular 5. small

f. reach 6. keep out
g. certain 7. private
h. forget 8. doubtful
i. usually 9. avoidable
j- public 10. leave

k. inconvenience 11. easy

l. advisable 12. seldom
m. expensive 13. lose

n. difficult 14. comfort
o. find 15. cheap

3. Form the opposites of the following, adding the prefixes in-, un-,
dis-, il-.

validate
like
appropriate
limted
CONVENIENCE oo

PoooTw
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advantage
.possible
.commonly L
EXPENSIVE e,
comfortable
Jegal
avoidable

—_ xS a ™

4. Fill in the blanks with the appropriate preposition.

a. Thetubeisvery crowded ............ rush hours and most............. the times it’s difficult
............ find a seat.

b. Passengers must keep their ticket ............ case the ticket collector asks ............ it.

c. Thebustickets are usually ............ thesamecost ............ e, the underground.

d. You have ............ queue ............ when you wait ............ a bus stop.

e. Buses are likeable ............ people who want ............ discover the beauties
............ a town.

f. Ifyoubook ataxi............ advance, you will not have ............ wait, until you see the
sign ..o Hire ” displayed.

5. Put the verbs in brackets in their correct form.

a. The underground railway, buses and taxis (include) ............ in the network of
communications.

b. Even if you (have to) ............ stand in the train, it (be) ............ certain that you
(arrive) ............ at your destination in due time.

c. Ifyou (jump) ............ the queue, people around (protest) ............ .

d. (Use)............ your car often (put) ............ you into trouble.

e. If you (give) ............ a ticket for illegal parking, you can’t avoid (pay) ............ the
fine.

f. Before (choose) ............ the way you travel, (see) ............ if it can be of good

service to you.

Vocabulary
means, Uéoov network, dikTuo
transportation, petagopd communications, PETAQOPIKG YETT
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underground railway, utéyeiog 01dnp6dpopog,
HETPO

tube, utrdyeiog 01dNPAdPOUOG, PETPO

commuter, TTPOCWTIO TIOU XPNOIYOTIOIEI OOTIKA
GUYKOIVWVia

traffic jam, kukAo@opiakh aupedpnon, YmotiAig-
pioua

rush hours, wpeg aigung

destination, TTpoopioudg

in due time, ev €uBéTw xpdvw, oTNV KOTGAANAN
wpa

invalidate, akupwvw

ticket collector, eAcykTAg €101TNPIWV

explore, &epeuviy

fare, ei01TpI0, VaUAOG

unlimited, amepidpioTog

drive, diadpopr| (Je auTokivnTO)

inconvenience, duokoAia, @acapia, evoxAnaon,
PTTEAGG
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queue up, TEPIPEVW OTn oelpd/oupd, WTTaivw
aTnv oupd

jump the queue, TTapafidlw Tnv oupd / oeipd

it crosses one’s mind, epva armé 1o JUAAS KdaTToI0U
strangle, oTpayyoAidw, Tviyw

peak hours, Wpeg aixung

last, diapkw

double-decker (bus), 5iwpopo Acew@opeio

deck, 6po@og Aewpopeiou, KATAOTPWHUA

in advance, €k TwWV TTPOTEPWV

sign, ofjua

for hire, eAc0Bepo (yia Tagi)

display, ekBéTw, deixvw

put (someone) into trouble, Balw Kkdmoiov ot
PTTEAG

(traffic) warden, Tpoxovopog

ticket, kAfjon (yia TpdaTIUo)

illegal, Tapdvopog

fine, TpdoTIPO



The first touch

- e ¥ M =T
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At a quarter to nine on Wednesday morning, Maria left her house to go
to the interview she had with Mr. Yianniotis, at his request. She preferred to
travel by train, as the underground station was only about two or three minutes’
walk from where she lived. Crowds of commuters, most of them businessmen,
secretaries, typists, shop-assistants, representatives, managers, accountants,
salesmen, indeed people from all walks of life, were hurrying into the station to
get to work by 9.00 or 9.30 a.m.
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Some people were queueing to get tickets, some others used the automatic
ticket machines, but most of them had their “season ticket”.

A quarter of an hour later, she found herself outside the building of the
company she hoped to work for. It was a really imposing high building, a
sample of modern architecture. She made her way up to the sixth floor using
the lift, although she could have used the escalator. While walking along a
long corridor she could see the clerks through the glass partitions. They were
already at work. When she arrived at Mr. Yianniotis’ office she knocked at the
door. “Come in” she heard and entered. Mr. Yianniotis wasn't there at that very
moment, but a lady informed her that he would be back in two or three minutes.

She had a quick look round the room. It was well-lighted and pleasantly
warm. Modern pictures were hung on the walls, which were painted in pale
colours to help eyes while working. On the wall, behind the manager’s desk,
there were hung some diagrams and plans which were perfectly designed. A
thick carpet covered the floor and the furniture, being modern and comfortable,
was placed in good order. “It's a really pleasant and convenient place to work
in”, she thought.

A.Questions

Why did Maria prefer to travel by train?

What kind of people were hurrying into the station?

What was the office building like?

How did she go up to the sixth floor? Was there another way of going up there?
Was she the first person to arrive there?

Describe Mr. Yianniotis’s office.

Would you like to work in an office like that? Say why.

Do you believe that nice and pleasant surroundings affect people’s mood and
consequently their work? Discuss.

NGk~ WN=

B.Exercises

1. Rewrite the sentences. Each time replace the boldfaced parts of
the sentences with the prompts given using the correct tense.

a. At 9.45 on Wednesday morning Maria left her house.

At 8.00 every morning Maria ..........ccecirereiiinciieee e
IS 9.45. MANIA ...
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b. A quarter of an hour later she found herself outside the building.

In five minutes from NOW SNE ......c.oooviiiiice e
¢. When she arrived, they were already at work.

When you wake up tomorrow, they ...

When the manager arrives, they ..........cccoeveveiiiiie e, for 2 hours.
d. Mr. Yianniotis wasn't there at that very moment.

ME. YIaNNIotiS ....ccveeeieiee et for all next month.

MEYI@NNIOLS ... there for a year.

2. Think of an adjective to match the following nouns.

a. businessman i. building

b. secretary j- architecture
c. shop-assistant k. corridor

d. representative l. look

e. manager m. carpet

f. accountant n. furniture

g. salesman 0. order

h. machine p. place

3. Write the question for the boldfaced parts of the sentences.

Q

. At 9.45 on Wednesday morning Maria left her house.

b. She preferred to travel by train.

c¢. The underground station was only about 2 or 3 minutes’ walk from where she

lived.

d. Crowds of commuters were hurrying into the station to get to their post by 9.00
or 9.30 a.m.

. The building was really imposing and high.
She could see the clerks through the glass partitions.

. “Come in”, she heard.

. Mr. Yianniotis would be back in two or three minutes.
A thick carpet covered the floor.

—oQ o

4. How would you feel if, like Maria, you were going to be interviewed?
Nervous, excited, anxious, depressed, self-confident? Why?

41



5. Fill in the blanks of the following table:

Verb Noun
............ touch
............ interview
............ requirement
prefer |
wak |
............ commuter
............ typist
............ representative
queue | .
hope |
arrive | L
cover | .
............ design
place | ..
think |
............ request

6. Fill in the blanks with the right prepositions.

a a quarter to nine Maria went ............ the interview she had ............
Yianniotis, ............ his request.

b. Crowds ............ commuters, who were people ............ all walks ............ life, were
hurrying ............ the station ............ get.oonenen. work.

c. The company Maria hoped to work ............ was housed ............ an imposing
building, which was a sample ............ modern architecture.

d. While walking ............ the corridors, she could see the clerks ............ the glass
partitions.

e. Modern pictures were hung ............ the walls, which were painted ............ pale
colours, and the furniture was placed ............ good order.

f. She thought that it was a really pleasant place ............ work ............ .

Vocabulary

touch, sTaen at his request, cUppwva pe TNV TPOOKANCH

interview, pavteoU yia ouvévteugn Tou, O6TIWG TO {ATNOE
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prefer, TTpoTIHW

underground station, otaBuég utrdyeiou oI-
onpodpdpou

crowd, TTAf60¢

commuter, Ta§IBILTNG aTMO KATIOIO CnuUEio
MI0G TTOANG O€ €va GANO

businessman, emixeipnuartiag

secretary, ypauuaréag

typist, dakTtuAoypdgpog

shop-assistant, TwAnTA¢ 0¢ kardoTnua,
UTTAAANAOG KATAOTHPATOG

representative, avtimpéowTog

manager, S1eUBUVTAG

accountant, AoyioTig

salesman, £€uTT0pOG, TTAACIE

people from all walks of life, aGvBpwTrol ammd
6Aa TO KOIVWVIKA OTPWHATA

hurry, Bidloual, oTTEUdW

post, 6éon, TTOOTO

queue, utraivw aTn o€ipd/oupd (avBpwTTwV)
automatic ticket machine, autépatn pnxavn
KOTTAG €I01TNPIWwYV

season ticket, kapta/eioiTipio diapkeiag
imposing, £mMBANTIKOG

sample, deiyua

modern, oUyXpovog, JOVTEPVOG
architecture, apyiTektovikn

make my way to, kareubuvopail TTpog
lift, acavoép, aveAkuaTipag
escalator, KuNidpevn okaAa

corridor, d31adpopog

clerk, uttdAANAOG (Ypageiou)
partition, xwpioua

knock at, kTuTiw (TT6pPTAQ)

enter, ptaivw, eI0€pXoUal

at that very moment, ekeivn akpiBwg mn oTiy-
KN

well-lighted (well-lit), ye kaAd ewTioud
pleasantly, euxapioTta

hang, kpepw

pale, TTaA, 6x1 €viovog

diagram, didypaupa

plan, TAGvo, oxédio

design, oxediadw

thick carpet, TayU xaAi

furniture, emiTTAwon, Ta £EmMTTAQ
place, TomroBeTw

good order, koA diaTagn
convenient, BoAIKOG, dveTog
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Maria gets her first job

Maria has an interview at EX-EN Ltd with Mr Yianniotis, the Sales Manager.

Mr Yianniotis
Maria
Mr Yianniotis
Maria

Mr Yianniotis

Maria

Mr Yianniotis

Maria

Mr Yianniotis

44

My name is Dinos Yianniotis. How do you do? Please,
do take a seat.

Oh, thank you.

| hope you weren't stuck in a traffic jam, were you?
No, not really. It was easy for me to get here, as the
train suits me fine.

Well, | have your application here. So you’ve had no
previous experience but Mrs Collins has written a very
good reference for you.

Oh yes, and | hope | will practice my theoretical
knowledge soon.

| see. Well, we are looking for someone with ambition
and initiative. Someone who is confidential, sociable,
friendly and cheerful in addition to being good at typing
and speaking English.

Yes, | realise that | must do my best. | assure you I'm
quite prepared to fulfil your requirements.

Good. I'd like you to begin work tomorrow, the first
of November, at a salary of 190,000 drs. per month.
Our office hours are from 9.00 a.m. to 6.00 p.m. with
one hour off for lunch, and your weekends will be
free. You might find the amount low, but there will be
a chance of a rise after the first six months if you fulfil
our expectations.



Maria :  That sounds a good offer to me, since | have no

previous experience. Well, I'll accept the job.

Mr Yianniotis :  Welcome to our family then!
Maria :  Thanks. I'm grateful to you for giving me this

opportunity and I'll endeavour to do all | can, to justify
your confidence.

A.Questions

S o

What has Mrs Collins written?

Has Maria had any previous experience?

What sort of secretary are the company looking for?
What will Maria’s first salary be?

Why will Maria accept the job?

Why will Maria try to do her best?

B.Exercises

1.

mPp oo T

Rewrite the sentences using the given prompts.

“Please, do take a seat”.

Mr. Yianniotis asked Maria...

“You weren't stuck in a traffic jam, were you?”
He hoped that she....

“| have your application here”.

He explained to her that...

“I will practise my theoretical knowledge soon”.
She said that...

‘Il do my best”.

Maria promised that...

“It's a good offer for me”.

Maria thought that...

Put the verbs in brackets in the right tense.

Mary (be) stuck in a traffic jam every morning.

Mr Fotiou (write) a reference for Paul last month.

John (have) much previous experience in accounting.

She (begin) working tomorrow.

“He (work). You can't interrupt him now”.

She said she (accept) the job, because she liked the working conditions.
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3. Based on the text, complete the sentences below. Then rewrite the
words filling in the gaps on the left so as to form the word INTER-
VIEW vertically.

a. —_—— a. Thetrain ........... Maria
fine to get to her job.

b - —————— N—— b. Maria has had no previous
.................. of work

c. ——— T———— c. Maria will practise her ......
.......... knowledge soon.

d. —E—— d. She’lldo her ...............
to satisfy her boss.

e. ————R— e.Her................. will be
190,000 drs. per month.

f  ————— V——— f. Mariawill ............ to do
all she can.

g. —_— 11— g. Fortunately, she wasn'’t
stuckina............ jam.

h. - E——— h. Mariais .............. to Mr.
Yianniotis.

i. w—e—————— i. Mr. Yianniotis ..................

Maria to their family.

4. Fill in the blanks with the correct prepositions and write the que-
stion tags at the end of each sentence.

a. Maria wasn’t stuck ............ the traffic jam, ............ ?

b. It was easy ............ her ............ get..oeenn. the office, ............ ?

c. Yesterday, Maria had an interview ............ Mr Yianniotis, ............ ?

d. Mrs Collins has written a good reference ............ Maria, ............ ?

e. The company are looking ............ SOmeone ............ ambition and initiative, ............ ?

f. They want to hire a secretary who will be good ............ typing and speaking English,
?

g. The office hours are ............ 9.00 a.m. ............ 6.00 p.m,, ............ ?

h. Maria was grateful ............ Mr Yianniotis ............ giving her the job, ............ ?

5. Correct the wrong words in the following sentences:

a. Mr Yianniotis asked Maria to take a sit.
. Maria wasn'’t struck in the traffic jam.
. The train shoots Maria fine.

o T
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d. “l hope | will practice my theoretical knowledge hear”, Maria said.

e. Mr Yianniotis said that they where looking for someone who wood be social and
friendly.

f. Maria assured him that she was quiet repaired to fill the company’s requirements.

g. Maria was told that the amount of money she would take was a little slow, but that
their would be a chance of a raise soon.

h. Maria would devour to do all she could to justify Mr Yianniotis’ conference.

6. Write a paragraph of about 80 words referring to the most important
qualities of a good secretary. Use the following patterns:

A good secretary should be ............

» » » should have ............
» » » hastobe ............

» » » has to have ............
» » » shouldn't be ............

The following words may help you to express your opinion.

accurate energy

energetic ambition

ambitious flexibility

flexible laziness

irritable initiative

lazy self-confidence

efficient incentive

pleasant courage

unwilling

reliable

polite

adaptable

furious
Vocabulary
interview, (pavteBou yia) ouvévteugn “Take a seat”, «KaBioTte»
sales manager, AicubuvTig NMwARcewv be stuck in, KOAAGw o€
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traffic jam, pmomiAidpiopa, kKukhoopiakr cup-

@opnon

it suits me fine, ye egutmpeTei TTOAU
application, aitnon

previous, TTponyoUuEvog

experience, Treipa

reference, oUoTaon (yia TpdowTIO)
practise, e£aokw

theoretical, BcwpnTikdg

knowledge, yvwon, yvwoeig

look for, waxvw

ambition, @iAodotia

initiative, mpwrtoBouAia

confidential, ¢umoTog

sociable, kovwvikog

cheerful, suxapioTog

in addition to, ektég amo, emmpdobeTa
be good at, eipal kaAog o€

typing, daktuloypagia, dakTuloypdenon
realise, avayvwpilw
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do my best, Balw Ta duvatd pou
assure, diaBefaiwvw

prepared, TTPOETOINACUEVOG
fulfil(l), ekrAnpwvw
requirement, amaitnon, ZRtnon
salary, pio86g, unviariko

per, avd, Katd

amount, Tooév

low, xaunAdg, pikpdg

chance, eukaipia

rise, augnon

be worth, agidw

offer, Tpoopopa

accept, déxopal, amodExoual
grateful, euyvipwyv
opportunity, suxkaipia
endeavour, TTpooTradw, TTaoxidw
justify, eaivopail avtagiog, dikaiwvw
confidence, sumoTtoolvn



Adapting to the new environment

On the first of November, Maria arrived at her office earlier than 9.00 a.m.
As she had no work to do just then, she looked round the room trying to adapt
herself to the new environment. Her manager’s desk was a large one, on which
there were two telephones, an inter-com, an in-tray for incoming letters and an
out-tray for letters to go to the post. There were also some pencils, an ashtray,
pens, fountain pens, a ruler, a stapler, a punch, some stamps, a small box of
paper-clips, elastic bands and three or four files containing papers which were
to be examined.

In a corner of the room there was the secretary’s desk with a typewriter
on it and a dictating machine or “dictaphone” into which Mr Yianniotis would
speak the answers to the letters. In this way, they would be recorded and
could be played back later and typed by his secretary. A thin wire led to a small
earphone which was going to be plugged into the secretary’s ear when she
would be typing.

By the side of the typewriter there was a tray with stationery, such as writing
pads, sheets with the EX-EN Ltd. letter-heading, continuation sheets for letters
which need more than one pages, copy papers, carbon papers, envelopes in
various sizes, window envelopes, memo note-papers, and a bottle of correcting
fluid.

It was 8.55 a.m. While Maria was looking at her watch, the door opened. Mr
Yianniotis entered the room. “Good morning, Miss Petrou”, he said. “Let me
show you round the departments to introduce you to your colleagues”.

A.Questions

1. Did Maria arrive at her office on time or in time?

2. Name five objects that were on her manager’s desk.
3. What is a typewriter used for?

4. Why is a dictating machine an important device?

5. What was placed by the side of the typewriter?

6. Give two examples of stationery material.

7. Who did Mr Yianniotis want to introduce Maria to?
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B. Exercises

1. Do you know the name of the following items?
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2. Match the following 14 items with their definition.

1. Glue a. Asmall piece of curved wire used for holding sheets
of paper together.

2. Ruler b. A metal fastening tool for joining pieces of paper
together.

3. Carbon paper c. Achemical product used for joining things together.

4. Punch d. Along narrow flat piece of wood, plastic or metal

marked with inches or centimetres and used for
measuring or drawing straight lines.

5. Writing pad e. Internal telephone system of the office providing
connections between all different departments.
6. Filing cabinet f. Two sharp blades with handles, fastened at the

centre, so that they open in the shape of the letter
“X” and cut things when closed.

7. Stapler g. Asheet of thin paper used between sheets of writing
to make copies.

8. Paper clip h. Anote of something to be remembered.

9. Correcting fluid i. Achemical product used for covering undesirable

written material.

10. Pencil-sharpener ~ j. A number of sheets of paper fastened together, used
for writing letters.

11. Scissors k. A metal tool for cutting holes.

12. Envelopes I. A piece of office furniture with drawers and shelves
for storing files.

13. Inter-com m. A small metal tool used for sharpening pencils.

14. Memorandum n. Flat paper containers for letters.

3. Give the correct tense of the verbs in brackets.

a. Maria (arrive) at 9.00 a.m. yesterday.

b. While she (look) round the room Mr. Yianniotis (come) in.

¢. The sales manager (leave) Paris last week.

d. The typist (not finish) the letter yet.

e. His secretary already (record) the text when he (call) her yesterday.
f. George (give) an interview at present.

4. Fill in the blanks with the right prepositions.

A thefirst ............ November, Maria arrived ............ her office earlier than usual.
b. As she had no work ............ do just then, she looked ............ the room trying
............ adapt herself ............ the new environment.
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Coovvrrenenn her manager’s desk there was an out-tray ............ letters ............ go
............ the post.

d .. a corner ............ the room there was the secretary’s desk ............ a
typewriter ............ it.

€ e the side ............ the typewriter there was a tray ............ stationery.

f. Later, Mr Yianniotis asked Maria ............ show her ............ the departments
............ introduce her ............ her new colleagues.

5. Fill in the blanks of the following table:

VERB NOUN
adapt | .
record | .

copy

post
.......... examination
introduce | ...
.......... dictation
pug |
correct | .
enter | .

Vocabulary

adapt to, Tpocapudloual o€
environment, TepIBAAAOV

inter-com (inter-communication), cuoTtnua
gevdoouvevvonong

in-tray, 6rikn yia eigepxoueva (£yypaga)
out-tray, 6rikn yia egepxdueva (éyypaga)
fountain pen, oTUAG pe uypd peAdvi
stapler, cuppatTiké pnxavnua

punch, diatpnTIKG pnxdvnua
paper-clip, ouvdetrpag

elastic band, AaoTixdki

file, pakeAog, viooié

contain, TepiExw

dictating machine/dictaphone, pnxdavnua
YIO UTTayOPEUCT) KEINEVWV

record, kataypdew

type, dakTuhoypa@w

thin, AeTrT6g

wire, KaAwdio, gupua

lead to, odnyw o€

earphone, akouoTIKO

plug into, BouAwvw
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be plugged into, epapudlopail o€
stationery, XapTikd UAIKO, XOpTIKG

sheet, UANO

letter-heading paper, évtutto aAAnAoypa@i-
ag ME TNV TAUTOTNTA TNG ETTIXEIPNONG YIO TV
TTPWTN OEAIdA EUTTOPIKWV ETTIGTOADYV
continuation sheets, £viutta aAAnAoypagi-
ag MOVO PE TNV ETTWVUHIO TNG ETTIXEIPNONG N
Kal TeAgiwg Aeukd yia TIG UTTOAOITTEG (TTANV TNG
TTPWTNG) OENIBEG TWV EPTTOPIKWIV ETTIOTOAWV
copy paper, AeTTTo XapTi yia avTiypa@r] KATw
aTré KOPUTTOV

carbon paper, KapuTTov

window envelope, @dkeAAOG pe Slagavr) Ye-
Bpdavn yia va @aivetal n dielBuvon Tou TTapa-
AATITN

memo (memorandum), UTTOUVNPQA, CNUEIWUT
show sb (a)round, cuvodeuw/yupilw (Ka-
TTOI0V KATTOU), BEiXVw (KATI € KATTOI0V)
correcting fluid, di0pBwTikd UYPO
introduce, cucTAvWw

colleague, cuvadeAPOg



At the stationer’s

Bill Stavrou, a young accountant, is opening an office of his own. He is
trying to organise it. He has bought some furniture already and has listed a
number of things he wants to buy to fit out his office.

(Entering the stationer’s ........................... )
Bill : Good morning.
Shop assistant :  Good morning sir, can | help you?
Bill . Yes. | want to buy some stationery. I' ve made a list of

the things | need for my new office. | think your help
would be useful.
Shop assistant :  OK, sir. What shall we start with?
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Shop assistant :

Shop assistant :

Shop assistant :

Bill

Shop assistant :

Bill

Shop assistant :

Bill

Shop assistant :

Bill

Shop assistant

Bill

Shop assistant :

Bill

Shop assistant :
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Papers and pens, of course. | want three packets of
xerox-paper, ten note-pads, two packets of plain paper,
three dozens of envelopes — middle size. Oh, by the
way, could you recommend me a good printer where |
could order some headed notepapers?

Yes, I'll give you the cards of two printers, so that you
can ask for their offer.

Can you also give me two boxes of pencils, two boxes
of ball-point pens and three boxes of felt markers?
What colour, sir?

Let’s see.... One box of blue and one of red ball-point
pens. As for the felt markers, | prefer them to be blue
or black. Will you please give me a fountain pen, too? |
want it for myself. | like writing in ink.

We've got some high-quality and smart fountain pens.
You can choose. Here they are, sir.

They are really fine. Which one would you suggest? |
suppose they must be expensive.

Well, the gold one is really expensive. You can buy the
silver one. It's very good and cheaper.

O.K. Let’s keep the silver one then. Now, where are we?
Yes, ... Have you got any scissors and penknives?

Yes, of course. Do you want some?

Yes, two pairs of scissors, a big one and a small one,
and two penknives please. Oh, ... a ball of string, too. By
the way, have you got any wastepaper bins?

Yes, we do. How many do you want, please?

| think two will be enough.

You didn’t ask for any files, sir. | think they are necessary
for an office.

Oh, yes. They are written here, in the second column
of the list. Let’s see... yes, | want a dozen of files, two
dozens of wallet files and ten ring binders.

You need a hole punch for the papers you'll place into
the ring binders.

Sure. Can | have two of them, please? | want two
staplers of two different sizes, three boxes of paper
clips, two typewriter ribbons, some adhesive tapes and
dispensers of course... Did | forget anything?

Well, ... (looking around). Er... what else have we got
here that might prove useful? Let’s see.... Oh, yes. |
could suggest drawing pins, rulers, pencil sharpeners,
rubbers, a paper knife, a calendar and, of course, some
bottles of correcting fluid.



Bill : Oh, yes. Thank you for recommending me so many
things. I'm most grateful to you for your help.
Shop assistant :  Don’t mention it, sir. Any time.

A. Questions

. What does Bill Stavrou do?

. Why does he want to buy a number of things at the stationer’'s?

. Who is offering to help Bill?

. What kind of stationery did Bill first ask for?

. Why did Bill ask the shop assistant to recommend him a good printer?

. Who does Bill want a fountain pen for? Why?

. How many pairs of scissors, penknives, balls of string and wastepaper bins does
Bill want?

. Does Bill want any kind of files?

. What does he need a hole punch for?

10. What things did the shop assistant recommend Bill to buy?

NOoOOGTh, WODN -
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B.Exercises

1. Match the following:

a. accountant 1. a small piece of curved wire used for holding sheets of
b. fit out paper together
c. stationery 2. a usu. small hand instrument for driving thin wires with 2
d. dispenser square corners into paper
e. adhesive tape 3. thick, white liquid used for covering mistakes in writing
f. paper clip 4. sellotape; scotch tape
g. stapler 5. a person whose job is to keep and examine the money
h. correcting fluid accounts of businesses or people

6. equip

7. materials for writing

8. a small device to adjust a scotch tape in

2. Based on the text, find the mistakes and rewrite the following pas-
sage correctly:

Bill Stavrou, a young consultant, is trying to rationalise his new office. He
has lifted a number of things he has to buy to put out his office. He has visited
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a station to buy some stationers. He bought several kinds of paper, pencils, bell-
point pens, felt markets, files, a hole pinch, rollers, pencil hardeners, robbers, etc.
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Fill in the missing prepositions.

Christine is opening an office ............ her own.

She wants to fit it ............ .

She has to start ............ some necessary things.
............ the way, can | order some headed notepapers?
You can ask ............ an offer.

We use a hole punch ............ punch papers.

Thank you ............ recommending me so many things.

PUZZLE

4> |4d|»

<|m|Im|Z|O

. A set of names of things written one after the other.
. Thin cord used for tying things up together.
. A set of sheets on which a system names, arranges and numbers each day of

each month of the year.

. Anumber of sheets of note-paper fastened together along one else.

. Coloured liquid used for writing or drawing.

. A covering which contains sth, esp. the paper cover of a letter.

. A narrow pointed wooden instrument containing a thin stick of a black substance

or coloured material, used for writing or drawing.

. An instrument for writing or drawing with ink.
. Awooven strip or band of fine material used for typing.
. Machine with which one prints letters on paper, using the fingers on a keyboard.



5. Working in pairs act out the following role play: At the stationer’s

Student A (Customer)

Student B (Shop assistant)

Say “Good morning” to the
shop assistant.

Reply.

Ask if they have got
any files.

Say “Yes” and ask about the kind of
files he wants.

Answer that you want
some ring binders.

Say that you haven't got any.

Ask if they are going
to have any binders
in one or two days.

Answer that you don’t know exactly,
but you have already made an order.
Ask if he wants something else.

Answer you don’t. Thank
the shop assistant.

Reply.

Vocabulary

stationer, xaptomwAng

accountant, AoyioTAg

organise, opyavwvw

furniture, émTAQ, emiTTAWON

list, ypaow o€ katdAoyo, katapTidw KaTAoTA-
on, KartdAoyog

fit out, e@odIGlw, emMTTAWVW (Ypapeio)
stationery, XapTikd UAIKO, XOPTIKG
xerox-paper, XopTi Enpoypagiag/TTapaywyng
PWTOAVTIYPAPWV

note-pad, GnuEIWPATAPIO, UTTAOK GNUEIWCEWY
plain paper, Aeukd xapTi, XapTi XWpPIg YPAUUES
dozen, dwdekada, vrouliva

envelope, @akeAOg

recommend, CUCTHVW

printer, TuTToypd®og

order, TapayyéAAw, divw TTapayyeAia
headed notepaper, xapti pe emke@aAida/
TAUTOTNTA ETAIPIAG

card, eTTIOKETTITAPIO, UTTIAIETO, KGPTA
ball-point pen, oTuAé diapkeiag

felt marker, papkadépog

fountain pen, oTUAO peAdvng

ink, peAavn / -vi

high-quality, eaipeTikr) TToI16TNTO

elegant, kopwdg, kaAaiobnTog

suggest, TpoTeivw, €I0nyouual

scissors, YaAidl

penknife, couyidg

ball, kouBdapi

string, oTrdyyog

wastepaper bin, doxeio / kaAGB1 aTroppIppdTwy
wallet file, pdkeAog pe autia

ring binder, vrooié

hole punch, diaTpnTIKG Pnxavnua

punch, avoiyw / kGvw TpUTTa

stapler, cuppatTikd (UNXavnua)

paper clip, ouvdeTipag (xapTiou)
typewriter ribbon, kopdéAa ypagounxavig
adhesive tape, KOAANTIKN Talvia, geAoTénTr
dispenser, fdon yia geAoTéNTT

prove, ammodeikviw / -opal

drawing pin, mvéla

pencil sharpener, 0oTpa

rubber, yopoAdoTixa

paper knife, xapTokd1TNG

calendar, nuepoAdyio (emTpatTéio/Toixou)
correcting fluid, S10pBwTiké UYPO
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Visiting an exhibition for office equipment

Mr Antoniou is visiting the local exhibition for office equipment. His ten-year-
old son, Peter, accompanies him. While looking round one of the stands, Mr
Antoniou explains the utility of several items exhibited there to his son.

Father
Peter

Father

Peter
Father
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. Well, do you see, Peter, how big and ample the desks are?
: Oh yes! And what about this comfortable huge red chair? Can

it move around?

. Yes. It's called a swivel chair. It revolves round its axis. In this

way, the person sitting on it has the ability to reach everything
around him.

. Is the place here like a real office room?
. Of course! You see, everything is in order; the bookcase with

the shelves filled with books, the telephone, the answering
machine, the coffee table with the coffee machine on it, the
leather sofa and armchairs for the customers, the hat-stand,
the umbrella holder, even the notice board.



Peter

Father

Peter

Father

Peter
Father

Peter

Father

Peter

Father

Peter
Father

Peter
Father

Peter
Father

Peter
Father

: This is like the one mum has at home. It reminds her of her

shopping and other things she has to do.

. Yes, but this one here is for serious and important announce-

ments that must be made known to the staff of a company.

: What about these machines on the several desks? They look

strange. Are they all to be used?

. Oh, yes. Each one of them has its own use. Let’s take the fax

machine over there. It sends copies of printed material, letters
and pictures, using a system through which the information is
sent in electronic form along a telephone line. As for the photo-
copier... well, I'm sure you've seen it again. It is a machine
that makes photographic copies of everything that is printed,
written, or drawn.

: And this is a typewriter, isn’t it?
: That's right. It's a machine that produces printed letters by

pressing the keys on the keyboard. It's a very useful device.
Look! It's easy to carry. It's a portable one.

: We have one at home. The other day | tried to type my

composition for school, but | made a lot of mistakes. Look,
father, over there! Are all those machines computers?

. Well, some of them are.
: Why does everyone speak about computers? Are they so

important?

. They certainly are, and very useful as well. You see, they are

electronic machines that can store information, analyse it and
produce further information as required. You can also perform
various processes on them. We use computers for many
purposes.

. It seems to be a complicated machine.
. It certainly is. It has the screen, the keyboard, the monitor, the

central processing unit, the floppy disks...

. And the printer? What is the printer?
. It is a machine which is connected up to the computer and

makes a printed record of computer information. There is
also the word processor. This is an apparatus using computer
software to write, correct and print texts.

. Could you buy a computer for me?
: We will buy one, but not right now, Peter. You are still too young

to be able to operate it.

: What's this near that desk?
: Well, I'm glad you want to know about everything, son. It's a

filing cabinet. It's used for storing files. Do you see these two
trays? They're called in-tray and out-tray.

59



Peter
Father

Peter
Father

Peter
Father

Peter

. They don't look like common trays.
: That's right. The manager’s secretary puts the incoming mail

in the in-tray and takes the documents which are going to be
posted from the out-tray, to give them to the office boy to post
them.

: Oh, | see. What are these small gadgets over there?
. Aha! They are the stapler and the hole punch. The stapler is a

small hand tool for driving staples into paper. A staple is a small
piece of very thin wire with two square corners which is driven
into sheets of paper, and it is bent over on the other side to hold
them together.

. And the hole punch?
. The word speaks for itself. It's a metal tool for cutting holes. Is

there anything else you would like to learn?

: Oh, I'd rather we went home. We can come again some other

time, before the exhibition is over.

A.Questions

O NGO, WN--

©

. What is Mr Antoniou visiting?

. Who accompanies him?

. How does a swivel chair work?

. What is the use of a notice board?

. What does the fax machine do?

. Does the photocopier make photographic copies of printed material only?
. Why are the computers very useful machines?

. Name two parts of a computer.

. What is the printer?

10. What is the word processor?”

11. What is a filing cabinet?

12. What's the difference between the in-tray and the out-tray?

13. What does a stapler drive into paper?

14. How do we call the metal tool for cutting holes?

15. Did Peter show any interest in the exhibition? How do we know?

B.Exercises

1. Replace the underlined parts of the following sentences with
words or phrases found in the text so that the meaning of the sen-
tences remains unchanged.

a. Peter has joined his father to the local exhibition of office equipment.
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. The swivel chair turns round its axis.

The notice board is used for important formal notices that are to be notified.

. A photocopy machine is a very useful device.

A typewriter produces types by pressing the keys on the keyboard.
The typewriter is usually electric and it can be carried.

. It produces further information as needed.

. What's this small apparatus over there?

2. Fill in the blanks in the following table:
VERB NOUN
visit |
.......... exhibition
.......... equipment
explain | ...
move | .
filllt'”™~ | .
.......... holder
.......... announcement
.......... production
.......... manager
.......... information
.......... copy
draw | ...
correct | ...
store | ...

]

. Rewrite the sentences using the new prompts.

“Can this red chair move around?”
Peter asked his father ...............
. “These are important notices that must be made known to the staff’.
He explained that ...............
“Are all these machines to be used?”
Peter wondered ...............
. “Let’s visit the other stands of the exhibition.”
He suggested ...............
. “When did you use my typewriter?”
He wanted to know ...............
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f. “Don’t touch the devices you see around.”
He warned Peter ...............

g. “Can we buy a computer?”
Peter asked his father ...............

h. “Is there anything else you would like to know?”
He asked Peter ...............

4. Find the modifying nouns, functioning as adjectives, in the dia-
logue which are combined with head nouns to form compounds
(two separate words or hyphenated or one word).

5. Can you guess what the following descriptions refer to? The first
one is done for you as an example.

a. It's a machine that makes coffee.

Do you mean the coffee machine?

It's a chair that revolves around its axis.

It consists of shelves to be filled with books.

It is a piece of furniture on which we hang or place hats.

It is a board on which we stick or pin notices.

It is a machine that makes photographic copies of everything that is printed, written

or drawn.

It is a machine that prints letters by means of keys.

It is an electronic machine that can store and analyse information or produce

further information.

i. It consists of keys and it is part of the computer.

j. Itis a machine that sends copies of printed material, letters and pictures, using a
system by which the information is sent in electronic form along a telephone line.

k. It's an apparatus using computer software to write, correct and print texts.

I. Itis a device from which the manager’s secretary takes the documents he has
dealt with, to send them to the post.

m. It is a device in which the manager’s secretary puts the incoming letters.

n. Itis used for driving staples into paper.

o. Itis a metal tool for cutting holes.

~po0cCT
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Vocabulary
exhibition, ékBean, emideign accompany, guvodelw
equipment, e50TTAIONOG stand, mrepimTepo (€kBeang)
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utility, xpnoipoémnta

ample, eupUxwpog

huge, TepdaTiog

swivel chair, TTepIoTpEPOPEVN KapPEKAQ
revolve, TTEpIGTPEPOUQI

axis, afovag

bookcase, BiBAI0BNKN (ETTITTAO)

shelf, pagi

answering machine, autéuaTog TNAEQWVNTAG
sofa, kavatrég

hat-stand, kpepdoTpa yia katTéAa, KaAGYNPog
notice board, Tivakag avakoivwoewy
announcement, avakoivwon

make known, KaB10TW yvwoTo, YVWAOTOTTOIW
use, XpNoIuodTNTA, OKOTTOG, XPAoNn

fax, @a¢, TnAcopoloTuTTia

electronic, nAekTpoviIK6G

photocopier, QwWTOTUTTIKO PNXAavnua

print, (eK)TUTTWVW

key, TTAAKTPO

keyboard, TTANKTpOAGYIO

strike, KTUTTW

finger, dakTuAO (xEPIOU)

press, (W, TUTTWVW

portable, popnTdg

device, guokeur], ynxavnua

store, @uUAGOOW, ammoBnkelw, KPOTW OTN
pvrAHN.

analyse, avaAlw

perform, dIEKTTEPAIWVW, EKTEAW

process, dlepyaaia, eegepyacia
complicated, TrepiTrAokog

screen, 006vn

monitor, povitop, 6pyavo TTapakoAoldnong
Kal eEAéyxou, 086vn

unit, povdada

floppy disk, diokéta

printer, EKTUTTWTNG

record, apxgio, kataypa@n

word processor, TTPOCEoopag, MNXAavnua
emegepyaaiag keipévou otov HY

apparatus, unxdvnua, GUCKEUN

software, AoyIOpIKO

operate, xeipiopail

filing cabinet, vrouAdm Tagivounong uAikou/
apxeiou

mail, Taxudpopeio, UAIKG yia Taxudpounon
document, £yypago

deal with, aoxoAoUpai pe

gadget, unxavikf mvonaon, JapagETI
stapler, cuppatTikd pnxdavnua

hole punch, diaTpnTIKG pnxavnua

staple, ouvdetpag oe oxAua aykUAng Trou
TOTTOBETEITAI OTO CUPPATITIKG HUNXAVNUO Kal
OUPPATITEI QUAAQ XOpPTIOU

bend, Auyilw
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Security in the office

Remember:

1. Keep your money and valuables in a safe place.

2. Close all the windows and doors when you leave the office.

3. Turn all the lights off when you go out.

4. Don'’t scatter your papers about.

5. Always empty the ashtrays.

6. Don't trust strangers; avoid giving them confidential information.

A.Questions

1. When you leave the office you should turn off the lights. What must you do when
you enter it?

2. What do you think may happen if you give a stranger some confidential information
concerning the company you work for?

3. What may happen to your purse if you leave it on the desk?

4. What would you do if you lost your bag?

5. Should you smoke in an office? What do you think?

B.Exercises

1. Make the orders negative.

a. Keep your bag under the chair.

b. Come out of the room at once.

c. Turn the key quickly.

d. Close all the doors and windows.

2. Here is a list of safety precautions. Choose the right ones to give:
a) To a small child in the house.
b) To a person going sailing for the first time.

a. Don'’t go near the fire.

b. Don’t play with matches.

c. Never sail without a life jacket on the yacht.

d. Don'’t climb over furniture.
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You should never set sail without having left a message about your course.
Never go sailing if the weather is very bad.

Don’t go near the windows.

Never put out to sea without an experienced person’s help.

Choose the right word (1, 2, 3, or 4)

The ..o, of the bank where he worked was in the centre of the city.
1. branch, 2.seat, 3.quarter, 4.house

Could you please ............... an appointment for me to see the manager?
1. manage, 2.arrange, 3.do, 4.have

Be careful how you ............... the typewriter; otherwise it will break easily.
1.do, 2.operate, 3.employ, 4.enjoy

If you don’t mind, | should like to ............... a suggestion.

1. make, 2.show, 3.say, 4.do

Rewrite the sentences using the prompts given.

Keep your money and valuables in a safe place.

HE SUGQESTIEA ... e

Don'’t scatter papers about.

TREY 01U US .t

Shut the door but don’t lock it when you leave the office.

[ (=38 (o) (o 10 11T

Turn all lights off when you go out.

The personnel manager told Me ........ccccveieiiiiiieie e

Don't trust strangers.

The manager adVISEA US ........cooe it

You can’t smoke in the office, you know.

He eXPlaiNed ......ovieeeece e

Please don't tell anyone what happened.

The secretary asked me POIIElY .......cccveveieieiiie e

Don’t wait for me if I'm late.

The general manager told his secretary .........cccovveveviieciciiceecee e,

. Give the antonyms of the following words:

a. valuable g. scatter about
b. safe h. avoid

c. close i. confidential
d. leave j. always

e. turn off k. empty (v.)

f. sail
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Vocabulary

security, ao@dAcia

keep, uAdoow

valuables, TToAUTIUO avTIKEipEVa, TIHOAPA
safe, aopaAnig

turn off, orivw / kAgivw (T0 PWg, padidepwvo
K.ATT.)

scatter, diaokopTridw

66

trust, eymoTevoual

stranger, £évog, dyvwoTog (oua.)
avoid, atmopelyw

confidential, eymoTeuTiKOG
information, TTAnpogopieg
empty, adeidlw

ashtray, Taodki, oTaxTodoyeio




The staff responsibilities

Mr Yianniotis :

Miss Petrou

Miss Petrou

Miss Petrou

Miss Petrou

Although the diagram on the wall is very explicit, as far as the
staff's responsibilities are concerned, I'd still like to explain
some things to you briefly. These details will enable you to
understand our colleagues’ tasks in the company.

: Oh, that’s fine! Thank you.
Mr Yianniotis :

First of all, let me tell you about Mr Georgiou, the Managing
Director. He is the one who deals with the overall running of
our company. Then, there is Mr Makris, the Sales Manager,
who supplies goods to customers. Mr Antoniou is the post
room clerk, whose duty is to send or forward the out-going
post and distribute the incoming one.

. I'd say thatthere aren’t many women working in the company.
Mr Yianniotis :

(smiling) On the contrary! Our female staff are very efficient
and we are happy to see delicate figures and pleasant faces
moving around! Miss Fotinou, our receptionist, answers the
telephone, welcomes visitors and gives them any required in-
formation. Mrs Philippou hires the new staff and is responsible
for the welfare of the people who work in the company. In
other words, she’s the Personnel Officer. She will be at your
disposal for any problems you might have while working
here. Miss Andreou is the Head of the Accounts Department.
She is involved in payments from customers and she is also
the one who makes the arrangements for the wages of the
staff. As you see, most of them hold executive positions. Mrs
Varsou orders office supplies and arranges for equipment to
be repaired. She is also responsible for the smooth running
of the office. Mrs Varsou is the Office Manager and Miss Valvi
is the Audio-typist. She types letters, reports and documents
while listening their content on the dictating machine.

. She types letters? And what about me?
Mr Yianniotis :

Oh, don't worry, Miss Petrou. There is plenty of work for
everyone. You will be typing the urgent letters, as all the
private secretaries of the company do, unlike Miss Valvi, who
types the material that needn’t be dealt with immediately.

: Oh, | see.
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Mr Yianniotis : Well, Miss Petrou, | think that you’ve got some general idea,
but I'm sure that your colleagues will be more than willing to
give you any further details.

Miss Petrou : Thank you, Mr Yianniotis.

e a.!'ld, w;h

vot only be efficient but
delicate and cka.rminsm)

A.Questions

1. How will Mr Yianniotis’ explanations help Miss Petrou with her new job in the
company?

Explain what Mr Georgiou does in the company.

Is Mr Antoniou’s duty to supply goods to customers?

What does a receptionist do?

How do we call the person who hires the new staff and is responsible for the
welfare of the people who work for the company?

What is Miss Andreou involved in?

7. What is Miss Petrou going to do in the company?

abhowbN

3

B.Exercises

1. Choose the right preposition

a. | am responsible to the director ...........c....coiiiiinnnn. making sure that the
company is profitable.
1.to, 2.for, 3.with, 4.on

b. Jennyworks ...........o.ccoeiiiiiiin the Olympic Airways.
1.for, 2.against, 3.about, 4.on
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Hedealt ... this store for 20 years.
1. about, 2.off, 3.with, 4.of
Tomisinvolved ..........ccooevvveennnennn. supplying goods to customers.

Twillbe ..o, your disposal, any time you need me.
1.on, 2.at, 3.in, 4.of

. Can you guess who the following descriptions refer to? The first

one is done for you as an example.

It's the person who deals with the overall running of a company.

Do you mean the Managing Director?

It's the person who gives information, answers the telephone and welcomes
visitors.

It's the person who types letters, reports and documents while hearing their content
on a dictating machine.

It's the person who supplies goods to customers.

It's the person who works for a manager and types his urgent letters.

It's the person who orders office supplies, arranges for equipment to be repaired
and is responsible for the smooth running of an office.

3. In each group of four words decide which one is the odd-man-out
and put it in a circle.

PopoTw

company, staff, tradition, manager

buy, sell, invest, price

sales manager, school boy, post room clerk, typist
and, because, or, but

them, she, her, us

Rewrite the sentences using the new prompts without changing
their meaning.

The sales manager supplies the customers of the company with goods.

The customers of the COMPANY .........cccoviiiiiiicee e
The post room clerk forwards the outgoing post.

The OUGOING POST ... bbb
The receptionist will give the visitors any required information.

Any required iNfOrMatioN ..........cooiiieee e
The personnel officer hired some new staff last month.

SomMe NEW SEaff ...



e. The head of the accounts department has made the necessary arrangements for
the wages of the staff.
The necessary arrangements for the wages of the staff

f. The audio-typist is typing some important documents for the office manager.

Some important documents

g. Private secretaries type all the urgent letters.

All the urgent letters

office.

=

5. Fill in the following table:

h. Mary’s colleagues were welcoming her when the general manager came into the

Adjectives

Nouns

explanatory
explicit
efficient
happy
delicate
responsible
smooth
urgent
private
general
documentary
executive

Vocabulary

diagram, didypaupa

explicit, cagng

as far as someone/something is concerned,
60ov agopd o€ KATToloV /KATI

staff, mpoowTmiké (eTaipeiag, K.ATT.)
responsibility, eubuvn, kaBrikov
briefly, ev cuvTopia, e Aiya Adyia

detail, AetrTopépeia
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enable, KaBIoTW IKAVO, dIEUKOAUVW
colleague, cuvadeA®og

task, ¢pyo, epyaaoia, kabrikov
company, eTaipeia

Managing Director, "evikdg AleuBuvTig
overall running, yevikn diaxeipion
Sales Manager, AicuBuvTng NwAnRocewv
supply, Tapéxw, TTpounBevw



goods, TTpoiovTa

customer, TEAATNG

post room clerk, utTTdAAnAog uTTEUBUVOG yia
Tn dlavopun Kai Tpowdnaon NG aAAnAoypagiag.
duty, kaBrkov

send, OTéAVW

forward, TTpowBw

outgoing post, eepxopeva (éyypaga, €TTI-
OTOAEG K.ATT.)

distribute, diapoipadw, diavéuw

incoming post, giogpxopeva (€yypaga, €1TI-
OTOAEG, K.ATT.)

smile, xapoyeAw

on the contrary, avriBéTwg, kaBe dAAo
female, 6nAukog

efficient, ikavog, TTou di10b6£Tel Ta aTTaITOUPEVA
TpoadvTa

delicate, kopwodg, vreAikdTog

figure, @iyoUpa, (avBpwTrivn) Hopen
pleasant, euxapioTog

face, mpoowTO

move around, Tpiyupifw, TTEPIPEPOUQI
receptionist, peoewiovioT, UTTGAANAOG uTTO-
doxng

answer the telephone, amravTw oto TNAéQWVO
welcome, kKaAwoopidw, UTTOdEXOMAI

visitor, emoKETTNG

required information, amaitoupeveg/¢nToU-
MEvES TTANPOQOpIES

hire (someone), TpocAaufdavw (katolov, yia
OUYKEKPIPEVO £pyO R XPOVO)

responsible, uretBuvog

welfare, eunuepia

Personnel Officer, AicuBuvTrg MNpoowTTiIkou
be at one’s disposal, cipal otn didbeon KT

Head of the Accounts Department, AicuBu-
vTig AoyioTnpiou

be involved with/in, aoxoAoUpai pe
payment, TTAnpwun

make the arrangements, TTpoypappaTidw, op-
Yavwvw, dIEUBETW, TAKTOTTOIW

wages, nuepopiodia, Bdouadidriko

hold an executive position, karéxw avwratn
(d1euBuVTIKR) BEON/TTOOTO

order, TapayyéAAW

office supplies, epodiacuog ypageiou
arrange for, kavovi{w

equipment, e£0TTAIOUOG

repair, €MOoKEUAdW, €TIOI0PBWVW

smooth running, opaAr Aeitoupyia/tropeia
Office Manager, lNpoioTauevog Npageiou
audio-typist, dakTuloypdpog TToU SaKTUAO-
YPa®Ei £yypaga, akoUyovTag TO TTEPIEXOHEVO
TOUG aTTd KAoETa

type, dakTuhoypa@w

report, avagopd

document, ¢yypago

content, TTepiExOuEVO

worry, avnouxw

urgent, emreiywy, -ouoa, -ov

private secretary, IDIITEpa ypOaUUaTEQG
unlike, 6x1 6TTwg, avTiBeTa pe

material, UAIKO

deal with, katamdvouar/acxoholpal pe
immediately, apéowg

general, yevikog

idea, 10¢a

willing, TpéBupog

further details, epiooGTEPEG/TTPOTOETEG Ag-
TITOUEPEIEG
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The manager and the secretary

Many problems arise when a manager loses his secretary. On the one hand,
he will have to face the tangible costs of the needed classified advertisements
and of the new secretary’s training. On the other hand, the welfare, work and
communications of the company are negatively affected.

That's why the manager should not be too demanding but friendly and
try to offer his secretary a satisfying and rewarding job. He shouldn’t keep
telling her that the office duties depend mainly on her, but he should give
her more initiative and the authority to act according to the circumstances.
Filing, shorthand, correspondence, typing, answering the telephone, making
appointments and translating letters are too boring sometimes, so she needn’t
be contradicted without any serious reason, for fear she might not achieve her
objectives.

A clever manager should praise his secretary in the presence of her
colleagues, every time she deserves an appraisal, and not inspect her all
the time. He should also take her opinion into consideration and ask for her
advice when he is about to make some decisions. He ought to treat her as a
confidential person and not to put any top secret documents out of sight every
time she turns up at his own office.

However, if a secretary wants to receive a fair treatment, she should be
well aware of her duties and responsibilities and respond to her job’s needs.
She has to be energetic, flexible, determined, patient, tactful, persuasive and
sociable. She also has to be able to type fast and accurately, speak at least
one foreign language, handle top secret documents, take a lot of shorthand,
and translate texts and letters. She should also be prepared to take orders and
go with her boss on business trips. Last but not least, she may have to work
irregular hours or join her boss in meetings, conferences and business dinners
occasionally.

A.Questions

Which problems arise when a manager loses his secretary?

Should a manager be too demanding?

Should he keep telling his secretary that the office duties depend mainly on her?
What should a clever manager do, every time his secretary deserves an appraisal?
Why do you think he must praise her?

What must a manager do when he is about to make some decisions?

What should a secretary do, if she wants to receive a fair treatment by her manager?
Does she have to work irregular hours, as well?

NG~ ODN=
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B.Exercises

1. Match the following:

a. face 1. well-being
b. tangible 2. a usu. small advertisement placed in a newspaper
c. classified ad by a person wishing to sell or buy sth., offer or get
d. welfare employment, etc.
e. rewarding 3. ability to act and make a decision without supervision
f. initiative 4. say that sth. (said or written) is not true; disagree with
g. filing one’s words
h. contradict 5. having the power to influence others into believing or
i. objective doing what one wishes
j- persuasive 6. worth doing or having

7. purpose of a plan; target

8. meet or oppose firmly and not try to avoid

9. storing papers in an office

10. that can be felt by touch; real; not imaginary

2. Give the antonyms of the following words:

a. tangible g. confidential
b. negatively h. fair

c. friendly i. energetic
d. boring j- flexible

e. clever k. tactful

f. praise l. accurate

3. Find the phrases in the text which mean the following:
. small ads
. badly influenced
. in a way that agrees with; in accordance with
. take into account
. consult
decide
. hide
. appear suddenly
know very well
important, although coming at the end

TS Kaa "0 0 T
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4. Complete each sentence with a word formed from a word given in
the list and using one of the prefixes or suffixes given.

satisfaction, friend, handle, patient, tray, responsible, consider, sociable, treat, reason

out-, dis-, un-, mis-, im-, ir-, -ship, -ation, -able, -ment

a. Our company lost an important order because the whole affairwas .................... by
the directors.

b. Putthese lettersin the .................. , please. I'll mail them tomorrow morning.

¢. The manager expressed his .................... at his secretary late arrival.

d. Her qualifications will be taken into ..................... .

e. Amanager mustbe ........c.c......... in his demands.

f. Mary likes making good friends. She believes that real .................... is more

valuable than money.
g. Don't be so
simple way.

with slow learners. Just explain everything in a more

h. | can’t trust our new colleague. His behaviouris ..................... .

i. She is not very fond of being with people. She is a rather ....................
in her job.

j. Joanis receiving a fair ....................

ACTIVITY

Act out the following role-play:

person.

Student A (The manager)

Student B (The candidate secretary)

Tell her to come in and have a seat.

Thank him.

Ask her how she came to know about the
vacant job in the company.

Say you read about it in the classified
advertisement they placed in yesterday’s
newspaper.

Ask her if she has got another job.

Answer that you have just left your
previous job.

Ask her why.

Explain that the manager was too
demanding, he didn't give you any
initiative and the job was boring.

Ask if she minds working irregular hours
and joining you in meetings, conferences
and business dinners, occasionally.

Say that you don’t mind, if the salary is
satisfying and if everything is arranged
in advance.

Tell her that you will take her case into
consideration and give her an answer
soon.

Thank him.
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Vocabulary

arise, TTPOKUTITW

face, avTigETWTTICW

tangible, a11T6G, X€IPOTTIOCTOG, TTPAYUATIKOG
classified advertisements, pikpég ayyeAieg
training, extmaideuon

welfare, eunuepia

communication, emmkoivwvia, diacuvdean
negatively, apvnTika

affect, ernpeddw, emdpw

demanding, amraiTnTIKOG

satisfying, ikavotroinTikég

rewarding, TTou avTayeifel, Tou emPBpafevel
initiative, rpwTtoBouAia

authority, e¢ouaia, dikalodoaoia
circumstances, TTepPIOTACEIG

filing, apxeloBétnon

correspondence, aAAnAoypagia

make an appointment, kAcivw pavteou
translate, peta@pdaldw

boring, Bapetdg

contradict, avTiAéyw, dlapwvw

achieve, emTUyXAvw, KATAPEPVW
objective, avTiKeINEVIKOG OKOTTIOG, OTOXO0G
praise, ETTaIVW

colleague, ouvadeA®og

| deserve, pou agicel

appraisal, £éTTaivog, exTipnon

inspect, eAfyxw, £MOEWPW

take into consideration, A\auBavw utéywn,
MEAETW

be about to, TpokeiTal va

make a decision, Taipvw/AauBavw améea-
on

treat, petayeipiopal, AvTILETWTTICW
confidential, eymoTeuTikdg, EUTTIOTOG

put out of sight, eCagpavilw, KpUBw

top secret, dkpwg aTOPPNTOG/EUTTICTEUTIKOG
turn up, epgavifopai (Eagpvikd)

fair, dikaiog

treatment, petayeipion, avrigeTWITION

be aware of, ipal evnuepwPévog yia, yvwpi-
{w KoAa

respond to, avtarrokpivoual o€

flexible, euéAikTOG, EAAOTIKOG

determined, amo@acIoTIKOG

patient, utTTopOVETIKOG

tactful, S1akpITIKOG, AeTITOG

persuasive, TTEICTIKOG

accurately, pe akpiBeia, akpiBwg

handle, xcipiCopai

text, keipevo

take orders, Taipvw diatayég

last but not least, TeAeutaio aAAG e€ioou
ONMAVTIKO

irregular hours, akavovioTo wpapIo
conference, ouvédpio, dIGOKEWN, CUCKEWN
join someone, ouvodelw KATTOI0V
occasionally, TepioTagiokd, amd kaipol €Ig
KaIpov
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Rumours at the backstage

During a coffee break Maria is holding a conversation with Noreen, another
private secretary, who’s been working in the firm for seven years.

Noreen : You've only been here for a few days; how do you like it?

Maria : Well, | couldn’t really say. Generally speaking, | like working
here, although there are some things I'm not too keen on.

Noreen : Like what?

Maria : The hours are very long and Mr Yianniotis, though extremely
polite, is so meticulous and gets too demanding at times.

Noreen : Don’t worry about the hours; you'll get used to the 9.00-5.00
schedule. As for Mr Yianniotis, he is easy to handle, if you
satisfy his wish for accuracy and tidiness. Lucky you, you don’t
work for Mr Markou; he is really bossy and arrogant. We're all
fed up with him in the department.

Maria : Isee. Well, | also can’t stand having to get up early in the morning.
| really enjoy staying in bed late; sometimes even breakfasting
there. Mum knows this habit of mine and sees to it.

Noreen : (Laughing) Try to make the most of your weekends then. And
how do you like the working conditions here?
Maria . Well, the offices are pleasantly furnished, sunny and cosy,

but the atmosphere gets really stuffy at times, as most of our
colleagues are smokers.

Noreen : Oh, that's my problem too. | wonder why they don'’t forbid
smoking, as they have already done in the public sector. And
what about your colleagues? Do you get on well with them?

Maria : Oh, yes! They're all fine! So kind and ready to help whenever
some kind of problem turns up.

Noreen : | have seen some loudspeakers on the walls of your depart-
ment. Do you listen to music?

Maria : Yes, but only sometimes because some people are disturbed
and can’t concentrate on their work properly.

Noreen : |, personally, feel that | can work more creatively while listening
to music. | don’t mean “hard rock”, of course.

Maria . (Looking at her watch) I'm afraid the break is over.

Noreen : Oh, yes! Unfortunately! Back to our desks then, just like

obedient students. Well, Maria, it's been nice talking to you. By
the way, what are you doing tonight? There’s a nice film on at
the “Pallas”. “The Sacrifice” by Tarkofski. Do you like him?
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Maria . Notreally! He actually depresses me. Let’s put it off for someother

time. We can arrange something over the weekend.

Noreen : OK, then. See you. Bye.
Maria . Bye.

A.

—

B.

1.

CLwoeNooaR~LODN =

Questions

What is Noreen’s job in the company?

Which are the things Maria doesn't like about her job?

What does Noreen say about Mr Markou?

Does Maria enjoy getting up early?

Do the two girls get annoyed by the other people’s smoking?

Does Maria have any problems with her colleagues?

Why don'’t they listen to music in the offices all the time?

What is Noreen’s attitude to music?

Do Maria and Noreen arrange to go to the cinema that very evening?
Refer to some rumours at the backstage . If you were to work in that company
which rumours would influence you positively?

Exercises
Form questions for the following answers using the prompts given.

Mr Markou is my boss.

WO e bbb bbb ae e
Maria has to get used to the long hours.

LA - PSSR
Maria is lucky because Mr Yianniotis isn’t bossy.

LA PSSR
Maria usually talks with Noreen during the coffee break.

WREN ettt bbb ne e e
The offices are pleasantly furnished.

. Match the items of the two columns so that you make twelve pairs

of synonyms.

a. holding 1. behaving in a proud, rude and
b. meticulous disrespectful way

7



c. arrogant 2. take advantage of

d. demanding 3. comfortable and warm

e. make the most of 4. appear (suddenly)

f. cosy 5. suffocating

g. stuffy 6. asking for too much

h. turn up 7. having

i. creatively 8. with great attention to detail
j- disturbed 9. make sad

k. depress 10. postpone

l. putoff 11. annoyed

12. productively

. Rewrite the following sentences using the prompts given.

. Do you like your new job?

She asked me...

. | have worked in a shoe factory for six years.

He said...

. Don’'t worry about the salary.

He advised Maria...

. He will like you if you satisfy his wish for accuracy.

She told me that my boss...

. How can you stand getting up so early?

He asked her...

. | feel | can work more creatively while listening to music.
She remarked that...

. Go back to your offices, please, because the break is over.
He asked us politely...

. Group Work: Suppose you are colleagues in the same company.
Exchange opinions and “rumours” during a coffee break. Some
topics for discussion can be the following:

a. Working hours and conditions.

b. Behaviour of your bosses.

c. Salary.

d. Promotion prospects.

e. Your past experience in other jobs.

f. Elements about your personal life, etc.



. Rewrite the sentences (using the new prompts) without changing

their meaning.

The working conditions generally satisfy Maria.
1= - TP

. They forbid smoking in the office.

0] 10 To U g o PP
Somebody accused me of being late yesterday.

. They didn’t realise that someone was recording their conversation.

They didn’t realise that their ...
They have changed the date of the meeting.

The date of the MEEtING ..oovvvve e
The office looked much better. Somebody had tidied it up.

The office looked much better. It ..........ccooveiiice

. She doesn't like people telling her what to do.

She doesn’t lIKE DEING ..ooveeeiieeeeee e

. Hurry up! You know the manager hates people keeping him waiting.

Hurry up! You know the manager hates his ........cccccooeiieiciiii i

6. Fill in the missing prepositions.

a. Sheiskeen .............. her new job.

b. What time do you get .............. in the morning?

c. It's difficult to get used .............. the 8.00 - 4.00 schedule.

d. Theyareallfed ......c..ccce. veernnne. the customers’ complaints.

e. See.............. the customers, please.

f. Shegets.............. well .............. everybody in the office.

g. Anold friend of mine turned .............. at my office this morning.

h. It's the third time they have put .............. their meeting.
Vocabulary

rumours at the backstage, priueg/diaddocig  polite, euyevikog

OTa TTAPACKAVIA meticulous, oxoAaoTIkOG, AeTTTOAOYOG
(coffee) break, didAcipypa (yia Ko@) demanding, amraitnTIkGg

hold a conversation, £xw pia ouZnTnon at times, pepikég opég

private secretary, 1ISiaITépa ypappatéag get used to sth, ouvnbidw Kkt

be keen on sth, pou apécel/0EAw TTOAU KATI (time)schedule, wpapio

the hours are long, o1 WPeG €ival TTOAAEG handle, avTipeTwidw, xeIpidopal
extremely, €QIPETIKG, TTGPA TTOAU satisfy, ikavotToiw
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wish, emBupia

accuracy, akpipeia

tidiness, voikokupoouvn, Taén

lucky you..., TTOAUO TuXepOG €ioal..., TUXePa-
KIQ...

bossy, autapyikog

arrogant, utrepoTITNG, PE AAAlOVIKY CUMTTEPI-
@opd

be fed up with, dev avréxw, pmrouxTidw, Ba-
pIEYaI

department, Tufpa (eTaipgiag, KATAOTAUATOG,
K.ATT.)

enjoy, ammoAaupavw

breakfast, Taipvw TPwIvé yeupa, TPWIVO
yeUua

habit, ouvrBeia

see to sth/sb, ppovTidw yia KT/KTT

make the most of, ekuetaAAeUopal aTo €TT0-
KPOV, agloTroIw

working conditions, ouvbrikeg epyaciag
pleasantly, suxapioTta

furnished, emmAwpévog

sunny, @WTEIVOG, NAIBAoUCTOG

cosy, AveTog Kal (e0TOG/e BaATTwpn
stuffy, Tviynpdg, ammoTTviKTIKGG

colleague, cuvadeA®og

wonder, avapwTiéual

forbid, amrayopeliw

public sector, dnuoéoiog Topéag

get on (well) with someone, 10 TTGwW KAAG
M€ KATTOI0V

kind, euyevikdg

ready to help, Tp66upog va Bonbriocw
turn up, epgavifopai (Eagpvikd)

loud speaker, nxeio, peydewvo

disturb, evoxAw

concentrate on, CUyKEVTPWVW TNV TTPOCOXN
gou o€

properly, 6TTwg TTPETTEl, CWOTA, KATAAANAQ
creatively, dnuioupyika

obedient, uttdkouog

sacrifice, Buoia

depress, Tpogevw KaTaBAIYn

put off, avaBaAw

arrange, Kavovidw
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Ads may help you find a new job

A.Questions
EXECUTIVE SECRETARY
1. Where can you see an adver-  For an International Company
tisement like the one on the ~ based in Piraeus

right? CANDIDATES MUST HAVE:
gnt: . — Fluency in English and Greek (reading knowledge of French).

2. Where is the company based? — Knowledge of typing and telex operation.
3. What qualifications are needed — Experience as Executive Secretary, of at least eight years.

if you want to be accepted by Candidates are invited to apply by sending a C.V. in English with

a recent photograph to:

the company? i Skt
4. Are you supposed to speak 41, Akti Miaouli

French as fluently as English? 185 35 Piracus

5. Who are the candidates going All applications will be treated in strict confidence.
to send their C.V. to?
6. “All applications will be treated in strict confidence”. Do you think this is right? Why?
Will they hire a secretary without any experience?
8. What can one write in a C.V.?

~

B.Exercises
1. Rewrite the following using the new prompts.

a. The company requires that the candidates should speak English fluently.

07 14T 110 = =S
b. Itis essential to send a recent photograph of yours.

RS T=1 a1 [T RSOOSR
c. She started working as a secretary eight years ago.

SNE NAS ...t
d. “If you want to succeed in getting the job, don’t forget to send your C.V.".

The manager adviSed NEr ..o e

2. Find the right word in the ad for each of these definitions.

concerned with making and carrying out decisions

the ability to speak or write without pause and difficulty
concerning or recognized by more than one nation
severe and demanding

apow
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. learning; that which is known
writing (something) with a typewriter

. the way a thing works

. a person who wants, or whom others want to be chosen for a position
to ask for esp. politely
to request something, esp. officially and in writing

Tt Ka o

3. Fill in the following table:
VERB NOUN

base |
type |
operate | ..
experience | .o,
know | .
invite | .
apply |
treat |
send | e

4. Here is another advertisement. Apply for the vacant job and
complete your C.V.
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le==] Listen and answer

Who is answering the telephone?

Which post is Robert interested in?

NG~ WODN=

Did Robert finally get an answer?

Vocabulary

executive secretary, ypauuatéog avwraTou
OI10IKNTIKOU OTEAEXOUG

international, 5i1Bvr\g

based, pe £dpa, TTou €xel £dpa

candidate, utroyr@iog

fluency, euxépeia

knowledge, yvwon

typing, dakTuloypagia, dakTuhoypdenon
telex, TéAeg, TNAEéTUTTO

operation, xeIpIouog, AeiIToupyia
experience, Treipa

apply (for) kavw aitnon (yia)

C.V. (Curriculum Vitae), Bioypagiké onueiwua
recent, Tpdo@PaATOG

application, aitnon

treat, avnipeTwidw, XeipiCopal

strict, auoTnpdg

confidence, exepuBeia, eutTioToolvn

When was the vacant job advertised?

Why is Robert Bart calling the KEY COM Ltd?

Is the Sales Department telephone line free?
Has Robert had an answer from the company about the job he has applied for?
What does the sales assistant ask him to spell?

executive, avwTaTto dI0IKNTIKO OTEAEXOG
charming, yonTeuTikog

energetic, 0pacTAPIOG, EVEPYNTIKOG

totally, €& oAokAripou

self-motivated, pe TpwTtofoulia

require, {NTwW, ATTAITW

involve, cuptrepAapBavw

deal with, aoxoAoUpuai peg, dlaTnpw eTTayyEA-
MOTIKEG ETTAPEG PE

exclusively, ammokAeIOTIKG

agency, TTPOKTOPEio

distinct, co@rig, 1Idiaitepa EEXWPIOTOG, EUKPIVAG
advantage, TTA€OVEKTNUO

facility, eukoAia, dieuk6Auvon

available, di06éaipog

remuneration package, TTANBOG/«TTAKETON
atTé OPEAN

current, Tpéxwv, 1I0XUWY, TTAPWY
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Keeping a client busy

Mr Yianniotis was expecting a visitor but he had a meeting at that time. He
asked Maria to welcome the visitor and talk to him until the meeting was over.
The visitor, Mr Greg, has already arrived and Maria has been keeping him
busy. Here is a part of their conversation, some minutes after Mr Greg’s arrival.

Mr. Greg

Maria
Mr. Greg

Maria

Mr. Greg

Maria

Mr. Greg
Maria

Mr. Greg
Maria

84

: Oh, | meant to ask you the time... er | mean.... what time do you

knock off, this afternoon?

: At about 4.30, as usual. Why?
: Well, look! It's the first time I've been to Athens you know, and...

and | haven’t got much idea about the places which are worth
seeing...

| mean that ......... that | don’t really know where to go. So |
wondered .... | wondered if you would like to show me round and
then, perhaps, if we could have dinner together. You see, I'd like
it very muchiif .........

: Well, Mr Greg, so would I, but | have already made plans for my

evening. I'm really sorry.

: Oh, some other time then. I'll stay in Athens for more than ten

days.... Er, well, by the way, could you help me find my way back
to my hotel? | had another meeting in the Athens Tower before
coming here, and the manager of the company gave me a lift to
your offices. (Feeling in his pockets) Er, where is the hotel card?
| don’t even remember the name of the hotel... Oh... let me have
a look. I think | have the card here.... Yes, here it is. It's “Morning
Dew” in the Constitution Square.

: Oh, | see. It's one of the best hotels in the centre of Athens. It

would be a good idea if | ordered a taxi for you, but you can also
go there on foot. It will take you fifteen minutes’ walk, but you'll
have the opportunity to walk along the busiest and most popular
streets in Athens.

: Well, | think it's a good idea, but could you tell me how to get

there?

: Certainly. Turn right when you leave this building, and take the

street leading to the next crossroads.

: Shall | go across?
: No. When you arrive there, turn left and walk along, until you

reach the National Bank building.



Mr. Greg

Maria

Mr. Greg
Maria

: Oh, Yes. | remember it. It drew my attention on my way here. It's

really so imposing.

: Fine. So, take the next turning on the left again, and walk along.

After eight or ten minutes’ walking, you will meet the Constitution
Square. You can’t miss it.

: Thank you so much for your assistance.
: You're welcome Mr Greg. And.... don’t forget to watch the guards

who stand on duty in front of the Memorial of the Unknown Soldier.
You know, the kind of kilt they wear is called “phoustanella” and
they always attract crowds of tourists. | hope they will attract you,
too. Oh! Here is Mr Yianniotis coming! | hope his delay has not
caused any inconvenience to you.

A.Questions

O NOOTLEAWN-

I Q= §
N -~ O ©

. Why couldn’t Mr Yianniotis welcome his visitor?

. What did he ask Maria to do?

. What time does Maria usually leave the office?

. Has Mr Greg been to Athens before?

. What did he suggest to Maria?

. Did Maria accept his proposal? Why?

. Where had Mr Greg been, before he went to Maria’s office?
. Where has Mr Greg found accommodation?

. Did Mr Greg know how to go back to his hotel?

. Who directed him to the hotel?

. What did Maria suggest that he should not forget to do?
. What did she hope would attract Mr Greg’s attention?

B.Exercises

1. Fill in the blanks.

Se "o o0 DT

VERB NOUN

expect e
visit
meet
arrive e,
show ...
plan ..
manage ..o
constitute  .............
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@
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TS Kae o0 a0

(0]
(o]

i order

| P building

k turn L
attention
m assistance
n attract ...

. Fill in the blanks with the proper preposition.

. He couldn’t come, because he had a meeting .............. that time.

. What time do you knock .............. , this afternoon?

. It's the first time he has been .............. Greece.

. Will you show me .............. ? 1 don’t know which places are worth seeing.
I's one .............. the best hotels .............. Athens.
This street leads .............. the Constitution Square.
.............. my way here, | met our manager.

. Doit.ee the way | showed you.
You will see the guards who stand .............. duty .o front ............. the
Memorial.
This kind .............. resorts attracts crowds .............. tourists.

. Tell the time in two different ways.

e.g. 4.30 Half past four / Four thirty.

a. 415 e. 510
b. 4.20 f. 5.30
c. 535 g. 6.50
d. 545 h. 745

. Put the verbs in brackets in their suitable form.
. He asked Maria to keep the visitor busy until the meeting (be) .............. over.
. She (keep) ......cc...... him busy for a quarter of an hour, but her manager hasn’t

come back yet.

. It's the first time he (come) .............. to Athens.
. I wonder if you (like) .............. to show me round.
. | already (make) .............. plans for the evening.

He had another meeting before (go) .............. there.

. (Turn) v right when you leave the office.
. When you (arrive) .............. at the tower, turn left.

That building (draw) .............. my attention, on my way here.
The guards (wear) .............. a kind of kilt which is called “phoustanella”.



5. Knock off, it’'s worth seeing, show someone round, make plans,
give a lift, go on foot, draw someone’s attention: Use the above in
sentences of your own, so that their meaning is clear.

6. Match the following:

=== Listen and answer

a. was expecting 1. stop work for the day

b. welcome 2. ask myself

¢. knock off 3. was waiting for

d. show (a)round 4. arrive at

e. wonder 5. greet a person when arriving at a place

f. give alift 6. be a guide to someone on his (first) visit to a place
g. opportunity 7. chance

h. draw someone’s attention 8. impressive

i. imposing 9. excite sb’s interest

j. reach 10. take someone somewhere in my car

1. What are Mr Yianniotis and Maria talking about?

2. Where is Mr Greg flying from?

3. Is Mr Yianniotis able to meet Mr Greg at the airport?
4. Has Maria met him again? How do you know?

5. Is Mr Greg’s flight arriving soon?

6. Was Maria’s first attempt to recognise Mr Greg successful?
7. Did she finally manage to recognise Mr Greg?
8. Why couldn’t Mr Yianniotis go to the airport?

Vocabulary

client, reAdtng

keep sb busy, amacxoAw kdatoiov
welcome, KaOAwoopifw, UTTOBEXOUAI

mean to, okoTTEUW va, OKEPTOMAI VO

knock off, oxoAdw, TeAeiovw TNV epyacia
(Tng nuépag)

wonder, avapwTiéual

give sb a lift, yeTapépw kdamolov pe 10 auto-
KivnTé (pou)

Constitution Square, MAareia Zuvtaypatog
on foot, e Ta TédIA

crossroads, oTaupodpouI

go across, d10oyi{w

draw one’s attention, eAkUw/Tpafw Tnv TTpo-
00X\ KATToI0U

imposing, emBANTIKOG
turning, oTpogn

assistance, Bonfcia

guard, ppoupdg, OKOTTOG

be on duty, ekTeAw utTnpeTia
memorial, pvnueio

kilt, okwTo£QIKn @ouoTa
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Office machines

typewriters

intercom machines

dictating machine
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Electronic office machines

R

— =

professional electronic typewriter with memory word processor

AR
INLERN

electronic telephone switchboard
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Consolidation exercises

1.

S@mpopoo

= o a0
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Complete the following words:

A P [ staff

b. @ te : suitable

C.iM ., ly : atonce

o o e : money paid for minor offence against law

€ fo nt : expressed readily, without a pause or difficulty
f S y : amanager’s personal assistant

O SKevoiereeee e | : experienced and clever

h. Qe e : line of people

e Pl n : advancement in position

Jo Mo m : anote of something to be remembered

. Fill in the blanks with the appropriate form of the verbs: arise

(arose, arisen), rise (rose, risen), raise (raised, raised). Keep in
mind that only “raise” can have an object, and that “arise” has the
meaning of “come into being”.

Some problems .............. yesterday, and he couldn’t be present at the meeting.
The students .............. , when the teacher came in.

The Government have .............. taxes.

Prices are always ............... .

He .cocovenee his secretary’s salary.

The price of meat has .............. to 3,000 drs per kilo.

Difficulties .............. as they were working.

He .o the amount of money he had offered to buy that painting.

. Fill in the blanks with the words: view, mind, belief, idea, opinion.

When the .............. of changing the job came into her .............. , Susan asked her
colleague, Jane, if it was a right decision.

Inthe .............. that working in a new environment would be a pleasant change,
she decided to give up her present job.

Inher............ , finding a new job would be the best thing he had to do.

From her point of .............. , Susan thought it could be a risk.

His ..o is based on facts.

I have no .............. how worried she was, when she learned that she didn’t get
the job.



™ ®egoogTey

o

o o0OTw

Fill in the blanks with the words: appearance, view, look,
expression, sight.

There is no .............. from her office window, except for some factory chimneys.
His .............. at the office was not very welcome.

After changing her hair’s colour, her .............. was quite different.

What sort of .............. did she have on her face when her manager criticised her?
Do you think the manager wrote down my name in the list of the candidates, with
A e of interest?

Is your new office an interesting .............. ?

Fill in the blanks with the words: period, season, time, term.

The company close for a week, during the holiday .............. .

| haven’t met him for a long .............. of time.

She got very good marks in languages during the last .............. .

It's lunch .............. . Stop working and let's go out to have something to eat.
Is summer a peak .............. in Greek islands?

Take more .............. and care over your work.

. Fill in the blanks as it is done in the example.

e.g. assistance — assistant
employment — employer, employee

management
typing
printing
application
principle
interview
work
accountancy
sales
business
distribution
reception

. operation
visit
attention

oS3 3TFTTS@Tea0Te

N T 2 S e e N

91



p. call

g. tourism

r. translation
s. speech

t. telephone o e

il

7. Give the suitable word formed from each word in capitals to
complete the phrases.

a. MANAGER . duties

b. SECRETARY ... job

c. ACCOUNTANT ... department
d. SOCIAL person

e. INTELLIGENCE ... secretary
f. EFFICIENCY ... clerk

g. PERSON . assistant
h. ACCURACY ... statement
i. RELY L colleague
j- EXPERIENCE ... staff

k. FLUENCY .. English

. COMMERCE ... correspondence
m. CONFIDENT ... letter

n. ACTIVITY woman

o. CONVENIENCE ... office room
p- SUITABILITY . machine
g. THEORY knowledge
rr. CONTINUE ... sheet

s. PLEASURE ... environment
t. DEMAND boss

u. PUBLIC Ll sector

v. WORK conditions
w. EXECUTE ... position

x. AVAL room

y. CURRENCY ... salary

z. USE information

8. Match the two halves to form compound words.

under hand
with man
short phone
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sales ground

business woman
ear in

trust phone
out worthy
tele- writer
type going
switch tray
over ever
ash board
which way
net all

rail work

. announcement, note, notice, message; Choose the correct word

to complete the following sentences:

The sales manager is not here at this moment. Will you leave a ................ for him?
Haven't you seen the ................ on the wall? It is saying “No smoking”.

I don’t know where exactly the manager is, but he has writtena. ................ informing
us that he will be back in half an hour.

The company’s ................ that there will be an increase in the personnel’s salaries
was received with loud cheers.

Heputupa.............. on the notice board inviting all the staff to dinner.

Afurther ............. will be made shortly after the board directors meeting will be
over.

While the new manager was giving the personnel his instructions, they were writing

10. Complete each sentence with the words formed from a word

given in the list adding one of the prefixes or suffixes given.

compliment, product, regard, pleased, fluent, station, polite, willing, logical,
sociable, suggest, refer, appear, success, favour, sharpen, arrange, reception,
trust, responsible, inform

-ery, -ary, -less, -ly, -er, -ment, -ist, ir-, mis-, -able, -ence, -ful, -ion, il-, dis-, im-,
un-, -ive, -ance, -ation
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The company fired him, because he was a very .............. person.

There is usually a correlation between the greeting and the .............. close in a
business letter.

“Creative” is a synonym for the word “..............
Peter is so competent in his job that he always receives .............. comments.

The manager was very .............. when he heard that one of the best clerks was
leaving the company.

Heisavery ............. person; he never talks to anyone.

He has made all the .............. for the meeting.

Miss Fotinou is the .............. of the company; she has to answer the telephone and
give visitors any required .............. .

Whenever | ask him a favour, he is very .............. to do it; he never helps anyone.
The small metal tool used for sharpening pencils is called a ............... .

. The book-shops sometimes sell .............. as well.

He made a .............. to my book, when he spoke about the importance of the
export trade nowadays.

. Nobody agreed with him because his agruments were absolutely ............... .

Heisavery .............. businessman; he needn’t be afraid of any kind of competition.
Why do you .............. him so much? He seems honest enough to me.
His .............. are clever but unworkable.

She speaks Spanish and ltalian ............... .

People should not be judged by their ............... .

All our proposals were turned down, .............. of their good points.
Sheisrude and .............. ; she didn’t speak to anyone at the party.

11. Match the following so as to form twenty pairs of synonyms.

94

S3TETTS@me 0T

turn up
cable
proceed
creative
fluently
intelligent
require
lively
supplement
reliable
endeavour
sector

. stationery

staff

. add to
. try (hard)
. appear (suddenly)

field

. telegram

. personnel

. postpone

. be upset

. continue; advance

. expressing in a smooth manner
. switch off

. productive

. too fond of giving orders

. demand



o. put off 15.
p. turn off 16.
g. worry 17.
r. hire 18.
s. bossy 19.
t. stuffy 20.
12. Match the following so
a. essential 1
b. leaving 2
c. advantage 3
d. clearly 4
e. willing 5
f. energetic 6
g. receive 7
h. thick 8
i. warm 9.
j. modern 10
k. pale 1.
. empty 12.
m. briefly 13
n. hire (sb) 14
o. general 15
p. arrogant 16
g. polite 17
r. early 18
s. turn up 19
t. grateful 20

having air which is not fresh
employ or appoint to a job
clever

materials for writing
trustworthy

energetic

as to form twenty pairs of antonyms.

. idle; lazy

. obsolete; old fashioned

. in detail

. full

. fire; dismiss; (give the) sack
. modest; humble

. trivial; unimportant

. vivid

rude; impolite

. arriving

late
disappear

. disadvantage

. vaguely

. cool

. ungrateful

. reluctant; unwilling
. specific

. thin

. send

13. Say whether the following statements are true or false.

a. If you are going to work in the business world, and you are too capable, it is
possible that you will have promotion prospects.

®o0g

interested in this job.

=h

A competent secretary should only be sociable and good-looking.
A curriculum vitae gives details about your private life.

If you are “single”, It means that you are divorced.

An interview for a job is usually preceded by an application of the person who is

g. Reference letters refer to the interviewer and not to the interviewee.

Pleasant surroundings do not affect in the least people’s moods while they are working.
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h. One should be confidential and reliable if he has an executive post.
i. You can cover undesirable written material by using correcting fluid.
j. The word “schedule” has to do with a clerk’s salary.

14. Fill in the blanks with the correct form of the verbs in the brackets.

a. If she had had initiative, she ............... (take) the job.

b. Maria Petrou ............... (age) 19, .o (attend) a commercial course, which
lasted for six months, in 1990.

c. Afterhe ............... (work) in the bank for four years, he became the sales manager
in our company.

d. By the end of the next month she ............... (work) as a secretary for five years.

e. ‘I hope thatyou ............... (justify) my confidence”, he said to her.

f. Amemorandum ............... (be) a note of something ............... (be) remembered.

g. When the manager ............... (enter) the office, his secretary was typing letters.

h. Paul .............. (work) too hard lately.

i. “I'msure that your colleagues ............... (be) more than willing ............... (give) you
any further details”, he said.

j- He wonders why they ............... (not forbid) smoking.

k. Maria usually ............... (talk) with Noreen during the coffee break.

. “lcan'tstand ............... (get) up so early in the morning”, he said.

15. Fill in the blanks with the right prepositions.

a. The company are looking ............... a secretary ............... the sales department.

b. He advised me on what | should send ............... the company if | was interested
............... the job mentioned ............... the ad.

c. She started her letter ............... the following way: “............... reference .............
your advertisement ............... a secretary, | should be grateful if you would consider
my application ............... this job.”

d. She hasfluency ............... English and a diploma ............... the University ...............
Commerce ............... Athens.

e. Miss Petrou was a polite and willing student ............... respect ............... others
and she took a keen interest ............... all school activities.

f. Apart ............ being confidential and sociable, Maria is also good ...............
typing.

g. Trying ..ccoeenee. adapt yourself ............... a new environment can sometimes be
extremely difficult.

h. The diagram ............... the wall explains the colleagues’ tasks ............... the
company.

i. “Sheisresponsible............... the welfare ............... the people who work ...............
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the company, and she will be ............... your disposal ............... any problems you
might have while working here”, he said.

j- Miss Andreou is the Head ............... the Accounts Department and is involved
............... payments .............. customers; she also makes the arrangements
............... the wages ............... the staff.

k. “Doyouget............... well............... your colleagues?” He asked the new secretary.

I. Ashe was bossy and arrogant, they were all fed ...........cc.. v him.............
the department.

16. Rewrite the sentences using the new prompts.

a. | should be obliged if you sent me a brochure.
| should be obliged if I ..............
b. Maria assured Mr Yianniotis that she would fulfil his requirements.

Mr Yianniotis .............. that his requirements ..............
c. The secretary was typing a letter.
Aletter ..............
d. We use a punch for cutting holes.
Apunch ..............
e. You should keep your money and valuables in a safe place.
Your money ..............

f. He gave the stranger confidential information concerning the company.
The stranger ..............
g. You needn’t deal with this material immediately.
This material ..............
h. He has ordered some office equipment.
Some office equipment ..............
i. They forbid smoking in the office.
Smoking in the office ..............
j- Mr Markou will arrange the meeting.
The meeting ..............

17. Rewrite the sentences using the new prompts.

a. “What do you do for a living?”
He askedme ..............

b. “Did you have a good time in the office?”
He wondered ..............

c. “What qualifications are needed, if you want to be accepted by the company?”
She wanted to know ..............
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d. “l worked till late last night”.
She said ..............
e. “Has she got any previous experience of working in an office?”
He wondered ..............
f. “What will the manager do if the time of the interview is not convenient for the
applicant?”
| asked him ..............
g. “Do you believe that a pleasant and cosy atmosphere affects the clerks’ moods?”
She asked me ..............
h. “Will you accept the job even if the salary is low?”
He asked her ..............
i. “What may happen to your purse if you leave it on the desk?”
He askedme ..............
j- “What does a receptionist do?”
He asked her ..............
k. “Do most of these people hold executive positions?”
He wanted to know ..............
I. “What can a person write in a C.V.?”
She asked him ..............

_2=2] 18, Listen to the cassette and fill in the blanks in the following

passage.
Sheila once had @ .................. ™ who was t00 .................. @ . ®)
and strict. He used to arrive................... @ the office ten minutes earlier than the
.................. ®) and wait by the door to see who was .................. ©.
fa. ... ) had been late, it was certain that he would have ............... @®
© (10)
He wanted the offices to be neat and .................. (1, the files and .................. (12)
to be ... ¥ the out-going .................. 49 in the ...ocooeeriennn, (15)
and the ................. (6) ones in the in-trays. Twice or three .................. " a
day, he ................. (8 to walk round the .................. 9 (20)
thatworkwas .................. @Y normally. Although he ................. RIS v
.................. @ work ... @ they were all ................ ® and
the ... @) that every person working for the ................ @) was
equally .................. @8 and was equally .................. @), created an extraordinarily
friendly ...........cco.e. (30),
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Chapter

Function

Language work

. Communicating

Giving information

Correcting mistakes - Derivatives

with people - Reacting according to - Prepositions - Completing
different circumstances sentences - Writing sentences
- Acquiring vocabulary using specific phrases
- Forming sentences
2. The mail Giving advice on letter Conditionals - Gerund and
minefield writing Infinitive - Multiple choice
- Acquiring vocabulary - Synonyms-True-False
- Listening - Completing sentences
3. The telephoning | Describing processes and | Prepositions - Completing a

process

giving instructions
- Acquiring vocabulary
- Revising Tenses
- Revising Conditionals

dialogue - Definitions - Putting
verbs in their proper form

4. Specialists on Describing facts - Giving Gap filling with prepositions
call information - Acquiring - Derivatives - Synonyms - Active
vocabulary - Making — Passive - Comparatives
Comparisons - Revising - Verb Tenses
Tenses
5. Taking a Speaking on the phone Prepositions - Writing a message
message - Taking a message - Reported speech - Formation of
- Writing messages adverbs - Questions
- Reporting events - Answering questions
- Listening
6. Body language Expressing opinions Antonyms - Identifying words with

and beliefs - Acquiring
vocabulary - Speaking

their definition - Avoid plus gerund
- Infinitive - -ing form - Discussing
about people’s character

7. Recorded Listening to messages on | Answering questions
Messages answerphones - Taking - Compound words
notes - Giving information | - Correcting mistakes
- Acquiring vocabulary - Antonyms - Word building
- Using the correct tense
after temporals
8. The telex - A Description - Expressing Completing sentences with proper

necessary aid to
business world

opinions - Acquiring
vocabulary - Speaking

words - Antonyms - Derivatives
- Synonyms - Describing features

. «We think,

therefore we are

Giving information
- Dealing with ads

Filling in a coupon
- Multiple choice - Vocabulary

RAFAX» - Acquiring vocabulary - Derivatives - Matching words
with their definitions
10. Tele- Describing features Identifying words with their
communications | - Giving information definitions - Antonyms
in our life - Acquiring vocabulary - Prepositions - Matching

- Agreeing or disagreeing
- Reporting events

sentences - Direct — Indirect
Speech
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Unit 2

communications
and
office practice
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Communicating with people

Holding a meeting

Study the following and act properly in each case.

1. You work in the same company with George and you want to talk to him but
his office is on the 10th floor while yours is on the 6th.
A. You call him on the telephone.
B. You ring him on the extension.

2. You want to discuss something with Tom who works in another firm.
A. You arrange an appointment.
B. You send him a postcard.

3. You urgently have to get in touch with a company abroad.

A. You write a letter.
B. You send a telex or a fax.
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4. You want to talk to Mrs Smith who has just applied for the secretarial
position in your company.
A. You fix a date with her.
B. You interview her.

5. You want several people to read a circular.
A. You record it on a tape.
B. You have it distributed around.

6. You want to make an office party known to everyone.
A. You pin a notice on the notice board.
B. You write a memo.

7. Your secretary, Linda, is out and you want to let her know you’ve gone out
for lunch.
A. You write a note.
B. You tell the Sales Manager.

8. You want to discuss a serious matter with some colleagues.
A. You have a party.
B. You hold a meeting.

9. You want to call your secretary into your office.
A. You shout.
B. You use the intercom.

10. You want to make known or remind someone of something in the firm.
A. You write a memo.
B. You write an application.

Exercises
1. Complete the following sentences so that they make sense.

The people you work with are your ......

Before getting a new job, you are usually asked to...

At a company’s meeting people discuss ......

If you are interested in a job, you ......

If you have a problem in the company where you work, you arrange...

If a circular has been distributed among the clerks of a company, each one of them
is expected to ......

"o oo0Tw
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4.

Correct the spelling of the given words, where it is necessary.

telefone L
extention L
appointment ...
tauch
posision e
secreterial .
circular
taip
collegues e
meating e
entercom L
remaind

Fill in the blanks with a preposition.

They work ............ the same building.

His office is ............ the tenth floor.

He is speaking ............ the telephone.
Trytoget........... touch ............ him.

He applied ............ the job.

He recorded the chairman’s speech ............ the tape.
He made his decision known ............ everyone.
He'sgoneout ............ lunch.

Discuss your problem ............ your manager.

Don'’t forget to remind him ............ his appointment.

Use the following phrases in sentences of your own, so that their

meaning is clear: get in touch with, fix an appointment, distribute around,
make known to, let someone know, hold a meeting.

5. Who uses the following devices in a company?

P00 T

telephone
typewriter
telexorfax
intercom L
dictating machine ...
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Vocabulary

communicate, £TTIKOIVWVW

act, evepyw

properly, katdAAnAa

case, TTEPITITWON

call, TnAepwvw, KaAw

ring, KaAw TNAEQWVIKWG, TNAEQWVW
extension, €OwTEPIKA YpauuR TnAEQWvou,
ETTEKTACT

discuss, oulnTtw

firm, eTaipeia, @ipya

arrange, kavovidw, SIEUBETW
appointment, erayyeApaTikd pavteol
urgently, eTelyoviwg

get in touch with, épxouai og eTragn pe, €m-
KOIVWVW

company, £Taipeia

abroad, o710 £€WTEPIKO

telex, TéAeg

fax, TnAepwToTUTTIO, TNAEOMOIOTUTTIO
apply for, kGvw aitnon yia

secretarial position, 6¢on ypappatéa
fix a date, kAcivw pavTeBou (TTPOCWTTIKG)
interview, Traipvw ouvévTteuén

circular, eykUkAIOG

record, KaTaypaQw

tape, Tavia (payvnTogwvou)

distribute, diapoipalw

make known, yvwaoTOTIOIW

pin, KAPPITOWVW

notice, avakoivwaon, €1d01Toinon

notice board, Tivakag avakoivwoswy
memo (memorandum), uttevluunTIké onpei-
WA, UTTOPVNA

secretary, ypapparéag

let one know, yvwaoTOTIOIW O€ KATTOIOV

note, onueiwpa

Sales Manager, AicuBuvTrg MwARcewv
serious, coBapog

matter, {ATnua, Béua

colleague, cuvadeAPOg

hold a meeting, cuykaAw / opilw /“Kavw”
ouvedpiaon

intercom (intercommunication), ecwTtepiko
TNAEQWVIKO CUOTNUO  ETTIKOIVWVIAG  PETAEU
TUNPATWY OTO i8I0 KTipIo, EVOOETTIKOIVWVIQ
remind, uttevBupidw

application, aitnon
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The mail minefield

In business, most professional people have a remarkably simple way of
checking a direct mail letter. They read only the first few paragraphs. And if
those first few paragraphs do nothing except that they state the offer again and
again, they are happy. The technical details of the product are left to others to
check for accuracy.

s.éror@ call 4o actio and... its )\
farwam&@ s my business.

Avoiding pitfalls while writing sales letters

It is possible to avoid most of the worst pitfalls, if the writer has experience
in the field.

Length is the prime indicator of professionalism. If it is long (about two or
three pages), it is on the right lines. If it is short, it is time to start worrying. This
does not mean that a bad long letter is better than a good short letter.
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The two crucial parts of the letter are the beginning and the end. Usually,
about three-quarters of the way down page one, the real start will be found.

There is no need to worry about being polite. The reader does not have
the time, so the letter should come straight out with what is being offered and
it should be crisp and persuasive. The entire deal or offer must be contained
in the first few paragraphs. This will catch the reader, and make him continue
reading.

The next move in checking the letter is to skip the middle entirely, and go to
the last page. This is what most readers do.

Two things should be found. The first is a post-script. A PS is often the part
of the letter that gets read first, and it should always repeat the deal or the offer.
Next, the last few paragraphs of the letter should be examined. A good sales
letter always ends in a strong call to action. Indeed, some brilliant letters even
start off with it.

A.Questions

How do most professional people check a direct mail letter?
How is it possible to avoid most of the worst pitfalls?

Which is the prime indicator of professionalism?

When is a sales letter considered to be on the right lines?
Is a bad long letter always better than a good short one?
Which are the two crucial parts of the letter?

How should a letter be laid out?

What should be repeated in the PS?

NGk WN=

B.Exercises

1. Complete the sentences, drawing information from the text.

It is possible to avoid most of the worst pitfalls, if ...........cccooeiiiiiiiie,
The letter is on the right iNES, if ........ccooviiiiiie e
If the letter ... , it is time to start worrying.

If a sales letter is good, it @IWAYS .....ccccvrereire e
If a letter is Crisp and PEISUASIVE .......ccvevverieiiisieese e

Ppop Ty

2. Use the gerund or infinitive of the verbs in brackets to fill in the
blanks.

a. He hasn’'t come yet. ltistimetostart ................. (worry).
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. Thereisnoneed .................. sO early (come).

A well-written letter will make the reader continue .................. (read).
. Thenextmovein .................. the letter is to skip the middle entirely, and go to the
last page (check).
John thanked me for ................. him (help).
This exercise is very difficult ................. (understand).
. Choose the correct word.

He spoke so quickly that | didn’t .................. what he said.
a) listen, b) take, c) accept, d) catch

They do nothing .................. sleep all day.

a) as well as, b) besides, c) but, d) too

As he was ill, he had to avoid ...................

a) sleeping, b) relaxing, c) working, d) resting

Cantyou .................. your boss to increase your salary?
a) reason, b) succeed, c) persuade, d) make

. Match the following so as to make eight pairs of synonyms.

a. remarkably 1. mistake that can easily be made
b. state 2. causing admiration; very clever
c. accuracy 3. of decisive importance
d. pitfall 4. whole
e. crucial 5. considerably
f. crisp 6. quick and confident
g. entire 7. say or express (an opinion etc.) formally
h. brilliant 8. exactness or correctness
. Based on the text, say whether the following statements are True
or False.

In business, most professional people have a complicated way of checking a direct
mail letter.

. The length of the sales letters is the prime indicator of professionalism.

Abad long letter is always better than a good short one.

. The beginning and the end of a letter are of primary importance.

The letter should come straight out with what is being offered and it should be
persuasive.
The deal or offer must be mentioned in the last two paragraphs.

. A post-script gets read last.
. A post-script should repeat the deal or the offer.
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le==] Listen and complete

Listen to the dialogue and fill in the missing words.

a. Tom is going to the Post Office to mail some .................. anda .........oeeeeee for

the company he works for.

b. He wants them to be carried by ..........
c. The letter to the USAis ..................

and the one to Thessaloniki must be sent

d. Tom needs three .................. for Europe and one stamp for a(n) .................

letter to the USA.
He willgeta .................
He has to put the parcel on the ..

T oTame

Vocabulary

mail, €TToTOoAr, TaxudpoEio

minefield, vapkotrédio

professional people, erayyeAparieg
remarkably, afioonueiwTa

check, eAéyxw, TOEKGpW

direct mail letter, dio@NUIOTIKA EvnUEPWTIKA
ETTIOTOAR

paragraph, TTapdypagog

state, dnAwvw, deixvw

offer, Tpoc@opd, TTPOCPEPW

technical, Texvikog

detail, AemrTopépeia

product, Trpoidv

accuracy, akpifela, opBoTnTa

avoid, amopeUyw

pitfall, cpdAua, ayida

sales letter, dI0QNUIOTIKN ETTIOTOAN UE OKOTTO
va TelcBolv o1 TTEAGTEG yia TNV ETTITUXia KA-
TT0I0U (VEOU) TTPOIGVTOG OTNV ayopd
experience, suTIEIpia, TTEipa

field, 6¢pa, edio, Topéag

length, prkog, péyebog

prime, KUpIOG, TTPWTEUWV

indicator, amodeikTIkd aTOIXEIO, £VOEIEN

He doesn’twantit ...........ccceee ceeieniis
Tom told the post office clerk to make the parcel payable e ——
Tom wants to know how long it will take the parcel to arrive at 17 .

He alsowantstosenda ..........cccoees veviiiiiinnnn,

for the registered letter.

.. to see how much it weighs.

for 3,000 drs.

professionalism, emayyeApaTiopog

on the right lines, ota owotd mAaiola, pe
owaoTO apIBud apadwyv

crucial, KpioIoG, aTTOPACITTIKOG

polite, euyevikog

come straight out with, dnAwvw/papTupw
apéowg

crisp, aTmoQACIOTIKOG

persuasive, TEICTIKOG

the entire deal, n 6An diarpayudreuon, 1O
KUpIo BEpa

contain, (oup)TepIAAPBAVW, EPTTEPIEXW
catch the reader, Tpafw/eAkUw TO EVOIOQE-
pOV TOU avayvwaoTn

move, Kivnon

skip, TapaAeiTw

entirely, evieAwg, TeAgiwg

post-script (PS), uotepdypagpo

sales, TTwWAACEIg

strong call to action, Gueon mapdtpuvon yia
dpdan

brilliant, Baupdoiog, supurg

start off, {ekivw, apxidw
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The telephoning process

We all know how useful the telephone is. No matter how many new devices
of communication will appear, the telephone will always be a tool of primary
importance.

Easy as it seems, a phone-call can turn out to be an irritating experience.
We might say that the three first steps are easy to achieve; you lift the receiver,
listen to the dialling tone and finally dial the number. The line, however, is often
engaged or busy, as we say, and you have to put the receiver down and start
the whole thing again.

If you are calling someone in a company and there is an operator, it may
be easy for him or her to put you through but still difficulties may arise while
speaking; you can be cut off and hold on the receiver hearing nothing but your
own breath and a dull buzzing sound. In that case, of course, you replace the
receiver and pick it up again only to find that something has gone wrong and
the telephone is out of order. But if you are lucky enough, you finally hear
the ringing tone and when you are ready to start your conversation again,
you realize that you are talking to some stranger, either because you haven'’t
been careful enough to redial the number correctly, or because the lines
have been mixed.

Good luck, then, with your telephone calls, and don’t forget to be quick when
talking on the phone, because there are others waiting “in the queue” as well.
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A.Questions

What are the three first steps of a phone-call?

Why can a phone-call become an irritating experience?

What does the operator do if you are calling someone in a company?
Refer to a difficulty that may arise while you are speaking on the phone.
What is the meaning of «others waiting in the queue»?

alhoObd=

B.Exercises

1. Fill in the blanks with the correct preposition.

a. The telephone is a device ................... primary importance.

b. Aphone-call sometimes turns ................... to be an annoying experience.

¢. When you finish the call you put the receiver ................... .

d. Youareoftencut .................. while speaking.

e. When you call the director of a company, his secretary usually picks ...................
the receiver and asks youto hold ................... till he answers the telephone.

f. Remember to be quick when talking ................... the phone.

2. Put the verbs in the brackets in the correct form.

The telephone ................... ' (be) a very useful device. Nevertheless, it sometimes
................... 2 (turn) out to be a hateful tool. The line often ................... 3 (engage)
and the caller has .................. 4 (dial) the number again and again. Even while
................... ®(talk),he can ................. ¢ (cut) off. Inthat case, he ............. 7
(replace) the receiver and .................. 8 (pick) it up again only to discover that the
lines .....ccoceeveue. ® (mix) up or that the telephone ................... 10 (be) out of order.

3. Complete the caller’s part in the following telephone conversa-
tion:

A: Hello. Avon 505231.
B o
A: Hold on a minute. I'll check if he’s in.

(A few minutes later). I'm afraid he’s out for lunch.

B: o

A: Of course, you can. I'll give it to him as soon as he’s back. Do you want him to ring
you back?
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A: Not at all. Good-bye.

4. Put the verbs in the brackets in their correct form.

a. If you are lucky enough, the line .................. (not engage).

. The telephone operator of the company will put you through to the manager, if you
................... (want) to speak to him.

If I knew their number, | ................... (call) them.

. I would try to redial the number, if | ................... (be) you.

If she had been careful enough, she ................... (not make) so many mistakes.
Il (call) him an hour ago, we could have gone out together.

o

"o a0

5. Match the following:

a. process 1. the part of telephone that is held to one’s ear

b. device 2. wait on the telephone

C. receiver 3. a person who works at a telephone switchboard

d. dial 4. procedure; a connected set of human actions or

e. telephone operator operations in order to reach a particular result

f. put through 5. disconnect

g. arise 6. call a number on the telephone

h. cut off 7. aninstrument, esp. one that is cleverly thought out

i. holdon 8. come into being

j- queue 9. a line of people waiting for sth.

10. connect a telephone call(er) by telephone

Vocabulary

telephoning process, diadikacia TNAepwvi-  device, JEOOV, CUOKEUR ETTIKOIVWVIOG
KAG ETTIKOIVWVIOG communication, gmmkoIvwvia
no matter how, ave¢dptnTa amd, doxera ye tool, epyaAcio

112



of primary importance, Tpwtapyxikrg onuaciag
phone-call, TnAcpwvnua, TNAEPWVIKH KAfoN
turn out to be, ammodeikvUopal 6TI gipal
irritating, ekveupioTIKOG

experience, euTIEIpia

step, BAua, evépyeia

achieve, TTETUXQIVW, TTPAYUATOTTOIW

lift, onkwvw

receiver, aKkOUGTIKO

dialling tone, o fxog Tou TNAEpWVOU TTOU
uTTOONAWVEI OTI N YPANMA €ival eEAeUBepn
finally, TeAika

dial the number, oxnuaTidw apiBPd TNAEPW-
vou

line, ypappn

engaged, KaTeIANuPévVog

busy, @opTwWHEVOG, KATEIANPPEVOG, OTTOOYXO-
Anuévog

put down, kateRalw, a@rvw KATwW

call, kaAw

company, €Taipeia, eTixeipnon

operator, xeIpIoTAG (TNAEQWVOU)

put one through, divw TnAepwvik ypapun
o€ KAtolov, ouvOtw

arise, TTPOKUTITW

be cut off, diakdrTopal (v PIAW OTO TNAE-
PWVO) BIOTI «KOBETAI» N YPOUUN

hold on, epipévw, avapévw (0TO AKOUGTIKO)
breath, avdoa, avatvon

dull, aviapdg, povéTtovog

buzzing sound, BounTtd (0T0 AKOUGTIKS TnAE-
Pwvou)

replace, eTTavatoTrO0ETW

pick up (the receiver), onkwvw (T0 aKouoTI-
KO)

out of order, xaAhaouévo, dev Aeimoupyei (yia
TNAEQWVO, UNXAvVNUA K.ATT.)

lucky, Tuxepog

ringing tone, T6vog KAoNG (TNAg@wvou)
conversation, oudnTnon

realize, avriAauBdvopal, avayvwpidw
stranger, dyvwaoTog

redial, {avakaAw, avaraipvw apiBud TnAe-
Quwvou

correctly, cwoTtd

be mixed, avakatetopual, utrepdeUopal

talk on the phone, pIAw aTo TNAéPWVO

in the queue, oTnv oupd, otn oeipd
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Specialists on call

The telephone has not been exploited as a selling tool by the marketing
fraternity, to the same extent as the direct mail, in part at least, because it is
more difficult to control. It also requires more skill than many expect. When
used sensitively, the phone can be a potent sales tool. It can cut the cost of
the existing customer and potential customer alike, and save valuable time by
cancelling journeys that will not result in new business.

A point to emphasise is that a particular advantage of telephone marketing
over other forms of direct promotion is that it is easily monitored, and can,
therefore, be readily refined on the basis of feedback during the course of a
campaign.

It is important to recognise, however, that telephone marketing must not
be seen as an alternative to direct mail. “A call can be followed up with more
details in a letter”.

The phone can be used as a means to help you to achieve broader
marketing objectives than just shifting products. It can be used if and when
you want to keep in touch with customers, to ensure they were happy with the
service being offered, to iron out problems quickly, and to ensure that satisfied
customers have stayed with the company.

Telephone marketing is a bold step to take because you're often taking
people from a passive role to a more aggressive stance. And that takes time
to work.

A.Questions

1. Why hasn’t the telephone been exploited as a selling tool by the marketing
fraternity?

What does it require?

How can it be useful?

In what way can it save time?

Which is the particular advantage of telephone marketing over other forms of direct
promotion?

Can a telephone call substitute a letter?

What can businessmen use the telephone for?

8. What is “telephone marketing” thought to be?

oo

No
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B. Exercises

1. Write the correct form of the adjectives.

Positive Comparative Superlative
a . more difficult ...
b. new L
c. important L
d ... broader

e.many e

2. Rewrite the sentences (using the new beginnings) without
changing their meaning.

a. It requires more skill than many expect.
More skill
b. We easily monitor the telephone.
The telephone
c. We must not see telephone marketing as an alternative to direct mail.
Telephone marketing
d. People can use the phone to iron out problems.
The phone

3. Complete each sentence with a word formed from the word in
capitals.

a. The phone can save ............. time. VALUE

b. Everybody admired the painting and said that the artist was very ............. . SKILL
c. The............. of the government were really admirable. ACHIEVE.

d. The phone can be used to achieve broader marketing ............. . OBJECT

e. The phone can be used if you want to keep in touch with ............. .CUSTOM

4. Fill in the blanks with the missing prepositions and write the
suitable form of the verbs in brackets.

a. The telephone .................. (not exploit) fully as a selling tool .................. the
market fraternity yet.

b. When ................... (use) sensitively, the phone can ................... (be) a helpful
device.
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. The phone can save valuable time

(cancel) journeys

that ... (notresult) ... new business.

d. Apoint ... (emphasise) is that an advantage .................. telephone
marketing ................... otherforms .................. direct promotion is that it easily
................... (monitor).

e. It can also readily ................... (refine) the basis ................... feedback during
the course .................. a campaign.

f. Acall,ofcourse,can................... (FOlIOW) ..o eeves e more detail
................... a letter.

g. A phone can ................... ((1S1=) I keep ..oooeviiiiinn. touch

veveee. CUstomers and ..., (ensure) that they ........ . (be)

happy the service
h. Telephone marketing ...........

v, (take) people

(offer).

ceeeeeeee. @ MoOre aggressive attitude.

5. Match the following so as to form fifteen pairs of synonyms.

a. exploit 1. cleverly; skillfully

b. extent 2. handle; tackle

c. require 3. information given

d. sensitively 4. solve

e. potent 5. amount; degree

f. potential 6. attitude

g. cancel 7. need; demand

h. monitor 8. instantly; quickly

i. readily 9. powerful; strong

j- refine 10. contact

k. feedback 11. possible; probable

l. shifting 12. promoting

m. keep in touch 13. improve

n. iron out 14. call off

o. stance 15. use or develop fully so as to get profit
Vocabulary

specialists on call, €1dikoi oTnV ThAEQWVIKA

ETMIKOIVWVia
exploit, ekueTaAAeUopal, agioTroiw

selling tool, 6pyavo/epyaleio TTwARTEWY
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to the same extent, atov idlo Babud/ éktaon
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ue aAAnAoypagia

in part, ev pépel

control, xeipiCopal, XpNOIUOTIOIW

require, aTTAITW

skill, emdegi6TNTA, IKAVOTNTO

expect, ToTEUW, VOUiI(W, TTPOCOOKW
sensitively, pe e§utvada, pe euaiobnaoia
potent, duvauikdg, I0XUPSOG

cut the cost, peiwvw 10 KOOTOG, TTEPIKOTITW
Ta £€00a

exist, uTTdpxw

customer, TEAATNG

potential, mBavdg, utrowneiog, SuvaTdg, TTou
JTTOPEI Va yivel

alike, e€ioou

save time, kepdilw xpovo

valuable, TTOAUTIHOG

cancel, akupwvw

journey, Tagidl

result in, kaTaAfyw o€, £xw oav ammoTéAeoua
point, onueio

emphasise, Tovidw, divw éugaacn

particular, 181aiTepoOg, HOVABIKOG

advantage, TTAcovEKTNUO

telephone marketing, TpowOnon/diagnuion
TTPOIOGVTOG HEOW TNAEPWVOU

form, TpoTOG, PECOV

promotion, Tpowbnon

monitor, xeipiCopal

readily, apéowg

be refined, BeATiwovopail

on the basis, pe fdon, Bdoel (Tou/TnG)
feedback, TAnpogopieg

course, TTopeia, eEENIEN

campaign, KOuUTTavia, SIGQNMICTIKN EKOTPA-
Teia

recognise, avayvwpidw, TTapadéxoual
marketing, TeXVIKA eUTTOPIOG, EUTTOPIKA OU-
vaAiayn

alternative, evaAAakTikA AUON, UTTOKOTAOTATO
be followed up, akoAouBoupai

detail, AemrTopépeia

achieve, emiTUYXAVW, KATOPBWVW

broad, eupUg

means, gégov

objective, avTikeIneVIKOG OKOTTOG, OTOXOG
shift, mTpowbw

product, TTpoiov

keep in touch, épxopal G” eTTaQr], EMKOIVWVW
ensure, empReRalwvw, eEac@aAifw

service, eEuTTNPETNON

offer, Tpoo@épw

iron out, e¢opaAlvw, eTAUW, eCaAeipw
satisfied, ikavoTtroinuévog

stay with the company, mapapévw ToTdg
oTnv €TQIPEia

bold, ToAunpog

step, Brua

passive role, TabnTIKOG pOAOG

aggressive stance, £m0eTIKr) 6éon/cTd0N

it takes time to work, amaitei xpovo yia va
@épel atroteAéopaTta/va atrodwaoel KapTroug
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Taking a message

John Knox wants to speak to Mr Gilford of GMS Ltd. Jean, the receptionist
of GMS Ltd, is answering his telephone call on the switchboard. Jackie is Mr
Gilford’s secretary. Here is an actual telephone conversation between them.

Jean

John Knox :

Jean

John Knox :

Jackie

John Knox :

Jackie

John Knox :

Jackie

John Knox :

Jackie

John Knox :

Jackie

John Knox :

Jackie

John Knox :

Jackie

118

Good morning, GMS Ltd.

Good morning. I'd like you to put me through to the Sales
Department.

One moment, please.

(She is ringing the Sales Department’s extension but the line is busy.)
Will you hold on? The line is busy.

OK, I'm waiting.

(In a few seconds another voice is answering the telephone.)

Hello! Sales.

Hello. Can | speak to Mr Gilford please?

I'm afraid he’ll be out all morning. He'll probably be back at
12.30. I'm his secretary. Can | take a message?

Yes. John Knox of the ABC Electronics speaking. Could you
ask Mr Gilford to ring me back urgently please? It's about the
last month’s microcomputers order. We haven'’t received them
yet. Although Mr Gilford told me last week he’'d inform me
about it, | haven't heard from him. We need the order urgently
‘cause we're running out of stock. I'm afraid we’ll go to another
firm if you don’t take immediate action.

Well, I'll certainly pass your message on to Mr Gilford. I'm
sure he’ll ring you back as soon as he comes. Has he got your
number?

Of course, he’s got it but it would be a good idea if you wrote it
down again. Six seven nine five nine four six.

Allright. That's Mr John Knox of the ABC Electronics. Telephone
number; six seven nine five nine six four.

No. Nine four six.

Sorry. Nine four six. May | have your extension number?
There isn’t one. That's my personal number.

Thanks Mr Knox. I'll pass the information on to Mr Gilford as
soon as he comes.

Thank you. Goodbye.

Bye, Mr Knox.



This is the message form Jackie completed for Mr Gilford.

MESSAGE FOR

...... Mr Gilford ==

WHILE YOU WERE OUT
Mr John Knox

Telephoned v/ Message: Mr Knox called and wants
you to ring him back urgently about
the microcomputers order which he
Wants to see you hasn’t received. He said he will
Please ring v/ place the order with another firm
if you don’t ring him as soon as
you come back.

Called to see you

Will call again
Urgent 4

Date: 15th March Time: 9.45
Received by: Jackie Fog

A.Questions

Is Jean Mr Gilford’s secretary? If no, what does she do?

To which department does Mr Knox want Jean to put him through?

What does someone do when the extension line is busy?

What does Jackie have to do when Mr Gilford is out and someone calls him?
What will Mr Knox’s Company do if GMS don’t take immediate action for the
delayed order?

6. How do you read a telephone number?

abkhowobd=

B.Exercises

1. Fill in the blanks with the suitable words.
a. Hewantstospeak .................. Mr Gilford.
b. She is answering the telephone calls ................... the switchboard.
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. Would you please putme ................... to the Sales Department?

. The line is busy. Willyou hold .................. ?

. I'haven'theard .................. him for a long time.
They have to order some microcomputers urgently because they are running
...................................... stock.

0o Qo0

2. Rewrite the sentences using the new prompts.

a. “It's about last month’s order.”
Johnsaid ..............oeeee
b. “We haven't received them yet.”
He added that ......................
c. ‘I will go to another firm if you don’t take immediate action.”
Their customer warned them that ......................
d. “May | have your extension number?”
She wanted to know ......................
e. “Mrs Fog called and wants you to ring her back.”
Maria informed her manager that ......................

3. Which adverbs derive from the following adjectives?

.actual
Lbusy
.probable
.urgent L
.immediate =~ ...

certain L
.personal
.complete

sure e

suitable

oo 000 T QO

4. Use the following expressions in sentences of your own, so that
their meaning is clear: answer a telephone call on the switchboard, put
someone through, take a message, hear from someone, run out of stock, pass the
information to (someone).

5. It was about 11 0’ clock on Friday Morning on May, 5. Mr Harvey of NBA called Mr
Austin, the Sales Manager of BSB, but he was out.

Ann Petersen, Mr Austin’s secretary, answered the telephone. Mr Harvey told her he
had seen the BSB’s advertisement showing their flannels’ quality and would like to ask
him some details about it.

He said he would be obliged if Mr Austin called him back to fix a visit to the BSB
warehouses where he could choose some pieces of flannels.
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Fill in the message form using the information given.

BSB Ltd

Memo

Date
To

called

Time

Caller's number is

Message

le==] Listen and answer

Why is Maria ringing up the A.B.E. company?

What is the surname of the general manager at A.B.E.?

Did Mr Brown answer the telephone in his office?

Who answered the telephone in Mr Brown's office?

Was Mr Brown there at that moment?

Did Mr Brown’s secretary take a message for Mr Brown to ring Maria back, or did
she fix an appointment for another day?

Did they arrange the appointment for next Friday? Why?

When did they fix the appointment for?

oablkowbd=

o N
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Vocabulary

message, urjvupa

receptionist, o uTTGAANAOG UTTOBOXNAG, AUTOG
TTOU UTTOOEXETAI

call, kKAAon, TNAEQWVW, KaAw

switchboard, ToptAd/mivakag TNAEQWVIKOU
KEVTPOU

actual, TTpayuaTikog

conversation, guvopIAia

put (someone) through (to), ouvdéw (ka-
TT0I0V) OTO TNAEPWVO (UE)

sales department, TpApa TWARCEWY

ring, TNAEQWVW

extension (number), ecwTEPIKA ypapun -
Aepuvou

hold on, epipévw (010 TNAEPWVO)

voice, pwvn

take a message, kpaTtw/Tmaipvw pfivupa/ on-
peiwpa
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urgently, eTelyéviwg

microcomputer, HIKPOUTIOAOYIOTAG

order, TapayyeAia

receive, (TTapa)Aaupavw, Taipvw

hear from (someone), éxw véa amd (kG-
TTOI0V)

run out of (something), pou TeAsivel/e€a-
vTAgiTan (kG)

stock, améBepa, OTOK EUTTOPEUPATWYV

take immediate action, Aappdvw dueca pé-
TPA, EVEPYW QPECWG

pass (something) on to someone, Tpowbw/
peTaBIBAdw (kAT (XEP! ME XEPI) O€ AANOV
personal message form, TpoowTmké £VTUTTO
YIO ONUEIWOEIG, ONUEIWMA

urgent, eTreiywy, -ouca, -ov

place an order with (someone),
TrapayyeAia g€ (KATToIoV)

oivw



Body language

The posed photographs of people give strange and unattractive signals.
The photographs themselves are a first class job. They are the subject’s self-
presentation and they indicate attitudes which the subjects do not really wish
to convey.

Many people have folded arms or crossed legs. These positions are
regarded as defensive and non-communicative. Verbally, these can be
translated as saying “Keep off!” or “I'm admitting nothing” or “You won'’t put
anything over on me”. The hedgehog syndrome.

Defensive... ... non-communicative ... hardly courteous

Some of the posers are cutting down their communication aids by diving
hands into trousers’ pockets. Hardly courteous, supposedly casual and
relaxed, but only half-communicative on a shallow basis.

Well, do your own poses belong to one or even the three of the above
mentioned ones? If so, don’t deny the signals they convey. Simply try to avoid
standing or sitting in such a way because your future boss wouldn'’t rely on a
promise from such a person.

A. Questions

Do posed photographs always give attractive signals?

What do they indicate?

Which positions are regarded as defensive and non-communicative?

What does diving hands into trousers’ pockets indicate?

Why should you avoid sitting or standing in the ways mentioned in the above text?

aRoOb=
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B. Exercises

1.

Give the opposites of the following:

a. unattractive d. keep off
b. convey e. cut down
c. defensive f. courteous

2. “Avoid standing or sitting in such a way”.
Form some similar sentences of your own using “avoid+gerund”.
3. Find the words in the text which mean the following:
a. show; imply; denote
b. viewpoints; points of view; aspects
c. express; reveal
d. considered
e. not willing to talk; restrained
f. showing or feeling little interest
g. free from worry; easy in manner
h. refuse to accept (as a fact)
i. employer
j- dependon
4. Fill in the blanks with the infinitive or the -ing form of the verbs in
the brackets.
a. Poses of people sometimes indicate attitudes which the subjects do not wish
................ (convey).
b. Sheisregarded as ................ (be) defensive and non-communicative.
c. He admitted ................ (pretend) ................ (be) casual and relaxed.
d. Iwarned her................ (avoid) ........c...... (sit) the way she does, when her boss
is present.
e. Herefused ................ (give) me a straight answer.
f. People’s poses help us ................ (understand) some basic things about their
character.
5. Discuss:

Refer to some other positions indicating the people’s character or mood.
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Vocabulary

body language, yAwooa Tou GwpaTog
pose, TToldpw, TTéla, oTdon

unattractive, un eAkuoTikdg

signal, onuddi, yivupa, évoeign

first class, mpwTng 1G¢NG, GpPIOTOg

subject, utrokeipevo, dropo
self-presentation, automrapouaciaon
indicate, dnAwvw

attitude, 6éon, dmoyn, otdon (wWg TPOG TN
Qwny)

convey, YeTadidw, EKPPAdw, PavEPWVW
fold, dimAwvw

folded arms, otaupwpéva xépia

Cross, oTaupwvVwW

crossed legs, otaupoTtodi

position, otdon, 6éon

regard, Bswpw

defensive, auuvopevog, supiokouevog oe duu-
va

non-communicative, cuykpartnuévog, un dia-
XUTIKOG

verbally, Tpo@opikd, autoAegei, katd AéEn
translate, petappdadw

keep off, kpaTiéuar pakpid

admit, Tapadéxouail

you won’t put anything over on me, dev
Mou Tn OKag, Oev Ta XAPTW EYW QUTA, OEV YE
€CaTTATAG

hedgehog, okavi{dxoipog
syndrome, aguvdpopuo

poser, autog TTou TTo{APEl, HOVTEAO
cut down, Treplopidw, EAATTWVW
communication, emikoivwvia

aid, Bonbnua, BonbnTiké pécov
dive, Boutw

hardly, peta Biag, oxedov kabBdAou
courteous, uyevikog, aBpodg
supposedly, 5r6ev, Taya

casual, Tuxaiog, dvetog

relaxed, ripeuog, xahapwuévog
shallow, pnyog

basis, Baon

belong to, avikw ot

mention, onueiwvw, avagépw
deny, apvoupai

avoid, amogeuyw

rely on, Baciopal o€

promise, uttéoxeon
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Recorded messages

Most companies have established a short break for their personnel to have
lunch. But what about messages during the lunchtime? Who takes them, when
nobody is in the office to answer the telephone?

Recorded messages on answerphones are usually the best answer to
this problem, on condition that the caller has dialled the personal telephone
number of the person he wants to speak to, or that the switchboard operator is
in the telephone exchange to put him through to the proper extension number.

You're going to listen to a recorded message on Mr Gilford’s answer- phone,
while he is in a meeting and his secretary is out for lunch.

Lome Activity 1

Note down the following details while you are listening to the cas-
sette for the first time:

A, GIIfOrA’S JOD: o
B. NAME OF thE CAIIEI: ... et e e e e e e e e s eaee e
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Estimated date of the cargo’s delivery: ..o
DEPAITUIE POI: ...ttt

NAME OF N8 VESSEL ...t e et et e e e e e e eee e e neee e e
The vessel's Nationality: .........ccvevereiiiere e
OWNET OF T8 VESSEL: ... ettt et e e e e e e e s e e e s erea e

S@ ™o a0

Activity 2
Now listen to the cassette again and answer the following:

What phrases does Gilford use to introduce himself? ...........ccccccovevveieicceccccn,
Does he explain the reason for his absence? ...
Does he thank the Caller? ..o
What reasons does Peter Stephens give for his call? ...
Will he call back or does he want Gilford to call him? ........ccccoooeoiiiiiiiieee

Ppop T

Exercises

1. Choose words from the following two lists to form compound
words.

tele- phone
answer board
switch phone
micro in

with computer

2. Underline the mistakes in the following sentences, and rewrite
them correctly, e.g. I'll call you as soon as | will be back.
I’'ll call you as soon as | am back

Who takes them when there isn’t nobody in the office?
You are going to listening to the cassette.

This is Tom Gilford speaks.

Please leave your name after you hearing the signal.
Thank you for call.

The estimation date of arrival is 23 March.

The ship sails with a greek flag.

@™o a0oT
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3. Match the following so as to make ten pairs of opposites.

a. short 1. arrival

b. take 2. yesterday

c. best answer 3. give; offer

d. proper 4. unsuitable; improper
e. delivery 5. long

f. departure 6. before

g. after 7. worst question

h. export 8. despatch; shipment
i. tomorrow 9. (drop the) anchor

j- sail 10. import

4. Fill in the blanks in the following table:

Verb Noun
a lestablish | e
b.| . answer
c.lcal |
d | operator
Y0 I extension
f.larrive |
[« 1 owner
ho| . delivery
i.|export |
j-|despatch |

Vocabulary

record, KaTaypdew, eyypaew

message, Ufvuua

establish, kaBiepwvw

answerphone, (autépaTog) TNAEQPWVNTAG

on condition that, ue Tov épo/tnv TTPoUTTé0E-
on ot

dial, Taipvw/oxnuartidw apiBud TnAepwvou
switchboard, Tivakag/TapumAd (TnAepwvikou
KEVTPOU)

telephone exchange, TNAe@wVIKO KEVTPO
extension number, eowTePIKOS apIBUOS (TN-
AEpwvou)

delivery, Tapdadoon
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microcomputer, JIKpOUTTIOAOYIOTHG

delay, kaBuaTépnon

cargo, @opTio (TThoiou)
despatch/dispatch, amooTéEAAW, OTTOOTOAN
estimate, utroAoyidw

schedule, Tpdypapua, xpovodidypauua
vessel, okdgog, TTAoio

sail, atroTAéw

flag, onuaia

freighter, @optnyd mAoio, vauAwTAG/ETTIXEI-
pnuaTiag eopTnywv TTACIiwv



The Telex - A necessary aid to business world

Although the Fax is an up-to-date and widespread device in our life, the telex
remains a most useful tool in the business world for the following reasons:

It is cheap.

It is fast.

It is accurate.

It is effective.

It sends messages everywhere in no time.

A telex machine works as a telephone and a typewriter. You dial a number
and... here you are in your correspondent’s telex line. Then you type your
message on your machine and it appears on your correspondent’s machine
immediately, even though his telex is on the other side of the globe.

A.Questions

Mention three reasons why a telex is necessary in business.

Is it true that a telex takes much time to send a message?

Have you ever seen a telex? If yes, describe how it works.

Do you know any similar devices? What common features do they have with the
telex?

hPoON=
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B. Exercises

1.

apow

Complete the sentences with the appropriate word.

The telex is an essential ................ to business world.

ltsends ................ in no time.

It works as a telephone and a . .

When you type your message on your machine, it ............... on your

correspondent’s machine.

. Find the word in the text which means the same as the following:

a. help e. a person who has regular business relations with you
b. not expensive or with whom you exchange letters, telephone calls etc
c. efficient f. world

d. at once

Match the following words so as to make six pairs of antonyms.

a. cheap 1. inaccurate; not precise
b. fast 2. expensive

c. accurate 3. slow

d. effective 4. ineffective; useless

e. everywhere 5. disappear; vanish

f. appear 6. nowhere

. Write at least one noun deriving from the following words:

a. cheap 1. machine

b. fast 2. telephone

C. accurate 3. correspondent
d. effective 4. appear

e. send 5. immediate

. Apart from the telex, which other piece of office equipment do

you find extremely useful? Describe its features and explain its
function.
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Vocabulary

telex, TéAeg, TNAEéTUTTO

necessary, avaykaiog

aid, Bonbeia, Bondnua

accurate, akpIBnig

effective, amoreAeopaTikdg

message, urjvupa

in no time, auéowg, og xpdvo undév
machine, unxdavnua, ynxavr], CUGKEUN
work, AsiTfoupyw, epyaloual
typewriter, ypagopnyavn

dial (a number), oxnuartidw apIBuo (o€ KavTpav
TNAEPWVOU, TENEE K.ATT.)

correspondent, TTOPAATITNG PNVUPATOG, AVTa-
TTOKPITAG

type, dakTuAoypa@w

immediately, apéowg

even if, aképa kai av

side, akpn, TAcupd

globe, yn, udpdyeiog
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“We Ithink, therefore we are RAFAX”
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What could a “thinking” Rafax
do for your business?

There’s one important difference between old

facsimile and the new RAFAX range.

The new generation of RAFAX thinks for itself.

For instance, the highly featured but inexpensive RAFAX 17 can transmit and receive
unattended - day or night - seven days a week.

The RAFAX 22 can transmit A3 documents and photographs, while the advanced
RAFAX 27’s memory enables it to store and transmit automatically to up to 100 different
locations. All the range are G3 machines and will adjust speed for the sharpest transmission
of pictures or texts. They also check their own security and monitor their own perfomance.

If it’s your job to think about your company’s communications, think about RAFAX
now. Because the new range of RAFAX machines gives you a real edge in business
competitiveness. Contact with customers, branches, key suppliers is quicker, clearer, more
accurate than ever before.

Fill in this coupon to check out the details. You’ll find you don’t have to think any further.

To: RAF Business Systems (Europe) Ltd., Facsimile Sales Department,
2 West Road, London WS18 EA Or call: Joan Lim on 01-2685001

RAFAX

ADVANCED Name:
FACSIMILE Position: ..
SYSTEMS (001 o T TN

AUAIESS: ..ottt ettt ettt ettt ettt ettt ettt
....................................................... PRONE: .ottt

Please tell me everything that RAFAX can do for my business. Send me your RAFAX
brochure. Arrange a free demonstration in my office.
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A PHONE

A COPIER

YOU'VE GOT IT IN ONE
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A.Questions

1.

abhobN

What is the important difference between the old facsimile and the new RAFAX
range?

What can RAFAX 17 do?

What sort of documents can RAFAX 22 transmit?

What is the high technology advantage of RAFAX 277

How does contact with customers, branches and suppliers turn out to be if a
company has established a RAFAX machine?

B.Exercises

1.

Mrs BarbaraBarclay is the Sales Managerin “CCK” Company, which
is situated in Piraeus, 17 Kanari st. Her company’s telephone number
is 41778910-9 and she wants to arrange a free demonstration in
her office. How does she fill in the RAFAX coupon?

. Multiple choice

The RAFAX 17

1) memorises and transmits B4 documents, 2) transmits and receives unattended,
3) transmits to 100 different locations.

The RAFAX 22

1) transmits only photographs, 2) transmits unattended only, 3) transmits A3
documents and photographs.

By using the RAFAX machines your contact with customers becomes

1) slower, 2) endless, 3) quicker.

The RAFAX 27

1) stores only 2) stores and transmits automatically, 3) receives only.

. Based on the text fill in the following gaps:

The highly featured but ................ RAFAX 17 can ............... and receive
unattended.

RAFAX 27’s memory enables it to ................ and transmit ................ to up to
100 locations.

The machines also check their own securityand ................ their own performance.
The new ............... of RAFAX machines gives you a real edge ................
competitiveness.
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4. Match the following:

a. facsimile

b. range

. transmit

. unattended

. document
adjust

. sharp

. monitor (v.)
performance
demonstration

b= il (= B B = B 2]

. send or pass from one person, place or thing to another
. (@amachine which produces) exact copies or reproductions

of writing, printing, pictures, etc.

. a paper that gives information, proof or support of sth.

. a set of different objects of the same kind

. clear in detail; accurate

. check or watch the function of a machine, device, etc.

. alone, without people present or in charge

. change slightly, esp. to make suitable for a particular job

or new conditions

. the show/display (of a product)
. (of people or machines) the ability to do something, esp.

needing skill; function

5. Complete the following table:

NOUNS ADJECTIVES
.................. important
difference |
speed | e
security | e
communication | ...
.................. real
competitiveness | ..
.................. quick
.................. clear
.................. accurate
detal |
.................. free
Vocabulary

therefore, eropévwg

transmit, petadidw, petaBiBalw
receive, Traipvw/Aaupavw (uAvupa)
unattended, xwpig TapakoAolbnaon

documents, éyypaga
memorise, aTTouvNuovelw
location, ToTroB¢aia, Trepioxn
business, emixeipnon
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facsimile, pynxdvnua avardmwong Kal PETA-
d00NGg TTaVOOIOTUTIWY KAl PadIOTNAEPWTO-
YPA®IWY, TNAEOUOIOTUTTIO

range, o€ipd (€idoug)

generation, yevia

it thinks for itself, oképreTal amd pdvo Tou
for instance, yia TTapddeiyua

highly featured, pe xapakTnpIoTIKG UWNAARG
TTOoI6TNTOG

inexpensive, pe xaunAd KOOTOG, XWpIG va €i-
vai akpIBog

advanced, TTponypévng TexvoAoyiag, TTpoxw-
pnuévog

memory, pvrun

enable, Tapéxw/divw Tnv duvardtnTa

store, amoBnkelw, KPATW GTN PVAMN
automatically, autépata

adjust, puBuilw

speed, TaxuTnTa

sharp, akpifng, kaBapodg, diauyng
transmission, petddoon, petaBifaon

text, keipevo
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check, eAéyxw

security, ac@dAcia

monitor, TTapakoAouBw, TTipeAoUpAl
performance, Asitoupyia, atmrédoon
communication, emkoivwvia

edge, AUaon, akpn

competitiveness, avtaywvioTIKOTNTA
contact, eragn

customer, TTEAGTNG

branch, umrokatdoTnua

key supplier, onuavTikdg TTPoUNBEUTAG
accurate, akpIBrg

coupon, KOUTTOVI

further, Topamavw, TEPAITEPW
corporation, cwyaTeio, eTaipeia, GUAOYOG
Sales Department, Turua TwARoEWY
call, kaAw, TNAEQWVW

position, 8¢on, TéoTO

brochure, d1a@nUICTIKO QUAAGDIO
arrange, Kavovi{w

demonstration, emideign



... by means of all these genius machines, it’s only a matter of seconds for your messages to
cover long distances from the one end of the earth to the other.
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Tele-communications in our life

Gregory Thomas, the manager of a big insurance company, is about to
leave his office after a hard-working day. His secretary has just asked him to
stay for a while, because Mrs Papas, an old friend of the family, is on the line
for him. Mrs Papas explains to Gregory that she couldn’t get through to him
earlier, because the first time she tried to call him from a phone box in the
street, the machine was out of order. She then tried to use a pay phone in a
cafe, but the telephone operator in the telephone exchange told her that all
the extensions in the company were engaged. Now, she says, she is speaking
through a cardphone, but she is afraid that she has to hang up soon, because
she’s running out of credits. Gregory is relieved to know that the call will soon
be over, because his nine-year-old son, Paul, is waiting for him in the reception
room. Some minutes later, while driving home, Paul notices some new kiosks
on the pavements along the street.

Paul : Dad, what are all these little kiosks along the street?
Gregory : Oh, they are cardphone kiosks, son.
Paul : What is a cardphone, dad?

Gregory : It's a phone for the public which works with the use of a phonecard.
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Paul

Gregory
Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul

Gregory
Paul
Gregory

. Is it something like the pay phone in the fast-food shops or at the

cinemas?

: Well, you insert a card in the slot instead of putting coins in.
: Where can you buy those cards from?
. | suppose from one of the newspaper kiosks, or elsewhere. | think

they are also available in the branches of the Telecommunications
Organization in our country. In England, where | often travel, you
can get your phonecards from many newsagents’ shops, post
offices, stations, garages and other places.

: How much do you pay for them?
. It depends. They cost 1,800, 6,000 and 10,000 drachmas. The

higher value phonecard you buy, the more telephone calls you
can make.

: How can someone use a phonecard?
: Advice on how to use your phonecard is on the phonecard kiosk

notice.

: Can you make long distance calls with a phonecard?
. Of course, you can. But remember. You have to dial the code

number of the other town or country first.

: And what if | don’t remember it?
: You can look it up on the first pages in a telephone directory or in

the Yellow Pages.

. Are all people’s telephone numbers listed in the phone book?
: No, some people want to keep their phone numbers out of the

public telephone directory. They are called ex-directory numbers.

: Aha, that's why | couldn’t find aunt Elli's phone number in the

phone book, the other day.

: What did you want aunt Elli for?
: | wanted to ask her if mum was there. I'd like to visit her, and

play with my cousins. | also wanted to see their new phone. It's a
portable cellphone, you know.... Mum told me.

: Oh, yeah, it's a mobile telephone and works by radio.
. Are we going to buy a mobile phone too, dad?
: Oh, son. It costs a lot, and each call is charged according to the

time of speaking. It's very useful, of course, because you can
carry it anywhere you go. However, for the time being, we can
manage with the cordless telephone we have at home.

A.Questions

1. What happened the first time Mrs Papas tried to call Gregory from a phone box in
the street?
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2. What did the telephone operator in the telephone exchange tell Mrs Papas, when
she tried to use a pay phone in a cafe?
3. Why does she have to hang up soon?
4. Who is waiting for Gregory at the reception room of the company?
5. What is a cardphone?
6. Where can someone buy phonecards from?
7. How much do we pay for them in our country?
8. What do you have to remember when you want to make a long distance call?
9. Where can you find a town’s or country’s code number if you don’t know it?
10. What do we call “exdirectory” numbers?
11. How does a mobile phone work?
12. How is each call made on a mobile phone charged?

B.Exercises
1. Find the words or phrases in the text which mean the following:

waits to speak to sb. on the phone

reach someone by telephone

was not working

coin-operated phone

a place where telephone connections are made

telephone lines which connect the switchboard to various rooms or offices in a

large building

having no more of

will finish

put sth. inside (something else)

telephone box/kiosk

shops selling newspapers and magazines

telephone calls to or from a distant point

m. a book containing an alphabetical list of the names of all people in an area who
own a telephone, with their telephone numbers and addresses

n. unlisted

"o o0OTw

—xTo o> Q@

2. Find the words in the text which have an opposite meaning to the
following:

a. small d. later g. private j- useless
b. arrive at e. start h. lower
C. new f. large i. nobody
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. Rewrite the following sentences using the prompts given:

They are cardphone kiosks.

He explained that....

Where can you buy those cards from?

He wanted to know....

| paid a lot of money for them.

He said (that)....

I'm thinking of buying a cellphone tomorrow.
She said (that)....

The phone call will be over soon.

He was relieved to know that....

We have made many phone calls lately.

He explained that...

Are all people’s telephone numbers listed in the phone book?
He wanted to know if....

Put the card in the slot of the cardphone.
He told me....

Don’t put coins in the slot.

He told me...

I'd like to visit them.

He said (that)....

Fill in the missing prepositions.

She said she couldn'’t get through ............. him earlier.
The machine ............. the phone boxis ............. co.ccovnie order.
She has to hang ............. soon, because she’s running ............. ..ol
credits.
Paul is waiting ............. his father ............. the reception room.
Some new kiosks are ............. the pavements.
A cardphone works ............. the use of a phonecard.
He's justinserted the card ............. the slot of the machine.
Where can you buy those cards ............. ?
How much do you pay ............. them?
They are available ............. many places.
There is a notice with advice ............. how to use your phonecard.
If you don’t remember a town’s code number, you can look it ............. on the first
pages ............. a telephone directory.
. What do you want her ............. ?
Each call is charged according ............. the time of speaking.
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5. Choose the best answer.

e.g. Who is on the line? 1. Mrs Papas.

2. This is Mrs Papas. (The correct answer is No 1)

a. Where do you call from? 1

2

b. Please call me tomorrow. 1

2

c. Don't forget to buy a phonecard. 1

2

d. The higher value phonecards 1

you buy, the more telephone 2
calls you can make.

e. Can you make long distance 1

calls with a phonecard? 2

f. A portable telephone works by 1

radio. 2

Vocabulary

tele-communications, TnAemiKoIVwvieg
insurance, ao@dAcia

be on the line, Tepipévw (o€ TNAEY. ypapun)
YIO VO JIAACW PE KATTOI0

get through to sb, ouvdéopal pe kdamoiov
(oTo TNAéWVO)

phone box, TnAepwvikdg BaAapog

be out of order, dev Acitoupyw (yia pnxavn-
pa)

pay phone, keppatodékTng (TnA.)

telephone exchange, TNAc@wVvIkd KEVTPO
extension (line), ECwWTEPIKA ypappun TNAEQPW-
vou

be engaged, €ipai kateIAnupévog
cardphone, TNA£@wVvo TTOU AEITOUpYEi Pe Kap-
Td, KAPTOTNAEPWVO

hang up, kAgivw (TNA. ypappR)

run out of sth, pou TeAciwvel kKT

credit, TrioTwon

relieve, avakou@ilw

(telephone) kiosk, TnAepwvikég BaAapog
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. From a telephone operator.
. From a telephone box.

. Yes, | will.

. Yes, | do.

. Yes, | do.

. No, [ won't.

. Yes, itis.

. That’s right.

. Of course, you cannot.
. Of course, you can.

. Doesn't it?

.sn’tit?

pavement, Te{odpouI0

phonecard, kadpta TnAe@wvou, ThAekapTa
insert, el0dyw, evOéTW

slot, oxioun

kiosk, TrepiTrTepo

newsagent, TTpAKTOPOG EPnUEPIdWV
available, di06éaipog

branch, utrokatrdoTnua, TapapTnUa

long distance call, utTTepacTIKO THAEPUWVNUO
code (number), KwdIKOG apIBP6G

look up, waxvw (o€ eupeTrpIo, AEEIKO K.ATT.)
telephone directory, TnAe@wvik6G katdAoyog
Yellow Pages, Xpugdg Odnyog

list, kaTaxwpw

phone book, TnAe@wVIKOG KATAAOYOG
exdirectory number, apiBu6g TNAE@wvou pun
KOTOXWPNMEVOG O€ TNAEP. KATAAOYO
portable, popnTdg, KIVNTOG

mobile, KivnTdg

cellphone, ynoeiakd TNAEQwvo

cordless, acUpuarog



Consolidation exercises
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call

. communicate

urgent

. get in touch with

colleague
professional people

. crisp
. entirely

device

hold on

engaged (teleph. line)
mail

. potential

. refine

. message

. hear from (sb)
. run out of

rely on
schedule
directory

. Match the following so as to form twenty pairs of synonyms.

. businessmen

. to be dealt quickly

. decisive

. a cleverly thought out instrument
. ring

. exchange information, news, etc.
. wait on the telephone

. fellow worker

busy

. be in contact with

. absolutely

. improve

. information passed from one person to another
. existing in possibility

. letters received by post

. have no more of

. put into a timetable

. receive news from

. book or list of names

. depend on

CO~NOOOTHAE,WN--

[ (G G Qi G G G G G N Y

. Complete the following words:

: telephone line which connects the switchboard to

various offices

. suitably

: company

. a letter distributed to many people

. facts; information

. sector

. very important

: bringing goods to public notice in order to increase sales
. target
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11 S m : a note of something to be remembered
d : consider
Voot I : ship
B T le : a machine which produces exact copies or
reproductions of writing, pictures, etc.
o I n : the show/display of a product
T e : that can be carried or moved
memorise, remind, remember: Use each verb at least once in the

correct form to fill in the blanks in the following sentences:
Note: remind someone of something/to do something

remember + direct object or + gerund (meaning “have the memory
of”) or + infinitive (meaning “Don’t forget”)

Doyou ....coocvvvnnnnns the files the office boy bought last week? | think they are
better than these ones.
T, driving home in the rain most times, last winter.

Willyou ..., me to post this letter in the morning? | may forget it.
Willyou ..., the speech, or will you read it at the conference?
| have forgotten what he said. Willyou .................. me of it?

e to call him back. He said he wanted to tell you something important.

allow, leave, let: Use the verbs in their correct form to complete
the blanks in the following sentences:

Does your manager ................... you smoke in the office?

People arenot ................... to smoke in public places.
Theydont................... making noise in the hospital.

................... him go. He isn’t an important customer.

Customers shouldn’tbe ................... waiting for long before being served.

Don’t worry about the typing of this letter. ................... it to me.

Our schedule ................... half an hour for a break.

Although | needed an immediate answer, they ................... a week go by, before

answering the letter.

. Match the following so as to make twenty pairs of antonyms.

keep in mind 1. unimportant
essential 2. keep secret
receiver 3. aim at
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make known 4. forget

avoid 5. sender

contain 6. end (in)

start off 7. generally; totally
unattended 8. defensive

in part 9. leave out; exclude
save time 10. guided
aggressive 11. accept; admit
courteous 12. keep close

. deny 13. operate; work
keep off 14. lose time
effective 15. rude

accurate 16. not precise
security 17. dial

be out of order 18. immovable
hang up 19. danger

portable 20. useless

ask, say, remark, explain, tell: Use each verb, at least once, in the
correct form to fill in the blanks in the following sentences:

He ...coooiiin her to fill in an application.
He ..o that the meeting had been successful.
He .o her to be polite to her colleagues.

...................... him to wait for me. I'll be back in ten minutes”, he ......................
to his secretary.

Why did you ...........oeeevnnnee that to him? It was supposed to be confidential.

He .o the situation to his manager but he refused to accept his
argument.

“The reason why they dismissed him was that he had been an irresponsible
person”, he ...........ccee. .

It was rude of youto ............cccee upon her manners.

I'mafraid | cant ...................... you the exact time of his arrival.

He ..o the whole programme to me, so that | could be prepared for

the conference.

. Fill in the blanks in the sentences with the following: hold on, cut

off, look for, get in touch with, iron out, hear from, run out of, place
an order with, cut down, out of order, fix a date, look up.

The relations between management and staff were ...................... after the
increase of salaries.
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. lhaven't .......ccccoviinni him for a long time.
. - What are you doing there?
o LR for my stapler.
...................... me, as SOON as you receive my message.
. The manager’s line is busy. Will you ...................... please?
Thelinewas ............cc.ue.... while we were talking on the telephone.
. Their offer is a bargain. Let's ...................... them.
. Thetelexis ...........cceennnne. . Will you call the technician?
Itis difficultto...................e. for the next meeting as most managers will be abroad.
The company had t0 ..................... the expenses after the recent government
measures.
...................... Mr Smith’s address in the customers directory.
Wehave ...........ccoeenne envelopes. Send the office boy to buy some.
. What do you say in the following situations?

. You ask the operator to connect you with the sales department.............ccccceeeee
. You ask the caller, if he/she can Walit. ............coooeueeieeeee e
. You ask the secretary to transmit your information to her manager........................
. Leave your name on the answerphone. ...........coveveieiene s se e
. You want to change the date of an appointment. ............cccoioiiiiiiieiee,

You Call SOMEONE DACK. ...t

. Say you are glad you have met SOMEONE. .........cceeverieriere s
. Say you haven't quite understood somebody’s surname.............cccceevvevreiiireerenenn.

You confirm the date of an appointment............ccocoeiieiecii i
You offer to help SOMEONE. ........c.coviiiiiceceeee e

. Say whether the following statements are True or False.

. When you have to get in touch urgently with a company abroad, you send a telex

or a fax.

. When you want to call your secretary into your office, you write a memo.

. The people you work with are your colleagues.

. If you are interested in a job, you apply for it.

. Ifthe line is busy, you can’t be put through to the person you want to talk to.

The telephone can always replace a letter.

. The telephone can never be used by someone to achieve broader marketing

objectives.

. A secretary can write down a message for her boss when he is out or away.

If a message is urgent, it means you don’t have to answer it immediately.
If you have your arms folded, it usually means that you are the aggressive type of
person.

146



10. Choose the correct item for each one of the following sentences:

a. If you want to discuss something with a person who works in another company,
YOU @ITange ........cceeveunnnnnns
1. an interview, 2.an appomtment 3. adate

b. Mrs Smith has applied for the secretarial ...................... in our company.
1. profession, 2. occupation, 3. position

c. If you want several people to read a circular, you have it ...................... around.
1. distributed, 2. handled, 3. recorded

d. If you want to make known or ...................... someone of something in the

company you write a memo.
1. recall, 2.remember, 3.remind
e. Agood sales letter always ends up with a strongcallto ...................... .
1.act, 2. action, 3. activity
f. Hecan't...................... his boss to increase his salary.
1. persuade, 2. make, 3. allow
g. Aphone-callcanturnouttobeavery ...................... experience.
1. nervous, 2. exhausted, 3. irritating
h. If you are calling somebody in a company and there is a(n) ............c......... ,itis
easy for him to put you through.
1. caller, 2. operator, 3. manager
i. While talking on the phone, you may be cut ...................... .
1. through, 2. over, 3. off

j. Whenyou finishthe .................... you put the receiver down.
1. call, 2.telephone, 3. dialling
k. Remembertobe ...................e. when talking over the phone.
1. industrious, 2. quick, 3. noisy
. Youshouldkeepin..............c...... with customers, and make sure they are happy

with the service being offered.
1. touch, 2.communication, 3. influence

m. The phonecan ...................... valuable time.
1. solve, 2.sell, 3.save
n. Shetold himtoringher...................... later.

1. over, 2.forwards, 3. back
o. The telex works as a telephone anda ...................... .
1. computer, 2. typewriter, 3. photocopier

11. Fill in the blanks with the right form of the verbs in the brackets.

a. Most professional people have a remarkably simple way of (check) ................ a
direct mail letter.

b. The technical details of the order were left to you (check) ................ for accuracy.

c. It'stimehe (find) ............... ajoband (eamn) ................ his own living.
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d. When a sales letter (be) ................ two or three pages long, it (consider)

................ (be) ................ ontherightlines.

e. The deal or the offer should (repeat) ................ in the postscript of the letter.

f. He spoke on the phone so quickly that | quite (not understand) ................ what
he (say) ....cccc.oee.. .

g. He can’t stand (work) ................ long hours.

h. Can’t you persuade your boss (increase) ................ your salary?

i. He made me (agree) ................ with his own terms.

j- No matter how many new devices of communication (appear) ................ , the
telephone always (remain) ................ a tool of primary importance.

k. We can say that the three first steps of a phone-call are easy (achieve) ................ .

. While (speak) ................ over the phone you can (cut) ................ off.

m. Don'’t forget (be) ................ quick when (talk) ................ on the phone,
because there (be) ................ others (wait) ................ “in the queue” as well.

n. Itis important (understand) ................ that telephone marketing must (not see)
................ as an alternative to direct mail.

o. “Could you (ask) ................ him (ring) ................ me urgently, please?” He
said.

p- “l (pass) .....ccccc...... your message on to Mr Brown and I'm sure he (ring)
................ you as soon as he (come) ................ .” She answered.

12. Based on the texts of Unit 2, complete the following sentences

If you want several people in your company to read a circular, you ..................... .
If you want to make something known to the staff of a company.........cccccc........ .
If you want to discuss a serious problem with some colleagues, you................... .
NGO TV R a1 CX= T 101=10 010 VO SRR .
It is possible to avoid serious mistakes while writing sales letters, if ................... .
The two crucial parts of the sales letter are ..o, .
A good sales letter should come straight out ... .
The letter Should @ISO De........cveieiiiiiiceceee s .
When you want to make a phone-call, you lift the receiver, .........cc.cccccevveeeinennne. )
If the line is engaged, You PUtthe ........cccoe i
If you are calling somebody in a company and there is an operator, it is easy for
RIM O NET . ae e e .
You had better be quick while speaking............ccccoviieiiniiiiiiiee e .
. When used cleverly, the phone can become a ..o .
The phone can be used to achieve broader marketing objectives than................ .
The telex SENAS MESSAGES ....c.eeverierierireeiee et neens .
If you are interested in a company’s products, you should ...........c.ccceevrercrnnnne .

T T Sg@me a0 T

T o35 37
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13. Rewrite the sentences using the prompts given.

a. Will you please arrange an appointment with the manager for me?

She asked Me POIEIY ........oceie i
b. They will interview me next week.

She SAI (TNAL) ..o e
c. | want to discuss a serious matter with you.

The general manager announced that ...
d. The telephone will always be a tool of primary importance.

He mentioned that ..o s
e. I'd like to be put through to the Sales Department.

She SAIA (THAL)....cceeeeeeeeeece e
f. Can | speak to Mr Gilford, please?

She asked POILEIY if .......oiireie e
g. May | have your extension number?

She asked ME if ...c.ocuiiiiicece e
h. We haven'’t received the new order yet.

The secretary explained that ...
i. We got our phonecards from a newsagent’s shop.

He informed me that.........ccooieieeec e
j- Choose one of them.

SNE 01U M ..t
k. Don’t be in a hurry.

[ LI (0] (o N 1 T TSRS
I.  You should know the answer.

She SAI (FHAL) ...t e

14. Rewrite the sentences without changing their meaning, using
the prompts given.

a. Tom sent postcards to his colleagues.

POSICAIAS ..o ns
b. The secretary has distributed a circular to the staff.

A LCITCUIAE .ttt st a e b e et e st e aesbesbesteeneeneens
c. They will send the letters registered.

The letters
d. Typists usually type letters everyday.

e. The marketing fraternity have not exploited the telephone as a selling tool very
much.
ThE tEIEPNONE ...t re s
f. They must not see the telephone marketing as an alternative to the direct mail.
The telephone Marketing ..o



They can use the phone to achieve broader marketing objectives.

THE PRONE ...t
The company need the order urgently.

THE OB ...ttt bbbttt s b e e
Many people regard folded arms or crossed legs as defensive and non-communi-
cative positions.

Folded arms Or CroSSEA €S ........ceeiiiierie e
Most companies have established a short break for their personnel to have lunch.
A SNOIE DrEAK ......eeeeeceet e e
They use a telex machine as a telephone and a typewriter.

ALEIEX MACKINE ..o e e
The Telephone Company list the customers’ phone numbers in the phone directory.
The customers’ phone NUMDETS..........coiiieiiiicese e

15. Write in the parenthesis the type of conditional of each sen-

oo

tence. Then, rewrite the sentences turning them into the other
two types.

FIRST CONDITIONAL (a possibility)

If he knows her number, he will telephone her.

SECOND CONDITIONAL (unlikely, unreal)

If he knew her number, he would telephone her.

THIRD CONDITIONAL (impossible because the opportunity has passed)
If he had known her number, he would have telephoned her.

If you have to discuss something with the manager, his secretary will arrange an
appointment for you. (.................. )

He certainly won't give you permission to leave if you don’t ask forit. (.................. )
If you were interested in the job, you would have to apply forit. (.................. )

If she had been experienced in this field, she wouldn’t have made so many
mistakes. (............e... )

If you don'’t take immediate action, they will go to another firm. (.................. )

If you had had folded arms or crossed legs, you would have been regarded as
defensive and non-communicative. (.................. )

She could have bought more things, if she had had more money. (.................. )
She would work overtime only if the company raised her salary. (.................. )

If she doesn’t hang up soon, she will run out of credits. (.................. )

If the manager was here, we would be able to deal with it. (.................. )
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16. Put the parts of the sentences in the correct order.

e.g.: (her car/every day/to work/she drives)
She drives her car to work everyday.

a. (at the top of the page/ your name / please write)

i. (listen for the dialling tone / the three first steps for making a phone call / are / to lift
the receiver / and finally dial the number)

I. (for afew days/I'm going / next week / to London).
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UNIT 3
Chapter Function Language work
1. Inquires Dealing with structuring Memorising standard phrases and
letters of inquiries expressions for inquiries
- Listening - Writing letters of inquiries
- Completing gaps while listening
2. Offers - Replies to | Dealing with structuring Memorising standard phrases

enquiries

letters of offers and replies
to enquiries - Listening

and expressions for offers and
replies to enquiries - Writing
letters of offers - Completing
gaps while listening

. Special offers

- Acircular and an
inquiry from it

Dealing with structuring
circulars and enquiries
- Listening

Memorising standard phrases
and expressions for circulars
and inquiries from them - Writing
circulars and replies to them

- Completing gaps while listening

4. Orders Dealing with structuring Memorising standard phrases
orders - Listening and expressions for orders
- Writing orders - Completing
gaps while listening
5. Acknowledgement | Dealing with structuring Completing pro-forma invoices

and execution of
orders - Proforma
Invoice - Notifying
payment of account

an acknowledgement and
execution of orders
- Listening

-Memorising standard phrases and
expressions for acknowledgement
and execution of orders

- Completing gaps while listening

6. Complaints Dealing with letters of Memorising standard phrases for
complaints - Listening letters of complaints - Writing

letters of complaints
7. Replies to com- Dealing with replies to Memorising standard phrases

plaints letters of complaints and expressions for replying to
- Listening complaints
- Writing replies to complaints
- Completing gaps while listening
8. Export trade Describing a process Giving abbreviations of specific
- Giving information phrases - Prepositions
- Understanding terms, rules | - Definite/ Indefinite article
and regulations - Derivatives - Joining sentences
- Acquiring vocabulary using relative pronouns
- Referring to things and
people
9. Gathering Asking for and giving Matching words with their

information about
export trade

information - Acquiring
vocabulary

definitions

- Antonyms - Derivatives
- Prepositions

- Correcting mistakes

10.

Export financing

Asking for and giving
information - Acquiring
vocabulary - Expressing
purpose

Completing sentences with proper
words - Multiple choice

- Synonyms - Forming clauses of
purpose

1.

Customs; a
complicated
government
machine

Explaining terms - Giving
information - Defining jobs
- Acquiring vocabulary

- Referring to people, things
and facts

Derivatives - Forming meaningful
phrases - Identifying occupations
with their definitions - Completing
sentences with relative pronouns
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Unit 3

Commercial
correspondence
and Exports
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Inquiries

THE PEGASUS TRADING CO LTD
318, Hermes Street,

Athens 17412

GREECE

15th December, 1995

S.G. Brown & Co.
12, Newgate Road,
London EC3X
ENGLAND

Dear Sirs,

When your sales representative called here three months ago, he showed us your
“Scotch Tweeds” quality. We didn’t give him an order then, but told him that we
might be interested later. As we have now enlarged our dress-goods department, we
are considering the addition of new qualities to our stocks. Your “Scotch Tweeds”
would fit in well.

Please supply us with a large cutting and patterns of the complete range of colours
which are in production. If you give us a really competitive quotation we may
place a substantial order.

However, if we decide to introduce your quality we want your assurance that you
will not sell it to other firms in Athens.

We look forward to your early reply, and remain,

Yours Faithfully,
p.p. the PEGASUS Trading Co.
Ltd.,

(Plakas

George Plakas
Chief Buyer
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Some standard phrases for inquiries

a.

Appropriate opening lines

Please kindly supply (send) us...

We have an inquiry for....

We are interested in...

We have seen your advertisement in...

We have been impressed by the selection of... that were displayed on your stand
at the... Trade Fair...

We should be grateful (pleased, obliged) if you (would) send us...

We are writing to you...

. The subject matter

Could you tell (inform) us if...

Please send us patterns (samples) of...

We are interested in...

Could you send us...

Your advertisement in this week’s issue of the “Economical Postman” states that
you can offer...

We would be grateful if you (would) let us have details...

Could you offer us qualities (articles, goods) which you can supply from stock (can
be shipped) within... weeks from receipt of order.

. Terms, Instructions, Details, etc.

If your qualities (terms, prices) are competitive (satisfactory, attractive) we shall
place (send you) an order (substantial/regular/trial order).

We are also interested in your terms of payment and in discounts offered for regular
purchases and large orders.

If we place an order with you we will have to insist on prompt delivery.

. Closing sentences

An early reply will oblige.

We would appreciate a prompt answer.

We are looking forward to hearing from you (as soon as possible/by return).

Your immediate attention will oblige.

Since the season will soon be under way, we must ask you to reply by the end of
this week (month).

We hope to hear (have a reply) from you shortly.
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Activity

Choose among the “standard phrases for inquiries”, and add any ideas of yours, to
write an inquiry to the “Sunlight Electric Co.”, which is situated in 16, Gordon st.,

Essex, asking for further details about a television set advertised in the “Time”.

=== Listen to the cassette and fill in the blanks.

Dear sirs,

Wearea ..........ooveuees M computer ................... @inthe centre of ................... @)
and would like to know................... ®aboutthe ................... ® disks you advertised
in this week’s ................... ®) of the “Computer News"”.

We would like to @ if the disks are leading ................. ®
names, or made by small ................. ®  companies. We would also
................... 0 your ......c.ccveeeeee. ™ to send us some ...........oo... (2
so that we will be able to .................. ) if they are of the .................. (14)
WE oovniveeeiiiinens (9, 1f so,wewill ................... ®a......... order. Wewould
also like to know if you ................... M any ..o 19 20),
Vocabulary

inquiry/enquiry, {ntnon (TrTAnpo@opiwv)
trading, eptopikdg

sales, TTwAnoeIg

sales representative, avTiTTipdowTTOg TTWAN-
gEwv

call, emokémToual

quality, TToi6TnTA, €id0G

order, TTapayyeAia

enlarge, €TekTEIiVW

dress-goods, TTpoidvTa £vduong
department, Tunpa

consider, yeAETW, OKETTTONAI

addition, TpooBrkn

stock, améBepa euTTOPEUPATWY, GTOK
fit (in), TaIp16dw

supply, £podidlw, TPOPOdOTW

cutting, koppdri

pattern, dciyua, uTTédeyua

complete, TAfpNg

156

range, o€ipd (€10wv)

production, TTapaywyn

be in production, Tapdyoual, Bpiokoual
aTnVv TTapaywyn

competitive, avtaywvioTIKGG, GUVOYWVIGIPOG
quotation, Tpéxouaa TiunA

place an order, kGvw/divw TrapayyeAia
substantial, ouciooTIKGG, ONUAVTIKOG
decide, amogacifw

introduce, gicayw

assurance, (em)BePaiwon

firm, eTaipia

look forward to, Tepigévw avutrépova va
early reply, dueon (xwpic kaBuoTépnon)
atrdvinon

remain, TTapapévw

Yours faithfully, Me Tiur, Yuérepog (yia €Tri-
AOYO €TTIGTOAWV)

p-p- (per pro) a.a. (avr’ autou, avTi Tou)



chief buyer, TpoioTauevog TTWARCEWV
standard, otdvrap, TuTTOTTOINUEVOG
appropriate, katdAAnAog

opening lines, ypappég TpPoAdyou/apxng
ETTIOTOANG

advertisement, diapripion

impress, eviuTTwWOoI1adw

selection, guAloyn

display, ekBETw (o€ EKBETEIG TTPOIOVTWV)
stand, TrepiTTepo (0€ €KBETEIG TTPOIOVTWV),
TTAYKOG

Trade Fair, eptropikr €ékBean (TTpoidvTwy)
grateful, euyvpwv

obliged, uttoxpewpévog, uTTdXPEOG

subject matter, kupiwg Bépa

inform, TAnpogopw

sample, deiypa

issue, ékdoaon

state, dcixvw, dnAwvw

offer, mpoopépw

detail, AemrTopépeia

article, €idog, Tpayua

goods, ayabd, eymmopelpara

ship, popTwvw Kal yeTaPépw (ME PYECO Me-

elvlelelelq)

receipt, mapaiapn

term, 6pog

instruction, odnyia

price, TIiuN

satisfactory, ikavotoinTikog

attractive, eAkuoTIKOG

regular, kavovikog

trial order, dokipaoTIKn TTApayyeAia
payment, TTAnpwpr, €E6QANCON

discount, ékTrTwon

purchase, ayopatwAnaia, ayopd

insist on, empévw (o¢)

prompt, Guecog, xwpig kabuaTépnon
delivery, Tapddoon

closing sentences, TpoTdoeig yia eTTiAoyo
oblige, uttoxpewvw

appreciate, ekTINW

by return (of post), ye 10 emépevo Taxudpo-
Jeio, auéowg

immediate, duecog

be under way (kaTa)@Bdvw, gipal Kad’ 0dov
shortly, cuvtoua
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Offers - Replies to enquiries

S.G. Brown & CO.
12, Newgate Road,
London, EC3x
ENGLAND

19th December, 1995
THE PEGASUS TRADING Co. Ltd.,
318, Hermes Street,
Athens, 17412
GREECE

Dear Sirs,

We acknowledge with thanks the receipt of your inquiry of the 15th instant and have much
pleasure in sending you under separate cover “samples without value”, half a yard full
width with our full range of colours.

On the attached price list we have given our lowest quotations. We even promise to offer
you a special discount of 5% provided that payment will be settled within 30 days since the
issue of the Pro-Forma Invoice by Bank Draft. Prices include delivery.

Your request to be given the exclusive sale for Athens is somewhat unusual. However, as
we are very keen to have a turnover with you, we are willing to grant you this concession
on condition that your order will be well worth.

We are certain that you will find our quality excellent and our prices really satisfactory.

We are looking forward to receiving your order, which will have our best attention.

Yours faithfully,
For S.G. BROWN & Co.

SIS
Lones

D. Jones

Sales Manager
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Some standard phrases for offers

a.

Appropriate opening lines

Many thanks for your enquiry (letter) of...
We acknowledge with thanks...

We are pleased to have your inquiry about...
We are obliged for your letter (inquiry) of...
In reply (Replying) to your inquiry of...

With reference to your inquiry...

. Subject matter

As requested, we are sending herewith (under separate cover)...

All details are shown in our price list...

We have pleasure in sending you samples of (our range of patterns/a good
selection of samples of/our price list)...

We are enclosing details of our terms of payment...

We have quoted our best (lowest) prices...

We are pleased to offer you the following goods (our estimate for the supply of).............

. Terms - Export Terms

Our prices include packing, carriage and delivery.

The prices quoted are net.

Freight and packing cases are included in the price.

Our quotation includes delivery f.0.b. Athens (c.i.f. Liverpool/f.a.s. London).

For quantities of ... ... and over, we can offer a discount of 10% on list prices.
Prices have remained steady (risen/fallen).

Our terms are net (strictly net/cash with order/C.W.O./ cash on delivery/C.0.D./
cash within... days).

Our terms are payment on invoice.

Our terms are montly (quarterly) settlement.

We require payment by Bank (banker’s) draft on acceptance of your order.
Payment by Bank draft, against pro-forma invoice.

Payment by bill of exchange (irrevocable letter of credit/banker’s draft) is requested.

. Closing sentences

We should appreciate the opportunity of showing you how efficiently (satisfactorily)
we can serve you.
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- Our great experience is at your service. We hope you will use it.

- We hope (trust/are confident) that you will find our goods (articles) excellent.

- You may rely on us to give your requirements immediate attention.

- We look forward to the pleasure of serving you.

- We are sure that our goods will meet your requirements and we look forward to
your order.

- We shall be pleased to receive your order, and remain yours faithfully.

Activity

Have a look at the inquiry you have already written about the television set, which
“Sunlight Electric Co.” had advertised in the “Time” (See the previous Chapter’
activity). Now write a reply from the Sales Manager of the “Sunlight Electric Co,” giving
particular information and inviting you to come and see how the set works. State that
in case an order for more than 15 pieces is placed, “Sunlight Electric Co,” can grant
a discount of 15%.

le==] Listen to the cassette and fill in the blanks.

Dear Mr Foster,

It was a ...cccooviiiinnnns (LA (o @ your letter today, and to
................... @ that you liked our ................... @ of bathroom curtains.

We can ... ® you the .......ccccuvenene ® discount you have asked
which can be ................. ™ off net prices for ................... ® over $ 5,000.
However, we would be .................. O t0 e, (19 this, once we have
................... (Maconstant ................... 12 association with you.

If there is any ................... ¥ information you may ................... (4 please
................... 9 ys.

We hope we can .................. (8 an oo, (0 on the ..oooveevvvinee, (18)
quoted.

Vocabulary

offer, TTpoc@opd, TTPOCPEPW trading, euTTOpIKOG

reply, ammdvinon acknowledge, yvwoToTroiw

enquiry/inquiry, {fiTnon (TTANPo®opPILV) receipt, TapaAapn
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instant, Tpéxwv (Urvag, XpOvog K.ATT.)

cover, AaKeANOG

samples without value, dciypata xwpig xpé-
waon

yard, yuapda (0.914 Tou pétpou)

width, TTAdTog

full range, TARpPNG oeipd

attach, smouvamTw

attached, cuvnupévog, TTou €TTICUVATITETAI
price list, TipokardAoyog

quotation, Tpéxouca Tiur, uTtoAoyIou&G/ TTPO-
oQopd TINWV

promise, UTTOOXOUQI

discount, ékTrTwon

provided that, ye tnv TpoUT6OeTNn/TOV 6pO
om

payment, e€6¢pAnon, TTAnpwun

settle, TakTOTTOIW

Pro-Forma Invoice, mpoTiuoAdyio (1Tou divel
Tn duvardtnTa oTov TeEAATN va el Tooo Ba
KOOTiOEl hia TTapaAafn EUTTOPEUNATWY, Kal va
TAKTOTTOINCEI TNV €§0ANCN Tou Aoyapiagpou
péow TpaTTedag)

request, {ATnon, atmmaitnon, {NTw, ATTAITW
exclusive, aToKAEIOTIKOG

sale, TwAnoN

somewhat unusual, k&dTTwg/kaTI TO ACUVAOI-
aTto

be keen to/on, BéAw TTapa TTOAU

turnover, cuvaAayn

willing, TpéBupog

grant, Tapéxw, Xopnyw, IKAVOTTOIW
concession, TTapaxwpnon

on condition that, ye Tov 6po/TpoUTT6Beon
om

order, TapayyeAia

it’s well worth, a&iCel Tov KO6TTO

certain, B¢Baiog, aiyoupog

quality, moiétnTa

excellent, Baupdoiog, e€alpeTIKOG, APIOTOG
satisfactory, ikavotroinTik6g

look forward to, mepipévw (Ue aywvia),
TTPOCOOKW

receive, Traipvw AapBdavw

attention, mpoooyn

Yours faithfully, Me mipyn, Yuérepog (yia Ti-
Aoyo €TTIOTOAWV)

appropriate, katdAAnAog

obliged, uttoxpewpévog, utTOXPEOG

with reference to, avagopikd peg, 6gov ago-
pa (o€)

subject matter, kUpio Bépa

separate, (€)xwpIoTOG

detail, AemrTopépeia

pattern, (uTT6)delyua

selection, cuAoyn (€10Wv)

enclose, ecwKAeiw

term, 6pog

quote, kaBopilw/divw TIPA

goods, eutropeluara

estimate, uttoAoyiopdg, uttoAoyilw

supply, epodiaoudg, TTpoundeia

export, eSaywyn

include, (cup)mepIAapBavw

packing, cuokeuaaoia

carriage, HETAQOPA

delivery, Tapddoon

net, kKaBapdg (yia BAPOG Kal TIPEG)

freight, vauAog

case, B¢ua

f.o.b. (free on board), 6pog TTou onuaivel 6T
ol TINEG oupTTEPIAABAvOUV TO KOOTOG Kal Ta
€600 PETOPOPAG TWV EUTTOPEUNATWY WG TN
@OPTWOT) TOuG 0TO Aiudvi TTPOEAEUONG

c.i.f. (cost, insurance, freight), 6pog TTou on-
paivel 611 o1 TIWEG gupTTEPIAAUBAVOUV TO KOOTOG
TOU EUTTOPEUNATOG, TNV ACQPAAEI Kal TOV VOUAO
f.a.s. (free alongside ship), 6pog TTou on-
Jaivel 0T o1 TINEG oUPTTEPIAAUBAVOUY Ta £E0-
00 PETOPOPAG EUTTOPEUPATWV PEXPI TO AIAVI
TIPOEAEUONG, XWPIG TN GOPTWOTN OTO TTAOIO
quantity, mooétnTa

steady, 0TaBepdg

rise, aveBaivw, auéavw

fall, TéQTw, peivoual

strictly, auotnpa

cash, peTpnTd, €69AnON o€ peTpnTa

c.w.o. (cash with order), e€6@Anon poAig do-
B¢i n TapayyeAia

c.o.d. (cash on delivery), e€6¢pAnon katd TNV
TTapadoon

invoice, TIHOAGYIO

monthly, ynviaiog, unviaia

quarterly, Tpiunviaiog, avda Tpiunvo
settlement, e€6¢pAnan, TakToTTOINON

require, aTTaITW, {NTW

bank/banker’s draft, Tpameikr) diarayr| yia
TANPWHN

acceptance, amodoxr)

bill of exchange, cuvaAAaypartikn
irrevocable, avékkAnTog, OpPIOTIKOG, QUETA-
KAnTOG
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irrevocable letter of credid, avékkAntn -
OTWTIKA/EYYUNTIKN ETTIOTOAN

appreciate, ekTIuW

efficiently, atmodortikd, Ikavd

satisfactorily, ikavotroinTika

serve, (€§)uTTnPeTW

service, UTTNpeaia

at your service, aTn 814601 oag
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trust, moTedw, epmoTeloyal

be confident, £xw Tnv TeToiBNON
article, €idog, Tpdayua

rely on, Bagifouail og

requirement, arraitnon, ¢nTnon
immediate, duecog, xwpig kaBuoTépnon
remain, TTaPAPEVW



Special offers
A circular and an inquiry from it

MODERN

FABRICS LTD.

Manufacturers of textiles 30 January, 1996
TO WHOM IT MAY CONCERN

Dear Sirs,

We think that you will be interested to know that we have recently bought the entire
stock of VOTONS Blanket Company who, as you may know, have now ceased to
manufacture woolen products.

We took advantage of this exceptional opportunity and we are now in a position to
offer these 4 renowned all wool blankets considerably below the market price. This
is a “once-in-a-lifetime” opportunity.

We are sure these famous blankets should provide a very attractive line for your
forthcoming sales. We must ask you, therefore, to give the enclosed special price
list your immediate attention, because orders can be supplied from stock only in
limited quantities and cannot be repeated. Although we are sending you a brochure
with the full range of these blankets, the goods can be inspected at our warehouse
on request.

We would strongly advise you to avail yourself of this exceptional opportunity.

Yours Faithfully,
MODERN FABRICS Ltd.

enclosure
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Helexport Ltd.,
38 Fivis Street
Leeds, SW17
12th February, 1996
Modern Fabrics Ltd.
19 Beach Avenue,
Liverpool H71 6DP

Dear Sirs,

Thank you for your letter of 30th January with your special offer of VOTONS
blankets.

We should be pleased if you show them to our representative, Mr White, who will

call on you next Monday to see the complete range of blankets and possibly choose
a number of them on behalf of our company.

Yours faithfully,
For Helexport Ltd.,

@A‘Wﬂt‘/\

D. Austin
Sales Manager

Activity A

Write a circular from your company (Record Wholesale Club Ltd.) offering 3,000
records at unusually low prices. Make quite clear that the low price doesn’t mean poor
quality but a special offer to your customers for your company’s 50th anniversary.
Give the address and location of your company.

Activity B

“Zoom Record Shop” situated in 21, Keat Road, Leeds, are interested in buying a
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great number of records. The following notes will help you to write a letter-reply to the

circular of “The Record wholesale club Ltd”.

- To: ...
2295, Regent street.
London, W.1
- 19th Oct.-
- Much obliged for...
- Are Beatles records in stock?

- Our representative will call next week to see what kind of records are in bargain, to
make sure if they are of interest to the public and sell well.

le==] Listen to the cassette and fill in the blanks.

We strongly M you to take into . @ our special
®, We are ..ooooiiiiiiene, @ that you will ................... ©®)
OUr v, ® really ... @), especially when you take into
................... ® that the ................... ©® we use are of the best ................... (10,
You should also ................... () that we provide a one year .................. (12)
against normal wearor ................... (13

If you have any further ................. (4, please .......ccceeeeres (19 our sales

................... (8 on 369-493-78, ......
................... U8 youmay .........ccoenee.

Looking ...........vveenee. @9 to hearing from you soon,

YOurs ......oevvnvueeen, @1,

Vocabulary

special offer, €10Ikf) TTpocPOpPG

circular, eykUKAIOG

fabric, Upaopua

manufacturer, KATAOKEUAOTNG, BIOUAXAVOG
textile, Upaopa, upavtd

concern, a@opw

entire, oAGkAnNpog, 6Aog

blanket, kouBépTa

cease, OTAUATW, TTOUW

manufacture, Tapdyw, kataokeuaddw (Bioun-
XQVIKG TTPOoidvTa)

woolen (woollen), pdAAivog

product, TTpoiov

take (the) advantage of, emmw@eAolpail, dpdrt-
TOMAI TNG EUKAIPIOG

exceptional, e€aipeTIkdG

opportunity, eukaipia

position, Béan
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offer, Tpoc@épw

renowned, EaKOUOTOG, TTEPIPNUOG
considerably, afloonueiwta
market price, Tiur ayopdg
lifetime, didpkeia {wng, dwn
provide, TTapaxwpw, TTAPEXW
attractive, eAKuoTIKOG

line, ogipd euTTOPEUPATWV
forthcoming, peAAovTIKOG

sale, TTwAnonN

enclose, eowkAgiw

price list, TipokardAoyog
immediate, Gueocog, xwpig kaBuaTépnaon
attention, Trpocoyn

order, TTapayyeAia

supply, epodidlw, TTpounBelw
limited, Tepiopiopévog

quantity, ToodétnTa
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brochure, ptmpooolpa, (evnUeEPWTIKO) QUA-
Aadio

full range, TARpPNG ocIpd&

goods, eputropelpaTa, EYTTOPEUND

inspect, eAéyxw, £MOewpw

warehouse, amobrkn

on request, epéoov {nTnBei

we would strongly advise you, 6a oag
oupBouAevaue/ouviaToUcapueE IBIAITEPT

avail myself of, eTTweeAoupal

enclosure, E0WKAEIGTO/GUVNUPEVO (£YYPOAPO)
representative, avTiTpOowITOg

call on (somebody), emokémTopal (Katolov)
complete range, TApPng oeipd, oAOKANPN
oeipd

choose, diaAéyw

on behalf of, yia Aoyapiaouo Tou



Orders

THE PEGASUS TRADING CO. LTD.
318, Hermes street
Athens, 17412

S.G. Brown & Co.
12, Newgate Road
London, EC3X 22nd December, 1995

Dear Sirs,
We are in receipt of your offer of 19th December for which we thank you.

We are pleased to inform you that we have met your articles and prices with
approval and are confident this quality will find a ready market here. We have
therefore decided to place an order for the undermentioned three qualities we have
selected.

DESCRIPTION PIECE N. QUANTITY DELIVERY
Scotch Tweeds 1035 10 prompt

» » 3012 30 »

» » 1203 20 »

As the goods are urgently required for the winter season, we must ask you to
despatch without delay. As soon as we receive your confirmation and Pro-Forma
Invoice, we will arrange for settlement by banker’s transfer.

We are awaiting your early reply.

Yours faithfully,
p.p- The PEGASUS Trading Co. Ltd.,

(Plakas

George Plakas
Chief Buyer
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Some standard phrases for orders

a.

Appropriate opening lines

Thank you for your offer of...

We refer to your letter (quotation, offer) of...

We acknowledge (with thanks) your letter (offer, quotation) of...

Thank you for letting us have samples of...

We enclose our order No... for... [in case the order is written in a separate form].

. Subject matter - Terms - Instructions

Please supply us (send us) by rail (train, boat, air).

Please book the following order: ...

The material supplied must match absolutely your pattern.

If your pattern No... is available please supply (send) us...

Thanks for your offer of..., but we are sorry to tell you that we cannot make use of
it for the present.

We appreciate your offer of a reduced price, but are of the opinion that the market
couldn’t stand an article of this quality.

We require immediate (prompt) despatch (shipment, delivery). Please arrange for
prompt (immediate) delivery.

Detailed (full) instructions regarding marks and numbers (packing, shipping route)
will follow.

We require invoice (pro-forma invoice) in duplicate (triplicate, quadruplicate, with 5
copies)...

We shall remit on receipt of your pro-forma invoice.

We enclose cheque (bank draft) for £...

. Closing sentences

If your goods are satisfactory we may be able to repeat orders.

We hope that you will give our order your prompt (careful) attention.
We expect careful (prompt) execution of our order.

Your early attention to our order will be appreciated.

We are awaiting your confirmation by return.

Activity

“Zoom Record shop” in Leeds have already considered the report from their
representative who visited the “Record wholesale club” and found their records in
bargain, an excellent opportunity.
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Write the order form you imagine they are going to send for 100 records of the Beatles
Album, 50 records of Black’s “Wonderful life”, 30 records of J.M. Jarre’s “Rendez-
vous” and 30 records of Bryan Adams’ “Heat of the night”.

Ask them for immediate delivery and inform them you will remit on receipt of their

Pro-Forma Invoice.

le==] Listen to the cassette and fill in the blanks.

. " please find our . .. No. ET1728 for women .. e O

and . L@ handbags in dlfferent . 0, sizes, and

colours We shall . .Don ... ofyour pro-forma e O,

We also ...........cee.... 9 your offer of a ................. " price for the Ieather
), but we think that the .. .M couldnt stand an ...................

(14) ofth|s ceeeeneens 19,

We .. (16) that you will give our order your .................. (') attention and

wouId appreC|ate . 18 within the next three ................. 9,

Awaiting your .................. @ by return, we thank you ................... @),

Vocabulary

order, TTapayyeAia

be in receipt of, éxw TapaAdel
article, €idog, Tpayua
meet with approval,
€MOOKINAW

be confident, cipal oiyoupog/mreTeiouévog
quality, ToiétnTal

market, ayopd

therefore, emopévwg, wg ek TOUTOU

decide, ammogaacidw

place an order, divw TTapayyeAia
undermentioned, o TTapakdTw avaQepoOuE-
Yoly

select, emAéyw

description, epiypagn

quantity, ToogdéTnTQ

delivery, Tapdadoon

prompt, Guecog, ypriyopog

goods, eutropelpaTa

urgently, eTelyoviwg

require, {NTW, ATTAITW

despatch/dispatch, amooTéAAw, aTTOOTOAN
delay, kaBuaTépnaon

receive, AauBdavw

QVTIMETWTTI(W BETIKA,

confirmation, (em)Befaiwon

Pro-Forma Invoice, tpoTtigoAdyio (divel Tn
duvatotnTa atov TTEAATN va del Moo Ba Ko-
oTiogl pia TTapaAafn EUTTOPEUNATWY, Kal va
€€o@Anoel Tov Aoyaplaopod péow TpAatredag)
arrange, TAKTOTTOIW

settlement, Taktotoinon Aoyapiaguou, €§6-
@gAnon

banker’s transfer, tpameliké peTafiBaaTi-
KO €yypago, Tpatredik petaBifaon (o€ GAAN
Tpamela)

await, avapévw, Tepipévw (yia/va)

early reply, dueon (xwpig kaBuaTtépnon) atd-
vTnon

appropriate, KaTGAANAOG

refer (to), avagépopail o€

quotation, Tpéxouoa Tiur, UTTOAOYIONOG /TTPO-
oQopa TIHWV

samples, delypatoAoyio, deiypara

enclose, ecwkAgiw

in case, o€ TTEPITITWON TTOU

separate, (€)xwpIoTOG

form, @oppua, Eviutio

instruction, odnyia
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supply, TpounBelw, epodidlw

book, kAcivw (TTapayyeAia)

material, UAIKO

match, Taipiadw

absolutely, ammoAuTa

pattern, d¢iyua, TTpéTUTTO

available, diaB¢oipog

for the present, mpog 10 TTAPOV
appreciate, ekTIuW

reduce, peivw

price, TIpN

opinion, yvwn, amoyn

stand, avtéxw, «onNKWvw»

require, {NTW, OTTAITW

immediate, Gueoog, xwpig kaBuaTépnaon
shipment, pépTWON KaI JETOPOPA, ATTOGTOAR
delivery, Tapdadoon
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regarding, ava@opika Ye

marks and numbers, onueia kal apiBuoi
(TTou avaypda@ovTal oe KIBWTIO CUCKEUATIag
avTi 0AGKANPNG TNG ETTWVUNIAG pIag eTaipiag)
packing, cuokeuaaoia

shipping route, BaAdooia mopeia

invoice, TIHOAOYIO

duplicate, dITTAOG

triplicate, TpITTAGG

quadruplicate, TeTpaTTAGG

copy, avTiypagpo

remit, euRadw (TToodv XpNUATWYVY)

cheque, T0¢K, TPATTECIKN ETTITAYA

bank draft, Tpatmeqikr diatayn yia TAnpwun
attention, Trpoooxn

expect, TTepIuévw, TTIPOODOKW

execution, eKTEAean, TTPAyUATOTTOINCN



Acknowledgement and execution of orders

S.G. Brown & Co.,
12, Newgate Road,
London, EC3X
ENGLAND

THE PEGASUS TRADING Co. Ltd. 29th December, 1995
318, Hermes Street,

Athens, 174 12

GREECE

Dear Sirs,

We are obliged for your order of 22nd December 1995 which has had our best
attention.

As all these items were in stock, they have already been packed and will be
despatched immediately upon receipt of your remittance for £ 9,300 as per
enclosed pro-forma invoice.

We hope that this order will give you a full satisfaction and that it will lead to a
pleasant and lasting connection between our firms.

Yours faithfully,
for S.G. BROWN & Co., Ltd.,

mAO nes

D. Jones
encl. Sales Manager
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bought of:

PRO FORMA INVOICE

The Pegasus Trading Co. Ltd.,

318, Hermes street,

Athens, 174 12 GREECE

S.G. BROWN & CO.

No. 912

29th December, 1995

Telephone 12, Newgate Road Telegrams:

01-852-9921 LONDON EC3X «BROWNCO» LONDON

Quality Piece No. Quantity Unit Price Total Price
Scotch Tweeds 1035 10 £200 £2,000
Scotch Tweeds 3012 30 £150 £4,500
Scotch Tweeds 1203 20 £140 £2,800

Goods will be despatched on receipt of your remittance.
£9,300
Please pay the
last amount
shown here
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Some standard phrases for acknowledgement of orders and
their execution.

. Appropriate opening lines

We are very glad to receive your order for.,.

Thank you very much for your order of . (date)  gor ({product)

We acknowledge with thanks your order of...

Your order of..., for which we thank you, has been booked as instructed and we

have pleasure in enclosing herewith our confirmation.

. Subject matter

We enclose (attach) our Invoice (Pro-Forma Invoice) for £...

Enclosed please find our...

We are pleased to inform you that the goods will be despatched (have been
despatched/were despatched)...

You may be sure that the goods will be ready for shipment (despatch) by 1%t of next
month.

We have not yet received precise shipping instructions and are holding your order
until these arrive.

. Closing sentences

We shall be pleased to receive your further orders.

We are confident that you will find a ready sale, for this excellent quality and are
looking forward to your repeat orders.

Any future order you may place with us will have our greatest attention.

Here follows a selection of sentences the PEGASUS TRADING CO.
LTD. may use to notify payment of account to S.G. BROWN & CO.

We have pleasure in sending you enclosed our cheque for £ 9,300 in settlement of
your Pro-Forma Invoice No. 912.

Many thanks for the confirmation of our order and your Pro-Forma Invoice. We
accept this price and are making immediate payment to our Bank, the National
Bank of Greece, who will notify you of the credit in due course.

Thank you for your prompt attention to our order. We have today transferred the
amount of £ 9,300 to the National Bank of Greece, London, for your credit.
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- We have today instructed our Bank, the National Bank of Greece, to telegraph the
amount of £ 9,300 to their branch in London. Please acknowledge receipt.

- We are pleased to inform you that the sum of £ 9,300 was remitted yesterday
through the National Bank of Greece, to your Bank Lloyds of London.

Activity

Complete the Pro-forma Invoice the “Record wholesale club Ltd.” sent to the “Zoom
Record shop”, after the arrangements they’'ve done (according to the activities in the
previous chapters).

Enclose the Pro-Forma Invoice with an acknowledgement for the execution of the
order, informing them that the records will be despatched just after receipt of their
remittance. The price per record is £ 3.00.

PRO FORMA INVOICE
bought of: No ......
............................... ] —
Telephone Record Wholesale club Telegrams: «RWC» LONDON
01-802-9900 360 Hill street Telex: GT 9987
LONDON EC3X
Quality Piece No. Quantity Unit Price Total Price
Please pay the
last amount
shown here
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le==] Listen to the cassette and fill in the blanks.

Dear sirs,

order NS1349

The above ............. ™ has been completed and ............. @ to Piraeus ............. ®)
where it is awaiting ............. ® onto the Pegasus vessel which ............. ®) for
Sydney on the 23 March.

Wewill............. ®) the necessary documents to your bank’s ............. " here, who will
............. ® them to your bank in Piraeus.

We have ............. ® the ............. (19 as per your ............. " and we have
............. (2 to getall the ............. (¥ from ............. ™ with the exception of Piece
No L136 which we didn’'t have in the ............. %) you asked for. Be ............. (16)
that we will include it in the next ............. an,

Thank you very much for your ............. (® and don't ............. 9 to contact us if
thereisany ............. @ information you may ............. @,

Vocabulary

acknowledgement, yvwoToTroinon
execution, eKTEAEDT, TTPOYUATOTTOINCN

be obliged, cipal uTtoxpeWPEVOG / UTTOXPEOG
order, TapayyeAia

attention, mpoooyn

item, €idog, KOuuATI

stock, epmmopelpara, amobrikeupa, oToK
pack, cuokeudalw

despatch/dispatch, amooTéAAw, aTTOOTOAN
immediately, apéowg, xwpig kaBuaTépnon
upon receipt, pe Tnv TapaAapny, yéAig TTapa-
A&Boupe

remittance, éuBacua

as per, CUPPWVQ JE, KATd

enclose, eowkAgiw

pro-forma invoice, TTpoTIHOAGYIO (Divel Tn du-
vaTtoTnTa oToV TTEAGTN va &€l TTOOO Ba KOOTIOEI
Mia TTapaAafny EMTTOPEUNATWY Kal va eE0PAR-
g€l Tov Aoyaplaopod péow Tpdrredag)
satisfaction, ikavotoinon

lead, 0dnyw

last, diapkw

lasting, diapkng

connection, cuvepyaaoia, ouvdeon

firm, eTaipia

Sales Manager, Aicubuvtrg NMwARoewv
encl./enclosure, ewWKA&IOTO (£yypagpo)
telegram, TnAeypaenua

quality, ToiétnTa

piece, KOUUATI, TOT (YIO TO UPACHATA)

unit price, Ty povadag

total price, oAikn Tiun

goods, eutropedpara

receive, Aaupdavw, Traipvw

acknowledge, yvwaoToTrolw, yvwpidw

book an order, kAcivw TTapayyeAia
instruct, (kaB)odnyw, divw odnyieg
confirmation, (em)Befaiwon

attach, emouvaTTw, MKOAAW

shipment, opTWON KaI HETAPOPA, ATTOGTOAR
EUTTOPEUPATWV

precise, akpIBAg

hold, kpatw (dev TTPOWBW)

be confident, moTelw, £xw TNV TTETOIBNON
sale, TwAnon

excellent, Baupdaoiog

repeat, eTTavaAapBavopevog, eravaiapBavw
place an order, divw/kavw TrapayyeAia
attention, rpoooxn

notify, yvwoToTTOIW, KOIVOTTOIW
settlement, TakToTT0INON Aoyapiacuou
credit, TrioTwon

in due course, €v eUBETW XPOVW

transfer, petafiBadw

telegraph, TnAcypaow

branch, utrokatrdotnua

sum, TToo0vV
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Complaints

THE PEGASUS TRADING CO LTD
318, Hermes Street,
Athens, 17412

GREECE

20th January, 1996

S.G. Brown & Co.
12, Newgate Road
London, EC3X
ENGLAND

Our order of 22nd December, 1995

Dear Sirs

We have today received the 60 pieces of Scotch Tweeds we ordered on 22nd,
December.

We are much obliged to you for the prompt execution but, on examination, we
found that one of the pieces marked with the number 1203 does not correspond
to the original pattern; the colour is much paler. This gives it a rather yellowish
shade which looks unattractive. We realise that differences in colour are unavoid-
able but such differences bring problems in our sales. We are, therefore, returning
the piece to you, carriage forward, and would ask you to send back another one
or your Credit Note.

Yours faithfully,
p.p. The PEGASUS Trading Co. Ltd.,

George Plakas
Chief Buyer
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Here follows a selection of sentences which may be used in
various types of complaints.

a.

Delays

Our order of... is now considerably overdue.

As we have repeatedly pointed out to you, our order of... should have been delivered
(despatched, shipped) on...

As the goods are urgently required (needed) we must ask you to despatch (ship)
them without further delay.

As the demand of these goods (qualities) is now very much requested we have to
ask you to ship them immediately.

We must insist on immediate delivery (shipment, despatch, execution of our order)
as the goods are required for the current season’s sales.

. Unsatisfactory, damaged, wrong goods

When unpacking the bales (cases, boxes) we found that... is unsatisfactory.

We were surprised to find that the quality is inferior to the original pattern.

On examination we found that the contents do not really agree with your advice
note (packing note, samples, invoice).

Unfortunately, we found that some goods have been damaged in transit (transport).
On checking the goods received, we found that several items were badly damaged.
We regret to have to tell you that case B contains... quality instead of... quality.
Evidently some mistake was made and the goods have been wrongly delivered.
We cannot possibly supply our customer with the articles we have received from you.

. Errors

On checking your invoice (statement, pro-forma invoice) we found that you have
charged quality Y12 at £ 1.20 instead of 95 p.

When comparing your invoice with our order we found that you have listed it with
£ 2,560 instead of £ 2,160.

Please look into the matter and kindly send us a corrected invoice.

Activity: Write either A or B or both of them.

A. Although two months have passed since the “Zoom Record Shop” settled the required

sum for the order they have placed with the “Record wholesale club Ltd”, they have
not yet received the records.
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Being helped by the given selection of sentences, which may be used in Complaints,
write a letter to complain about the delay.

B. The “Zoom Record Shop” received the order they had placed with the “Record
wholesale club Ltd”. On examination they found that the records by the Beatles do
not really correspond to the quantity of the ordered records. Instead of them, they
received more records by Bryan Adams. (See the previous chapter’ activity). Write
a letter to complain and ask them to settle the unsatisfactory delivery.

=== Listen to the cassette and fill in the blanks.

| am writingtoyouto ............. M about the ............. @ of the lamp-stands which we

............. ® today against our ............. ® No M2773.

On ... ® them we found that six pieces did not ............. ® to the shape we

had ordered.

Furthermore, three ............. M were damaged and the lamp-stands inside them were
®

We are sending back the ............. O (10 items and a list with the Marks

and Numbers of the ............. M articles. As the matteris ............. (12 please send

your ......e...... S here, t0 ............ () the damage and arrange for the broken

items’............. (19 within the next two or three days.

Vocabulary

complaint, mapdrtovo

reply, amrédvrnon, avrarokpion

order, TTapayyeAia, TTapayyEAw

receive, (Trapa)AapfBdavw, TTaipvw

piece, KOuuaTI, TOTI (YIa UQACHATA)
obliged, utdxpeog, UTTOXPEWNEVOG

prompt, duecog, Taxug

execution, eKTEAEDT, TTPAYUATOTTOINCON

on examination, katd Tnv €¢étaon

mark, papkdpw, onuadelw, ypdow onueia/
onuadia

correspond to, avToTTOKPIVOUQI O€E, QVTIOTOIXW
original, apxikog, TTPwWTOTUTTOG

pale, wxpadg, TTaA, EeBwplaguévog
yellowish, KiTpivwttog

shade, amméxpwon

unattractive, un eAKUOTIKOG

realise, avayvwpidw, avtiAauBdavouai
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unavoidable, avarépeukTog

sale, TwANnon

therefore, emopévwg, wg ek TOUTOU

carriage forward, 6pog TTou onuaivel TTWG TO
KOOTOG TNG METOPOPAG TTANPWVETAI aTTO TOV
TTapaAATITN. OTaV TO KOOTOG PETAPOPAG TTAN-
PWVETAI aTTO TOV ATTOOTOAEQ XPNOIKOTTOIOUUE
TOv Opo carriage paid.

credit, TriotTwon

credit note, MOTWTIKO onueiwPa

selection, emAoyn

various, TT0IKiAOG, dIG¢POPOG

delay, kaBuaTépnon

considerably overdue, &ekmpdOeouog 0w
Kal TTOAU KaIpo

repeatedly, eTravelAnuuéva

point out, uTTodeikvUw, ToVi{w

deliver, mapadidw



despatch, amooTéAAw, arooToAn
ship, popTwvw Kol HETAPEPW

goods, eutropedpara

urgently, eTelyoviwg

require, {NTW, ATTAITW

demand, ¢Tnon

quality, ToiétnTa

request, {NTwW

immediately, apéowg, ypriyopa
insist (on), emyuévw (yia, o€)
immediate, Gueocog, ypriyopog
delivery, Tapdadoon

shipment, popTwon kai petagopd
current, TpEXwvV

unsatisfactory, pun ikavotroinTikdg
damaged, pe {nUIEG, KATEOTPOAPPEVOG
unpack, armoouokeudlw, avoiyw (déua, KIBw-
TIO K.ATT.)

bale, 6¢ua

inferior, kaTwTepog

content, TTepIEXOUEVO

advice note, cupBouAeuTIKO onuEgiwpa
sample, deiyua

invoice, TIHOAGYIO

transit, diapetakoéuion, “TpAv{To”

complalints

@ |

transport, petagopd

check, eAéyxw

item, koppdri, €idog

regret, Auttauai

case, KIBwTIo, Brkn

contain, TepIEXw

instead of, avti yia

evidently, Tpogavwg

make a mistake, kdvw AdBog

supply, €9odialw, TTpounBelw

customer, TTEAGTNG

article, €idog

error, ceaAua, AdBog

statement, katdoTtaon (£yypago), ekkabdpion
(AoyioT.)

pro-forma invoice, TpoTiuoAdyI0 (divel TN
duvartétnTa oTov TTEAATn va dgl TOoco Ba
KOOTIOEI pIa TTapaAafr) EUTTOPEUNATWY Kal va
€Co@Anoel Tov Aoyaplaopod péow TpAaTredag)
charge, xpewvw

compare, CUYKpivw

list, avaypdew Tiun o€ TIJOAOYIO, XPEWVW
look into the matter, peAeTw/egetddw TO
Béua

correct, dl0pBwvw
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Replies to complaints

S.G. Brown & Co.,
12, Newgate Road,
London, EC3X
ENGLAND

29th January, 1996
THE PEGASUS TRADING Co. Ltd.
318, Hermes Street
Athens, 17412
GREECE

Dear Sirs,

Your order of 22nd December, 1995

We acknowledge the receipt of your letter of 20th January and are extremely sorry
for the inconvenience caused to you.

While slight difference in colour is unavoidable, we carefully selected another
piece which is completely identical with the pieces you have already received as it
belongs to the same batch.

While offering our sincere apologies, we inform you that the new piece has been
despatched without further charging.

We hope that the matter is thus settled to our mutual satisfaction and remain,

Yours faithfully,
For S.G. BROWN & Co.,

Woneg

D. Jones
Sales Manager
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Here follows a selection of sentences which may be used in
replies to complaints.

a.

Delays

We are extremely sorry about the delay, but you will realise it was due to
circumstances beyond our control.

We very much regret the delay in the execution (completion) of your order.

We are extremely sorry about the delay in delivery (despatch, shipment) of your
order.

The delay is due to a strike (breakdown in the factory, shortage of raw material) but
you can be sure that we have asked the manufacturers to give your order priority,
which they have promised to do.

. Unsatisfactory, damaged, wrong goods

We are really sorry to learn that you are not satisfied with our goods.

We are extremely sorry that you are complaining of the colour (size, finish, quality)
of the items we've sent to you.

We shall be glad if you (will) return the damaged goods to us and we will arrange
for the immediate despatch of the same range.

Our Export Manager is paying a visit to your country next week and he will call to
see you. We shall be much obliged if you keep the damaged articles on one side
until he can inspect them and give us a report for your Credit Note.

We have already passed on your complaint to the packers that handled this
consignment, and they do not agree that there is any defect in the packing material
used. They maintain that the cases (bales, boxes, containers) must have been
subjected to very rough treatment (handling) during delivery.

We have asked our shipping agents to collect the wrong case from you, for delivery
to the customer to whom it should have been sent. In the meanwhile, we have
already despatched the correct case to you.

We greatly regret the mistake in the numbers (marks), which resulted in your
receiving the wrong articles.

. Errors

We want to express our sincere regret for the error in our invoice (pro-forma
invoice, statement, consignment, shipment).

Please excuse the mistake we've made in our invoice (pro-forma invoice,
statement), and enclosed please find our corrected one.

We are sending the correct goods (documents) and should be grateful if you would
kindly return the ones sent in error.
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Activity

On behalf of the “Record wholesale club Ltd.”, reply to either A or B letter of complaints
the “Zoom Record Shop” have sent to them. (See the previous chapter’ activity).

2= Listen to the cassette and fill in the blanks.

Dear Sirs,

Thank you for .............. M us aboutthe ............... @toour.......ccue.. ®) concerning
YOUF v “ No MX123010. If you look back to our previous ............... ® you
will realise that this sort of ............... ®) is quite unusual, and we are Y
sorry for the ............... ® we have caused to you.

We will ask our Insurance ............... ® to come and ............... (10 the damage,
so that they can arrange ............... M In case you want us to ...............
another ............... (3 for the same order of yours, let us ............... (4. We have all
the ............... N (8 and we would be ............... 7 to send them as
............... ®asyouaskusto............... 9 s0.

We look ............... @0 i @ from you,

Yours sincerely.

Vocabulary

acknowledge, yvwaoTotoiw
receipt, TapaAapn

extremely, uTTepBOAIKG, TGP TTOAU
inconvenience, avaoTdTwaon, oUyxuon
cause, TTPOKOAW

slight difference, eAdxiotn diagopd
unavoidable, avaégeukTog
select, emAéyw

piece, KOPATI, TOTTI (UPATUATOG)
completely, evieAwg, ammoAuTa
identical, 6uolog, idlog

receive, (Trapa)AapBdavw

belong to, avikw o€

batch, Traptida

sincere, €INKPIVAG

apology, cuyvwn, atroloyia
inform, TTAnpo@opw

despatch, amooTéAAw, arooToAR
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further, emiTAfov, TTEpaITEPW
charging, xpéwaon

matter, 6éua

thus, €101, Y’ autdv TOV TPOTTO
settle, TakToTTOIW, ATTOKOBIOTW
mutual, apoifaiog
satisfaction, ikavotroinon
remain, TTApapéVW, dIOTEAW
selection, emmiAoyn

reply, atravinon

complaint, mapdtovo

delay, kaBuoTépnon

realise, avayvwpilw

it is due to, ogeileTal o€
circumstance, TTepiTITWON
beyond, Tépa amd

control, éAeyyxog

regret, Auttdipai



execution, eKTEAEOT, TTPAYUATOTTOINON
completion, ekTTApwaon, ekTéAean

order, TTapayyeAia

despatch/dispatch, amooToAn

shipment, popTwon kai petagopd

strike, amepyia

breakdown, {nui&

shortage, éAeiyn

raw material, TTpWTEG UAEG, OKATEPYOOTO UAI-
KO

manufacturer, KaTaOKEUAOTAG, BIOPAXAVOG
priority, TTpoTepaIdTNTA

promise, UTTOOXOUQI

unsatisfactory, pyn ikavotroinTikdg
damaged, KaTeGTPAPPEVOGS, TTOU £XEI UTTOOTEN
gnuia

satisfy, Ikavotroiw

goods, eutropelpaTa, EUTTOPEUU
complain, TTapatoviéual

size, péyebog

finish, TeAciwpa, @ivipiopa

quality, moiétnTa

item, koppdr, €idog, TTpdyua

glad, euxapiotnuévog

arrange, TOKTOTTOIW, QPOVTI(W

immediate, aueocog, ypriyopog, Taxug
range, o€Ipd (E10WV/EUTTOPEUPATWYV)
export, eEaywyn

pay a visit, ETOKETTTONAI, KAVW ETTIOKEWN

call, emokémToual

obliged, uttoxpewpévog, uTTOXPEOG

article, Tpdypa, €idog, KOPAT

keep something on one side, Badw/kpaTw
KGTI OoTNV dKpn

inspect, eAéyxw, €MOewpw

report, avapopd

Credit Note, MoTwTIKé Znueiwpa

pass on, TTpowdw

packer, cuokeuaoTrg

handle, diekrepaiwvw

consignment, TapaAafn

defect, eAdTTWUO

maintain, empévw, 1Io0xupilopail

case, KIBWwTIO

bale, dépa

container, JeyaAo PETAAAIKO KIBWTIO OUCKEUA-
aiag, KovTévep

be subjected to, urékeipal o

rough, Biaiog, kakog

treatment, petaxeipion

handling, diekepaiwaon

delivery, Tapddoon

shipping agent, vauTikog TTpAKTOPAG
collect, maipvw, paletw

meanwhile, 010 peTagU

result in, £xw cav amoTéAeopa, KataAnyw o€
error, ceaAua, AdBog

document, éyypago
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Export trade

Export trade is surely different from home trade and it is more complicated
and sometimes a little confusing. In fact, it has almost become a science to
find your way through all the official orders and regulations. There are so many
different points an exporter has to know. And the bad thing is that most of the
regulations are always changing.

There are many countries which allowed imports without difficulties some
time ago, but now they have imposed restrictions in the form of import quotas.
All these things happen, of course, within close-knit economic communities
such as the E.U.

On the other hand, currency restrictions often make it difficult to obtain
payment from certain countries. Some of them require invoices certified by
their consulate in the country of import. Others demand certificates with the
invoices showing the country of origin of the goods.

International trade has different terms according to which an importer has
to pay the expenses. When someone sends goods overseas, several things
will affect the price. Packing, transport to the port, loading of the goods onto
the ship have to be considered. Of course, it is difficult to calculate all these
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expenses when the customer is thousands of miles away. In this case a
f.0.b. quotation is suggested, which means that the prices will include all the
charges until the goods are “free on board” at the port of export. All other
expenses from there to the country of destination have to be paid on delivery.
And when we say other expenses, we mean freight charges and the cost of
insurance.

C.i.f. terms are also frequently found in international trade. In that case, the
prices of the goods to be exported include “cost, insurance and freight” to the
port of destination.

Another thing which is important to be considered is the Bill of Lading (B/L).
The shipping company acknowledges the receipt of the goods to be shipped,
through this document.

Of course, in return of the freight charge, the shipping company undertakes
to deliver goods to the port and to the consignee mentioned on the bill. In other
words, the B/L is a title to the goods. It is made out in many copies which are
to be distributed to the exporter, the customer and/or the importer who will not
be able to get their goods without it.

The terms of payment usually depend on the customer the exporter is
dealing with and, of course, on the country to which the goods are sent. An
“open account” is a usual credit term, with customers who are reliable and
sound, and in countries where there are no currency restrictions. Monthly or
quarterly statements are sent and the customers remit in the currency of the
exporter’s country by banker’s draft.

However, exporters may ask for cash with order (C.W.0O) or cash on
delivery (C.0.D.) where possible, because in some countries the Post Office,
for example, does not accept C.O.D. parcels. When C.O.D. terms exist, the
exporter hands the BJ/L to the bank with the instructions to surrender it to the
customer only against payment of his invoice. As the customer cannot get the
goods without the B/L, he has to pay C.O.D.

>

. Questions

. How is export trade characterized in the first sentence of the text?

. Are the export trade regulations always valid for a long time?

. What does the abbreviation E.U. stand for?

. Is it always easy for exporters to obtain payment? Why?

. What sort of things affect the price of goods sent overseas?

. What does a f.0.b. quotation mean?

. Which term includes “cost, insurance and freight” to the port of destination?
. Is the consignee of the despatched goods mentioned on the B/L?

. Who are the copies of a B/L distributed to?

O©C OO NG OWN--
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10. When do exporters adopt an “open account” term?
11. What does C.W.0. mean?
12. Is it always easy for exporters to ask cash on delivery? Why?

B. Exercises

1.

Give the abbreviations of the following:

a. European Union —
b. Free on board —
c. cost, insurance, freight —
d. Bill of Lading —
e. cash on delivery (Br. English) —
or collect on delivery (Am. Engl.) —
f. cash with order —»
g. quotations —

. Fill in the gaps with the suitable prepositions and/or the definite

or indefinite article.

........... fact, export trade has almost become ........... science ........... find your
way through all ........... official orders and regulations.

. International trade has different terms according ........... which ........... importer
has .......... pay ......... expenses.
........... course, it is difficult ........... calculate all ........... expenses when ...........
customer is thousands ........... miles away.
ceveeen.. CAF. terms, the prices ........... goods ........... be exported include “cost,
insurance and freight” to ........... port ........... destination.
Exporters may ask ........... cash ........... order (c.w.0.)orcash ........... delivery.
........... some countries, ........... example, the post office does not accept cash
........... delivery parcels.

. Which adjectives found in the text derive from the following words?

a. differ f. importance
b. confuse g. rely

€. economy h. sound

d. expense i. open

e. nation j- accept
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4. Which nouns derive from the following verbs?

a. export
b. confuse
c. regulate
d. import
e. restrict
f. certify

g. calculate
h. transport
i. quote

j- deliver

k. insure

l. consign

5. Join the sentences using a relative pronoun. Use the 2" sentence
as a main clause. Put a comma where needed.

a. Export trade is surely different from home trade. It is complicated and sometimes

confusing.

b. The B/L is made out in many copies. They are to be distributed to the exporter, the

customer and/or the importer.

c. Exporters usually ask for c.w.o. They are paid before the shipment arrives at its

destination.

d. The customers cannot get the goods without the B/L. They have to pay C.O.D.
e. A f.o.b. quotation means “free on board”. It is suggested when it is difficult to

calculate the delivery expenses.

Vocabulary

export trade, e€aywyiko eutrépio
home trade, eyxwplo eumépIO
complicated, TrepiTrAokog

confusing, CUYKEXUNEVOG

science, €TMOTAUN

find my way through, Bpiokw akpn pe
official, utTnpeciakog

order, diatayn

regulation, kavoviouég

exporter, e¢aywy£ag

allow, emTpéTTW

import, elcaywyn

impose, emBaAW

restriction, Trepiopioudg

in the form of, ye TN yopen (Tou)
quotas (quotations), Tpéxouaeg TIUEG
close-knit, oTtevd ouvdedepuévog
economic, OIKOVOUIKOG

E.U. (European Union), Eupwrtraikni ‘Evwon/
Koivétnra

currency, TPEXouad TINF OCUVAAAGYUOTOG

obtain, eao@ahidw

payment, g6pAnon, TAnpwun

require, QTTQITW
invoice, TIHOAGYIO

certified, Ocwpnpévog, emKuUpwPévog

consulate, TTpogeveio
demand, amaitw
certificate, moTomoiNTikd
origin, TpoéAsuon
goods, ayabd, mpoidvta
international, diebvig
term, 6pog

expenses, ££00a
overseas, OTO EEWTEPIKO
affect, emdpw, eTnpedlw
packing, cuokeuaaoia
transport, yetagopd
loading, 6pTwon
calculate, utroAoyidw
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f.o.b. (free on board), 6pog TTou onuaivel 6T
Ol TTPOCQPEPOUEVEG TINEG CUMTTEPIAaUBAvOUV
TO KOOTOG Kal Ta ££000 TWV EUTTOPEUNATWYV WG
TN POPTWOT) TOUG OTO AIHdvI TTPOEAEUONG
charge, xpéwaon, Xpewvw

destination, TTpoopiouég

delivery, Tapdadoon

freight, vauAog

insurance, ao@dAcia

c.i.f. (cost, insurance and freight), 6pog Tmou
onuaivel 6Tl 01 TPOOPEPOUEVEG TINEG CUMTTEPI-
AapBdvouv To KOOTOG TOU EUTTOPEUUATOG, TNV
ao@dAeia kal Tov vauAo)

B/L (Bill of Lading), popTwTIKN
acknowledge, yvwaoTotroiw

receipt, TapaAafn

ship, popTwvw Kal HETAPEPW

document, £yypago

in return of, oe avramédoon

undertake, avaAapavw
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consignee, TTAPOAATITNG

distribute, diapoipalw

deal with, diarpaypartevopal, £€xw oxéon e,
£XW VA KAVW PE

account, Aoyapioopuog

credit, ioTwon

reliable, agiémaoTog

sound, coBapdg, PePEYYUOG

quarterly, avd Tpiynvo

statement, katdoTtaon (éyypago)

remit, eypalw

banker’s draft, Tpamre{ikr) diatayr yia TAn-
pwpA

c.w.o. (cash with order), e€6@Anon poAig do-
B¢i n TTapayyeAia

c.o.d. (cash on delivery), e€6¢pAnon katd Tnv
TTapadoon

parcel, d¢éua

surrender, TTapadidw

against payment, 1Ti TAnpwun



Gathering information about export trade
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Buying and selling within the same country is not as complicated as
exporting in foreign countries is. Export trade, as opposed to domestic trade,
demands right decisions, proper steps and transactions, and, last but not least,
a large number of bureaucratic formalities.

Alex Brain is the president of a company who have made a hit with home
trade. He has visited an official in the Ministry of Commerce to ask for some
pieces of advice on what he has to do to expand his company’s activities
abroad. Here is part of their conversation.

Official :

Alex

Official :

Alex

Official :

Alex

Official -

Alex

Official :

Alex

Official :

Alex
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Well, please take a seat. What can | do for you?

I'll come straight to the point. I'd like to gather information about
export trade, you know, promotion and distribution methods...

| see....

First of all, how | can find out which countries are willing to buy the
kind of products | want to promote, if they are in need of them and
if the products are going to sell well.

Well, it’s the easiest thing | can do for you. We have a lot of state-
ments and other documentation here, which show the population,
the production, the consumption and the foreign exchange reserves
for every single country in the world. Furthermore, you have to be
aware of the trade restrictions for each country.

Do you mean the quotas and customs tariffs?

That’s right. But you will also have to get export licences and
exchange permits.

What about distribution and retailing?

Trade missions can give you reports with a lot of information.
You know what trade missions are. Groups of officials and
businessmen sent by a government to a foreign country to discuss
an agreement, so as to increase trade between the two countries.
I'll give you some names and telephone numbers to get in contact
with them. And... there is the Chamber of Commerce, as well.
| think you belong to this association, don’'t you? Well, you can
collect a lot of information there, and have a clear opinion on the
export trading conditions.

Good. Now let’s talk about something else. Do you think it would
be a good idea, if | mail my catalogues of products and price lists?
Yes. And... if your prices are competitive, there is a great possibility
for you to make a good start in the field of export. | also think it
would be wiser, if you quote - let’s say - a free on board export
price plus estimated delivery costs.

Oh, Yes. In this way, the offered price of the products appear to be
low at a glance, because costs for packaging, insurance, tariffs,
transportation and freight are then added to fix the wholesale price.



Official
Alex

Official

Alex
Official

Alex

Official :

Exactly.

And what do you think | should do for the distribution of the
products that are to be exported?

Choosing a good distributor is your first step. He will buy your
products in the same way domestic customers do. Then, he will
resell it to make a profit, of course. A bonus for extra sales would
be an incentive for higher sales.

| see. But how could | find the appropriate persons?

Names, addresses and comments on their productivity are in the
trade directories which are available in our ministry department -
the General Directorate of Commerce. The trade mission could
also be helpful to you.

And one more question to finish. What should the contract
between our company and the distributor include?

Well, things like the terms of sale to customers, guarantee on
the product, agreement for after-sales service, methods of
compensation for any defect or imperfection of the product,
payment terms, ports of exit, methods of promotion and means of
referring a dispute to arbitration in case of disagreement.

A.Questions

I S

. How can
retailing?
What are

Why is export trade more complicated than domestic trade?

Why has Alex Brain visited the official in the Ministry of Commerce?
Which factors contribute to the successful running of the export trade?
. What do we mean by the term “trade restrictions™?

someone get information for the distribution of a product abroad, and its

the trade missions?

c

S©W®oNS

Are competitive prices helpful for a good start in the field of export trade?
How can offered prices of the products appear to be low at the first look?
How could an exporter give incentive to a distributor for higher sales?

. Where could he find the proper persons for the distribution of a product?

.Exercises

purchasing
difficult to understand
abroad

. Find the words or expressions in the text meaning the following:
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in contrast with
suitable
home trade
have great success in
seek (for)
the act of bringing goods to public notice in order to increase sales
lists
number of people living in a country
to know
. official written statement giving someone the right to do sth.
a person who works in government
explicit
sector
in addition to
at the first look
additional payment beyond what is usual
efficiency
a book or list of names
come to an end
. fault; sth lacking or imperfect
the settlement of an argument by the decision of a person or group chosen by both
sides.

XE<EgrmpnmeTVO33ITFTSAQmeQ

2. Find the words or expressions in the text the meaning of which is
opposite to the following:

buying
different
export trade
unsuitable
have failed in
limit
within the same country
wrong
reduce
minus
unpacking
lose money

. exclude
perfection

S3T-F T TS@me a0 Ty
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0. agreement
p. entrance

3. Fill in the blanks with nouns (found in the text).

Verb Noun
a.infom ..
b.decide @ ...
c.transact ...
dovisit
eact
f. promote ..l
g.distribute ...
h.produce @~ ...
i. consume ...
j. restrict
k.quote ...
L. export
m.report ...
n.govern ...
o.associate = ...
p.agree ..
g.compensate ...
rpay
s.arbitate ...
t. dispute L

4. Fill in the gaps with the right preposition.

Domestic trade is not ......... complicated ......... export trade.

Alarge number ......... bureaucratic formalities are needed.

He has visited an official to ask ......... some pieces ......... information.

Whatcanldo......... you?

How can | find ......... which countries are willing ......... buy the kind .........

product | want to promote?

You have ......... be aware ......... the trade restrictions ......... each country.

g. Trade missions are groups ......... officials sent ......... a government ......... a
foreign country to discuss an agreement so ......... to increase trade between the
two countries.

h. If you collect a lot ......... information, you will have a clear opinion ......... the

export trade conditions.

Poo oo

—h
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5. Find the spelling mistakes in the following paragraph and correct

them.

Bying and shelling within the shame country is not as complecated as exporting in
foreign countrys is. Export trade as opossed to domestic trade dimands rite decisions,
propere steps and trunsactions, and last but not leest, a large number of biurocratic

formalities.

Vocabulary

gather, GUMEYW, CUYKEVTPWVW
complicated, TepiTTAoKog

as opposed to, avTifeTa pe, o€ aviBeon pe
domestic trade, eyxwpio eumépIo
transaction, guvaAhayn, ouvdioAAayni
bureaucratic, ypageiokpatikdg

formalities, diaTuTTwoEIg

make a hit with, éxw eviumwaoiakn emTuyia
official, uTdAANAoG, ekTeAEOTIKG OTEAEXOG
ministry, utroupysio

commerce, EUTTOPIO

expand, eTekTEIVW

come to the point, “ptaivw” aTo Bépa
promotion, TpowBnon (TPoidvTwv)
distribution, diavopn, karavoun

promote, TpowBw (TTPoidVTa)

statement, kardoTaon, Aiota
documentation, Tekunpiwon, £yypaea
consumption, katavdAwon

exchange reserves, guvaAAaypatikd amoBéuata
restriction, Tepiopiopdg

quotas, TPEXOUOEG TIPEG

customs tariff, TeAwveiaki/dacpoloyikr KatdTagn
tariff, 5aopoAdyio

licence, adeia (€yypago)

exchange, guvaAaypa

permit, Gdeia (TToU Xopnyeital atmo TIG apxEG)
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distribution, diavopn

retailing, Aiavikij TTWANon

trade mission, euTTOpIKr QVTITTPOCWTTEI
Chamber of Commerce, Texvikd EmipeAntipio
association, oUvdeopog, £vwon

competitive, avtaywvioTikog

field, Topéag

quote, KaBopifw/didw TIPA

free on board (f.0.b.), 6pog Tou onpaivel 6t o
TPOOPEPApEVEG TIEG ouPTIEPIAAUBAVOUV TO KO-
070G Kal Ta £€00a TWV EUTTOPEUNATWY WG TN POpP-
TWOT) TOUG aTo Aipdvi TTIPOEAEUDNG

at a glance, pe pia pamd

freight, vauhog

wholesale, xovdpikr) TwAnon

incentive, kivnTpo (oIkovoy.)

comment, ox0\i0

productivity, amodoTik6TnTA, TTAPAYWYIKOTNTA
directory, cupetripio, KaTGAoyog

directorate, dic0Buvon, dioiknan

contract, ouupdAaio

guarantee, gyyunon

compensation, amolnuiwon

defect, eAdTTwA

imperfection, até\cia

refer a dispute to arbitration, Tapaméumw pia
dlagopd o diaiTnaia



Export financing

Julia is attending a training course on export financing. She is discussing about
how to finance exports, with her trainer.

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Well, from what | have heard, | draw the conclusion that one of
the most important documents needed for export financing is the
letter of credit. Could you give us a detailed description of this kind
of document?

The L/C, or the letter of identification, as it is also called, is a letter
from a bank to another bank, by which a customer — named in the
letter — is given the right to obtain the money, credit or goods he
may need, up to a stated value, for which the writer of the letter
takes responsibility. In simple words, a letter of credit is a written
promise from a buyer — through his bank — to pay the seller.

Is there only one type of L/C for a trader to handle the way of
payment?

Oh, no. There are commercial L/Cs, confirmed L/Cs, irrevocable
L/Cs, open L/Cs, revocable L/Cs, revolving and straight L/Cs,
traveller’s L/Cs, unconfirmed L/Cs and some others.

Could you tell us which types of L/Cs are the most widespread in
the field of export financing?

Well... L/Cs, to be really safe, should be both irrevocable and
confirmed.

And what should we know about these two types of L/C?

An irrevocable L/C is a promise of payment which cannot be
cancelled without the agreement of the correspondent bank
where payment is to be made. A confirmed L/C is a promise by
the paying bank, that it will be responsible for any credit given in
connection with the L/C.

Is the letter of credit enough for an exporter to obtain the money
owed to him from a bank which is in cooperation with the importer’s
bank?

Surely it's not. He can get his money after he has fulfilled the
terms of the sales contract. To be more explicit, he has to present
to his bank the commercial invoice, the insurance certificate and
the bill of lading or the air-way bills.

| think, all this is done because the paying bank must be sure that
the exporter has forwarded the goods and the buyer has received
them.

Exactly.
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Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

Julia

Trainer :

But which type of L/C secures immediate payment to the seller?
The irrevocable L/C of course. As | have already told you, methods
of payment cannot be revoked. Under these terms the seller’'s
bank can cash in advance.

And what about the open accounts?

It's a method of exchanging goods, according to which the
customer is given credit, and payment is to be made some time
in the future. The agreed period for payment is usually monthly
or quarterly. Of course, this method demands the reliability of the
buyers. Sellers have to know if their customers’ banking system is
highly solvent.

| see... but which is the most popular method of payment?

The sight draft or bill, as it is also named. According to this type
of payment, buyers pay for the goods they are going to receive,
as soon as they are shipped. In this way, sellers can collect their
money as soon as they have sent the goods.

Could you also tell us something about the time bills?

Yes. Time bills or time drafts.... Well, a time draft is a type of
payment according to which money is payable at a stated number
of days after the date during which the bill was drawn. In case the
money is payable at a stated number of days after presentation, it
is also called term sight or term bill or term draft.

And what is the characteristic of this method of settlement?
According to this method, the customer — that is the buyer — takes
possession of the goods as soon as he accepts the draft, but he
puts off payment for one, two or three months as it was agreed
beforehand.

A method for clever customers... If | were a buyer | would adopt
this method of discharge...

On condition that your suppliers accept that...

A. Questions

©WoNoGkWN=
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What is the subject of the training course Julia is attending?

Which is one of the most important documents needed for export financing?
What is the letter of credit?

Name the types of letters of credit mentioned in the dialogue.

Which types of L/Cs are the most widespread in the field of export financing?
Can the promise of payment in an irrevocable L/C be cancelled?

Who is responsible for any credit given according to the confirmed L/C?
Which documents are necessary for an exporter to obtain his money?

Which type of L/C secures immediate payment to the seller?



10.
1.

12.

B.

1.

o
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What can the future period for payment be, when sellers and their customers
cooperate on the basis of an open account?

When are buyers going to pay in advance, on condition that the goods are
shipped but they haven’t been received yet?

What is the characteristic of the method of payment through a term draft?

Exercises

course, line, range, turn, queue, order: Use each word once to
complete the blanks in the following sentences:

Will you please write the staff's names in alphabetical ........................... ?

. The company’s staff is going to attend a ................cceees on the latest

technology innovations.
A note should be of three orfour ............cooevvieiinnnnns

. Whose ..., is it to make a speech?
Therewasalong .........ccooeeeuieennnnen. at the bus-stop, so | hired a taxi.
The oo of products they produce are always of high quality.

. Match the following:

a. training 1. belief, trust

b. finance 2. that cannot be changed

c. credit 3. called off; given up

d. obtain 4. being given practice

e. irrevocable 5. accomplished; achieved

f. cancelled 6. provide money for

g. fulfilled 7. every three months

h. forwarded 8. get

i. quarterly 9. written order for money to be paid by a bank
j- draft 10. sent

. Rewrite each sentence so that it will contain the word given in

capitals, and so that the meaning will remain the same. The word
in capitals must not be changed.

e.g. Juliawent to London so that she could attend a training course on export financing.

a.

TO ATTEND.
Julia went to London to attend a training course on export financing.

You must get a Letter of Credit, to have the right to obtain your money. SO THAT
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He obtained the Letter of Credit to pay the seller. COULD

Customers are given a credit to settle their payments later in the future. SO AS
An irrevocable L/c cannot be cancelled if you don’t have the agreement of the
correspondent bank. WITHOUT

He cannot get his money before he has fulfilled the terms of the sales contract.
AFTER

You use a Letter of Credit to obtain your money. FOR

Choose the best item to complete the blanks.

Sheis attendinga ..................... course.

1. trainer, 2. training, 3. trainee

The L/c is one of the most important ...................... .
1. documentations, 2. documentaries, 3. documents

The oo, who is named in the letter can get the money.

1. customer, 2. customs, 3. custom

It cannot be cancelled without the ..................... of the bank where payment is
to be made.

1. agreeable, 2. agree, 3. agreement

The exporter can get the money from a bank which is in ..................... with the

importer’s bank.

1. cooperator, 2. cooperation, 3. cooperative

..................... have to know if their customers’ credit is good.
1. Sales, 2. Sells, 3. Sellers.

5. Fill in the gaps:

VERB NOUN
- TN export
b. ... trainer
Co e conclusion
d. describe | .
e. dentify | ...
f. buyer
[« payment
h. agree | .
i cooperate | e
Joo e importer
k. certify |
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secure
demand
ship
collect
state

"o "oV OoS53T

settlement
possession

Vocabulary

financing, xpnuarodoTnon (eTTIXEIPATEWG)
training, karapTion, ekmaideuon

finance, xpnuatodoTw

trainer, ekTTaIdeuUTAG

draw a conclusion, Byddw cuptrépacua
document, £yypago

letter of credit, (L/c. L/C), ioTwon, moTw-
TIKF ETTIOTOAN

letter of identification, emoToAr TTOU €TIfE-
Baiwvel TNV TAUTOTATA KAI TNV UTTOYPOQH Ka-
TOXOU TTICTWTIKNAG KAPTAG

obtain, TTaipvw, e§ao@aidw

credit, TTioTwon

goods, TTpoidvTa

stated, cupewvnuévog, KaBopIoPEVOG

take responsibility, avaAappdavw guBivn
trader, éutropog

handle, xeipiCopai

Commercial L/C, evéyyuog (eUTTOPIKA) TTi-
oTwon

confirmed L/C, Befaiwpévn TTioTwon
irrevocable L/C, avékkAnTog/apeTaKANTOG TTi-
aTwon

open L/c, TioTwon dveu €18IKWY 6pwv
revocable L/c, avakAnTtn TricTwon

revolving L/c, emoTpo@iki/avaveoupévn au-
TOPATWG TTIOTWON

straight L/c, BeBaiwpévn kai avéKKANTOG TTI-
OTWTIKA ETTICTOAN

traveller’s L/c, TagI0IWTIKI TTIOTWTIKI ETTIOTOAR
unconfirmed L/c, evéyyuog mioTwon pn Pe-
Baiwpévn amré Tn pecohaBouca Tpdrreda
widespread, eup£wg/TTAaTid d1adedopuévog
cancel, akupwvw

agreement, cupgwvia, ocuupacn

correspondent bank, avraTtrokpitpia TpdTTe(a
payment, e6@ANCN, EKTTANPWON XPNUATIKAG
UTTOXPEWOCNG

in connection with, o€ oxéon pe

owe, OpeiAw

cooperation, cuvepyagia

importer, eicaywyéag

contract, cuufoAaio

explicit, cagng

bill of lading (b/l), popTwTIKA

air-way bill, agepo@opTwTIKN

revoke, avokaAw

cash in advance, TTpoTTAnpwWvW

open account, avoixTog Aoyaplaouog
reliability, afiomoTia

solvent, pepéyyuog, agidxpeog

sight draft, Tpafnkriki dyewg

sight bill, TpaBnkTikn dwewg

ship, popTwVvw TTPOG pETOPOPA

time draft (time bill), TpafnkTikr TTpoBeopiag
stated, cup@wvnuévog, (kaB)opiouévog
draw a draft/bill, ekdidw emiTayr i TPABNKTIKA
term sight/term bill/term draft, TpafnkTikA
TTpoBeopiag

settlement, diokavovioudg, TakToTroiNan, £§0-
¢Anon

take possession of (sth), yivopai kdroxog
accept, amodéxopal, UTTOypdew WG aTTodE-
KTNG O€ TPOPRNKTIKA/ETTITAYRA

draft, TpafnKTIKn

put off, avaBaiAw

beforehand, ek Twv TpoTEépwyv

adopt, uI0BeTW, akoAouBw

discharge, amodéopcuon, amaAlayn
supplier, TpounBeuTAG
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Customs; a complicated government machine

stoms House

¢ e ' 14 I.\'
i | Tt ;?: %

Governments issue a customs tariff which is an official printed table
showing the rate of the customs duty that is to be paid on goods imported into
their country.

The taxes on imports as well as on exports of commodities are called
customs duties which are collected by the Customs at ports, airports and at
customs posts on land frontiers.

All the formalities which are necessary to be presented to the Customs
officers, before they allow goods to be cleared, are known as customs
clearance. The act of entering and recording with the Customs the import or
export of a consignment of goods is what commercial people call customs
entry. This is done by means of the bill of entry or the customs declaration.
It's a statement made - by an importer or exporter - to the Customs, listing and
giving detailed description of the goods on which duty will have to be paid.

Import duties are, in other words, taxes on goods coming into the country,
for the purpose of raising money or protecting industry against foreign
competition. Another target of the restoration of this kind of duty is to reduce
imports and to help balance of payment to be corrected.

Furthermore, import quotas are also placed by governments, so that only a
fixed quantity of a commodity can be imported into a country in a certain period.
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In this way, there is a limit to the amount of foreign exchange that is going
to leave the country. There is also a protection of home industry and a
strengthened possibility of bargaining with a foreign country.

The excise duty has nothing to do with the import duty, as many people
believe. This kind of duty is placed on some home-produced things such as
tobacco, drinks, petrol and fuel oil.

Export duties are duties on goods that are to be exported. If a trader is
both an importer and an exporter, the customs debenture is a negotiable
instrument for him. It's a document given by the Customs to an exporter who
has the right to claim back duties paid on goods that were earlier imported
under drawback.

Anyway, importers and exporters are obliged to act strictly under Law,
otherwise they are at the risk of being sued by the state authorities. To avoid
such entanglements, they have to ask for the services of a Customs-broker
or a clearing agent, as he is also called, who is specially skilled in completing
the formalities needed to clear imported or exported goods through Customs.
Customs - brokers are usually paid by commission and they can overcome
any difficulties that may come up during a clearance, because they are well-
aware of the Customs legislation.

Apparently, all the above-mentioned customs formalities are needed only
when the import or export country does not belong to a customs union. This
is a union of a number of countries which form a single customs area within
which there are no customs duties or other limiting controls on trade between
the member countries. Apart from that, common customs duties are charged
on all goods imported into the union from other countries that do not belong to
the union. An example of such a union is our European Union.

>

. Questions

. What is the customs tariff?

. How do we call the taxes on imported or exported commodities?

. What does a customs clearance include?

. By which means is the act of customs entry done?

. What is the bill of entry?

. Why are import duties imposed by governments?

. Why are import quotas placed by governments?

. What is a negotiable instrument for a trader, if he is both an importer and exporter?

. What is a Customs broker’s job?

. Are customs formalities needed when the import or export country belongs to a
Customs Union?

O O©WOoONOOGO A OWDN--

—
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B. Exercises

1. Fill in the blanks.

2,

Verb Noun
.............. government
import |
.............. collection
alow |
.............. clearance
.............. protection
.............. competition
.............. restoration
pay |
limit |
strengthen | ...
entangle | ...
legislate | ...

Find who the person is.

e.g. He exports commodities. .77 50000

P o0 T

He deals with trade. ..............

He imports goods. ..............

He holds an important position in the Customs House. ..............
He clears imported or exported goods through Customs. ..............
He belongs to a group. ..............

He comes from Europe. ..............

. Fill in the blanks with the infinitive or the -ing form of the verbs in

brackets.

Theactof .............. (enter)and .............. (record) with the Customs the import or
the export of a consignment of goods is what we call “customs entry”.

Another target of the restoration of this kind of dutyisto .............. (reduce) imports
and .............. (help) belance of payment to be corrected.

There will be a limit of the amount of foreign exchange that is going to ..............
(leave) the country.

Export duties are duties on goods thatare to .............. (import).
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. They are obliged
They are at the risk of

(act) strictly under law.
(be) sued by the state authorities.

. Fill in the gaps using: who, whose, whom, which, of which.

.............. is to be

. It's an official printed table showing the rate of the customs duty

paid.
b. He is the person
presented to.
c. He is the person
d. The Customs broker,
needed to clear the imported goods.
e. The imported goods, the clearance
detailed description in this statement.
f. The customs debenture,
by the Customs to exporters

are necessary must be

task is to allow goods to be cleared.
you have to hire, will complete the formalities

will take place tomorrow, are given

is a negotiable instrument for traders, is given
have the right to claim back duties paid on

goods that were earlier imported under drawback.

5. Match the following so as to give meaningful phrases.

a. customs 1. duties

b. bill of 2. tariff

c. import 3. countries

d. clearing 4. entry

e. home 5. industry

f. european 6. agent
Vocabulary

Customs, TeAwveio

government, kuBépvnon

issue, £kdidw

customs tariff, TeAwveiak/daocpoloyikn
KATATOEN, SATUOAGYIO

official, emionuog

rate, Tiyr), avaAoyia

customs duty, TeAwvelakdg Saouog
tax, opog

commodity, euTTépeupa, TPOIdV, €idog
frontier, cUvopo

formalities, diatuTtwoeig

Customs officer, (0) TEAwvEIOKOG
clear, ekTeAwvidw

(customs) clearance, ekTeEAwWVIOUOG

enter, eyypaQw, Kataxwpidw

record, KaTaypd@w, KPATW TTPAKTIKG/ UNTPWO
consignment, atrooToAR (EUTTOPEUNATWY)
(customs) entry, (TEAwvelakA) kataxwpnon
bill of entry, katdoTaon diacdenong (gica-
YWYNG EUTTOPEUPATWV)

customs declaration, dnAwTIKOG (epTTOPEUNA-
Twv), TEAwvelak dAwaon/diacdenon

list, kataypdew/cyypdew o€ KOTAOTAON
raise money, €I0TTIPATTW/CUAAEYW XprpaATa
target, otdx0g, oKOTTOG

restoration, ammédoon, «emRoAN»

reduce, peivw

203



balance of payment, 100{Uyi0 TTAnpwuwVv
quota, avahoyia/rocooTiaia diavoun (adeiwv
eloaywyng n egaywyng)

import quotas, TTO0OOTWOEIG/OPOPES €10
YWyng

place, 81w, eMRAAW

limit, 6pio

strengthen, gvioxUw, (ev)duvapwvw
bargain, Talapetw, diatrpayuaredoual
excise duty, ¢6pog karavdAwaong (yia oivo-
TIVEUPATWON TTOTA Kal TOIyGpa)

fuel oil, uypd kauoipa

(customs) debenture, TioTOTTOINTIKG E£TTAVE-
gaywyng, dlacaenaon eTaveEaywyng
negotiable, diamrpayuatedoipgog

instrument, £yypago, 6pyavo
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document, TekuApIo, TITAOG, £yypago
right, dikaiwpa

claim back, agiwvw, emkalouuai
drawback, emoTpoer (katd Tnv §aywyn) da-
oUWV El0aywyng

sue, JILWKW (TToIVIKE), eEvayw

state authorities, kpatikég apyég
entanglement, prAé€ipo, pTépdepa
Customs broker, ekTEAWVIOTHG
clearing agent, ekTeAwVIOTAG
commission, TTpoun0eia (XpNUATIKA)
overcome, EETTEPVW, AVTOTTEEEPXOMAI
legistation, vouoBeaia

union, évwaon

charge, xpewvw



Consolidation exercises

1.

@ popoTy

oo

e

Poo T

expect, look forward to, wait (for), hope: Use each verb, at least
once, in the correct form to fill in the blanks in the following
sentences:

Whatdoyou ................ the new manager to look like?

lam ...oooveeiee to meeting you soon.

Is the manager ................. you to call?

She .....cooovee to get the job.

In what circumstances would she ................. to getting the job?

What are you doing here? Are you ................. for someone?

She doesn't ................ to get the job, because she doesn’'t have the needed
qualifications.

Whyisthatman................. inthe receptionroom? Heis ................ the manager.
We ..o you will find our offer competitive.

Weare ................. to receiving the ordered goods without delay.

. price, rate, charge, quotas, cost; choose the correct word, in

either the singular or plural form, to complete the following:

| would like to know the ................. of these blankets.

The Customs broker will make a ................. for his services.

The ..o of a unit of a commaodity is what we call .................

What is the ............... of exchange today between the sterling pounds and
drachmas?

The latest ................ on the foreign exchange market have been reduced.

The exporter gave me the ................ for his new products which were too high,
in comparison with the ................. he used to charge for other products.

The ..o of this product is too high to be in the production line.

The ..o, are high because production ................. are very great.

a great deal of, a large number of, a considerable amount of;
Use the above expressions to fill in the blanks in the following
sentences.

He makesa ................ of money.

A customers complain about the defective products.
A, companies have modern equipment.

Hegaveme ................. of information.
Hegavemea................. of support.
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require, claim, demand, ask (for); fill in the blanks in the following
sentences using, at least once, the above words.

The secretary ................. the office boy for some help.
He ..o the money from the insurance company.
The exporter ................. that the money should be paid to him in his country’s
currency.
This suggestion ................. careful thought.
He ...oooovvnene to be treated equally with the rest of the staff.
If you aren’t consistent with your job you are ................. trouble!
The salesman ................. for his travel expenses.
Did you ......cceeeeeie for the money from the insurance company after your
accident?
. Choose the correct item to fill in the blanks.

................. the flight times before you book the tickets.

1. Control, 2. Advise, 3. Check, 4. Inform.

Most companies ................. their products on television.

1. announce, 2. advertise, 3. notice, 4. acknowledge.

Our company ................. cooperating with them.

1. avoid, 2. lack, 3. request, 4. settle.

Our export manager is ................. a visit to your country next week.
1. giving, 2. placing, 3. passing, 4. paying.

| hope that the matter has been completely .................. .

1. done, 2. made, 3. settled, 4. completed.

We ... that differences in colour are unavoidable.
1. realise, 2. confuse, 3. recognise, 4. expect, 5. hope.
We appreciate your offerof a ................ price.

1. diminished, 2. lessened, 3. reduced, 4. thinned.
Weshall ................ on receipt of your pro-forma invoice.
1. admit, 2. remit, 3. permit, 4. insist.

Oour..ccoevvneenee. are payment on invoice.

1. terminology, 2. limits, 3. restrictions, 4. terms.
................. and packing cases are included in the price.
1. Freight, 2. Fright, 3. Flight, 4. Fight.

. Which adverbs derive from the following:

areal f.good .
b. substantial ~  ............... g. satisfactory ...
c.kind h. exclusive ...
d.grateful ... i. considerable  .................
e.prompt .. joimmediate ...
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k. full n.precise
l. possible ... o.original ...
m.urgent . p.more

7. Match the following so as to form twenty-five pairs of synonyms.

a. fitin 1. reduction in price
b. range 2. examined

¢. quotation 3. defective

d. substantial 4. match

e. grateful 5. series of products
f. discount 6. estimate

g. purchase 7. current price

h. prompt 8. receiver

i. turnover 9. deliver

j- subject matter 10. instant; immediate
k. renowned 11. carry out

l. limited 12. inevitable
m.inspected 13. send

n. execute 14. significant; important
0. despatch 15. main topic

p. notify 16. transaction

g. damaged 17. obliged

r. sum 18. products

s. unavoidable 19. acknowledge; let know
t. inconvenience 20. debit

u. charge 21. buy

v. calculate 22, restricted

W. consignee 23. discomfort

X. surrender 24. amount of money
y. commodities 25. famous; well-known

8. Match the following so as to form twenty-five pairs of antonyms.

a. willing 1. attractive

b. grant 2. domestic trade

c. satisfactory 3. exclude

d. include 4. reluctant

e. rise 5. refuse to give

f. reduced 6. vague; complicated
g. unattractive 7. send

h. complicated 8. defective

i. exporter 9. leave out
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j- reliable 10. take

k. export trade 11. fall; decrease
l. expand 12. put a limit to

m.wholesale 13. increased

n. explicit 14. weaken

0. solvent 15. importer

p. strengthen 16. receive

g. receive 17. delayed

r. offer 18. simple

s. despatch 19. unreliable

t. prompt 20. debit

u. accept 21. untrustworthy
v. credit 22. reject; refuse
w. enclose 23. perfect

x. defective 24. freedom

y. restriction 25, retail

9. Give the nouns (persons) that correspond to the following words:

a. representation n. correspond
b. competitive 0. buy

c. send p. receive

d. bank g. manage
e. manufacture r. inspect

f. sell S. agency

g. market t. science

h. retail u. export

i. wholesale v. import

j- instruct w. distribution
k. execute X. product

l. rade y. collect
m.examination z. train

10. What do the following persons do? Give answers like in the
example:
e.g. A banker is a person who owns or controls a bank.

JaN - Lo (=Y G
FN 11 F- o T Ue =T USRS
A CUSEOMS OFfICEI IS ...t
A CUSEOMS BIOKEI iS........eeiieeeceeieeee ettt
FaN {112 =Y T

Ppop T
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f.

g.
h.

ABPAINEE IS, ittt e e
A COrreSPONAENTE IS ........ccueiieieee e
Arepresentative iS...........ooieiriii e

11. Match each job in list A with a place in list B. More than one

answers may be possible.

a. sales manager 1. shipping company

b. accountant 2. government office

c. official 3. industry

d. trainer 4. office

e. typist 5. warehouse

f. Customs officer 6. post office

g. packer 7. Custom-House

h. postman/woman 8. sales department

i. manufacturer 9. vocational/technical school
j- freighter 10. accounts department

12. Complete each sentence with a word formed from the word in

c

capitals.
The company treats all its ................. equally. EMPLOY
We are considering the ................ of new qualities to our stock. ADD
If you give us a competitive ................. we may place a substantial ................. .
QUOTE, ORDER
We are interested in your terms of ................. . PAY
With reference to your ................. we are sending you a list of our products.
INQUIRE
The goods can be inspected at our warehouse on .................. . REQUEST
As soon as we receive your ................ , we will arrange for ................. by
banker’s transfer. CONFIRM, SETTLE
We require immediate .................. . SHIP
We are returning the pieces to you, ................. forward. CARRY
On i we found that the ................. do not really agree with your
samples. EXAMINE, CONTAIN
We acknowledge the ................. of your letter. RECEIVE
The ..o company undertakes to deliver goods to the port and to the
.................. . SHIP, CONSIGN
. He has visited an official in the ................. of Commerce. MINISTER
I'd like to gather information about ................ and ... methods.
PROMOTE, DISTRIBUTE
These statements show the ................ and the ................. for every single

country in the world. PRODUCT, CONSUME
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p- Theletterof ................ is very important. IDENTIFY

g. Hasthe ........oeveies i, the goods? EXPORTER, FORWARD
r. The agreed period for payment is usually ................. o] (RN . MONTH,
QUARTER

13. Correct the words spelled incorrectly.

tarrif
comodities
exise
dibenture
legislassion
irevocable
promice
corespondent
settiment
possetion
supplyer
transaxion

. bureacratic
fraight
prodactivity
garantee

S@ "o o0 g

—_— o e
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14. Replace the wrongly used words with proper ones to have
meaningful sentences.

Your sails representative called yesterday.

Supply us with patterns of your compete range.

We want your insurance that you will not sell this range of products to other firms.
Your advertisement is in this weak’s issue.

Currency restrictions inquire invoices to obtain payment from other countries.

We are willing to grand you this concession.

Our shipping company acknowledges the receipt of the goods threw this document.
We are sure that our goods will meat your requirement.

He wanted to ask for some peaces of advice.

We are pleased to inform you that the some of £ 10,000 was remitted yesterday.

T Teme o0 T
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15. Put the verbs in brackets in their correct form.

oo

—Te ™o o

On..ooevviee, (check) we found that some of the goods were badly damaged.
Onthe ......oeeees (attach) price list we have given our lowest quotations.
Your request t0 ................. (give) the exclusive sale for Athens is somewhat
unusual.
Some mistake ................ (make) and the goods have been wrongly delivered.
We ... (not hear) from you since we received your last order.
We hope that the matter ................. (settle) in the near future.
We expect thatyou ................ (find) our quality excellent.
Some countries ................. (allow) imports without difficulties some time ago.
Currency restrictions often make it difficult ................ (obtain) payment from
certain countries.
When someone sends goods overseas, several things ................. (affect) the
price.
The terms of payment usually ................. (depend) on the customer.
We look forward to ................. (receive) your order.

. Onexaminationwe ................. (find) that the contents do not really agree with our
order.
While ................ (offer) our sincere apologies, we inform you that the new piece
has been despatched without further ................. (charge).
The bill of lading ................. (be) a title to the goods.
We strongly ................. (advise) you to avail yourself of this exceptional opportunity.

16. Listen to the letter and for each of the questions (a-f) tick one box

to show whether the statement is true or false.

True False

The letter is a reply to a complaint.

The goods mentioned are sheets and blankets.

One complaint is mentioned in the letter.

The blankets are torn and defective.

The company are returning the wrong bales.

The company who receive the goods will pay for their
carriage.
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UNIT 4

Chapter

Function

Language work

1. Do you get on well
with computers?

Expressing opinions

- Acquiring vocabulary

- Reporting facts

- Confirming information

Identifying words with their
definitions - Derivatives

- Forming sentences

- Completing sentences with
prepositions

- Turning into reported speech
- Question tags

2. Computers in
Banking

Describing processes
and utilities - Acquiring
vocabulary

- Reporting facts

- Hypothesizing

Matching synonyms and
antonyms - Completing
sentences with prepositions
- Direct — Indirect speech

- 1st, 2, 31 Conditional

3. New scope for
micros

Expressing opinions

- Describing features
- Acquiring vocabulary
- Revising Tenses

Completing sentences with
prepositions - Derivatives

- Synonyms - Completing
sentences with verbs in their
proper form

4. Function, use
and size of the
computer

Describing processes
and features - Acquiring
vocabulary - Emphasizing
processes

Identifying words with their
definitions - Multiple choice

- Solving a puzzle - Correcting
errors

- Passive — Active Voice

5. The high tech
pitch

Describing qualities
and features - Acquiring
vocabulary - Describing
the utility of items

Matching synonyms

- Finding words in a grid
- Making questions

- Active — Passive Voice

6. The terminal
salesman

Giving information and
facts

- Expressing opinions

- Acquiring vocabulary
- Revising Tenses

Odd-man-out - Correcting
mistakes - Identifying parts of
speech

- Comparatives - Putting verbs
in their proper tense

7. Reengineering

Giving information and
facts

- Expressing opinions

- Acquiring vocabulary

- Emphasizing processes

Matching - Correcting errors

- Identifying True - False State-
ments - Odd-man-out - Active
— Passive Voice
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Unit 4

Computers
in our life
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Do you get on well with computers?

FROM INSIDE.

Tom is trying to persuade Laura that computers are very likely to outlive
human beings and to become our biological successors. Here is part of their
conversation.

Tom : Tell me Laura, don’t you think that the innumerable capacities and
skills of computers are threatening, since these devices tend to re-
place human beings?

Laura : Come on, Tom. You're exaggerating! | personally think that the
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Tom

Laura

Tom

Laura

Tom

Laura

Tom

computer is a machine, like all the others, monitored and guided by
human beings. We are the ones who give it the elements, the data
or whatever else they are called, and make it work. The computer
without you and me is a completely useless device.

: You are utterly wrong! What you say was happening long ago, in

the past, but now... Oh now... the computer has almost invaded the
privacy in our lives. It has become a super-intelligent aggressive
machine which will, in all probability, take everything over in the
future.

: Tom, you scare me! You can't really be serious! What makes you

say all that? You certainly don’t mean that — just because computers
have a tremendous speed and accuracy — they can be compared to the
human brain, which is so complicated and which consists of millions of
cells!

: Laura, Laura! Don'’t be so simple-minded and naive. Computers are

only at the beginning of their “career”... They still have a long way
to go. But remember! They will reach the point of attacking their
programmers and retaliating through their new methods and ideas.
In the future, they will be a serious threat to all people! They will
dominate over us and put our freedom to danger. They will make
hard bargains and will become cruel blackmailers. They will be
negotiating things with us! Wake up Laura! Wake up!

: Nonsense! Computers will always remain brainless machines, with

an artificial memory and a manageable mechanism. They will never
be come knowledgeable, in the sense man is. They'll always be
performing all the tedious and boring tasks, such as paying bills,
arranging programmes, making travel reservations and designing
industrial machinery. They will always be working under man’s
supervision and control. And, furthermore, if | want to be frank, | hate
these stupid “gadgets”, because they have caused unemployment,
have deprived many clerks of their job and have made many others
redundant. And it's not only that. Computers gather information
about people, gossiping behind our backs, and this is humiliating! It
is a suppression of human freedom and dignity!

: Poor Laura! | wish | could agree with you. But there’s no reason for

quarrelling. Time will show. Don’t forget, however, that apart from
the human intelligence, there is the electronic intelligence, which
may prove higher and stronger and which will surely be an invincible
successor to “our throne” in the natural evolution of life on this planet.

: Oh, how happy | am to know that the future has a computerised

world in store for us!

: Dearest Laura! Calm down. It's not so tragic, after all!
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10.

B.

1.

Questions

. What is Tom trying to do?

. In Laura’s opinion, is there anything special about computers?

. In what way, do you think, can the computer be an “aggressive” machine?

. What does Tom mean when he says that “computers are only at the beginning of

their career™?

. Why, according to Tom, will computers become a serious threat to all people?

. What kind of memory and mechanism do computers have according to Laura?

. What kind of tasks does Laura claim that computers perform?

. Why does Laura hate computers?

. What other kind of intelligence is there, apart from the human one, according to

Tom?
What is Tom’s personal attitude towards computers?

Exercises

Find the words in the text which have the same meaning as the
following:

convince
live longer than
special abilities to do sth well
too many to be counted
making sth seem larger, better or worse than it really is
controlled
information in a form that can be processed by and stored in a computer system
completely; absolutely
always ready to quarrel or attack
consisting of many closely related or connected parts
too willing to believe without proof
doing sth bad to someone who has done sth bad to you
. have or impose control or power
talking with another person or group in order to try to come to an agreement or
settle an argument
long, tiring and uninteresting; boring
taken away from; prevented from using or having
no longer employed because there is not enough work
too strong to be defeated

S3-FTTS@meanTy

meToO
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2. Complete the following table:

VERB NOUN ADJECTIVE
persuade | e |
exaggerate | .|
guide | |
invade | e ]
mean | e |
compare | s |
retaliate | .|
.............. threat
dominate | ..o |
negotiate | e |
.............. manager
............................ knowledgeable
.............. industry
............................ redundant
.............. information
.............. quarrel
.............. point
............................ strong
.............. evolution
.............. suppression

. Use the following words and / or phrases in sentences of your
own so that their meaning is clear.

likely to, whatever else, in the past, privacy, in all probability, take over, just
because, compared to, consists of, reach the point of, dominated over, made a
hard bargain, artificial, made reservations, furthermore

. Rewrite the sentences using the new prompts.

. Do you agree that the capacities of the computer are innumerable?

TOM @SKEA LAUNA ... bt
. A computer without you and me will be a completely useless device.

Laura explained to TOM .......cccooiiiiieee e
. If you don’t make the machine work, you will be fired.

He Warned hiM ..o e
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. Don’t be rude and aggressive if you want to get on well with your colleagues.
Her DOSS WarNEd NEr..........oouiiieee e
. You are a cruel blackmailer.

She Called MM oo
Have you arranged the programmes and made all the travel reservations?

He wanted to KNOW if | ..o
. Computers have caused unemployment, as they have deprived many clerks of
their jobs.

= TU = T P2 T T PP
. There is no reason for quarrelling since | can’'t make you change your mind.

B o] 11 o] [0 I 10 - PSR

. Fill in the blanks with the right preposition and add question tags
at the end of each sentence.

. Tom is trying ——— persuade Laura that computers are likely ——— outlive
human beings, ................... ?

. Tom says that computers, ——— all probability, will take
us — thefuture, ..o, ?

. Laura thinks that computers can't be compared ——— the human brain,
........................ ?

d. The human brain consists —————millions —————cells, ............c...oceevinee ?
e. Toms has said that computers will reach the point —————— attacking their
programmers and retaliating ———— their new methods, ......................... ?
the future they will be a serious threat ——— all people, ...........
............................... ?

. Laura believes that computers will always work ——— man’s supervision and
control, .........cevvnne. ?

. Computers have deprived many clerks ——— their jobs, ...............c.c..... ?
Computers are likely ——— become an invincible successor ———— man'’s
throne ——— the natural evolution life this planet,
............................. ?

Laura is sarcastic, when she says that she is happy — know that the future
has a computerised world store people, .ooveiiiiiiiii ?
Vocabulary
get on (well) with, Ta Taw KaAd pe successor, dIad0x0G
persuade, Treibw capacity, kavotnTa
outlive, emdw skill, 5e€16TNTO, IKOVOTNTA
biological, fioAoyik6g innumerable, avapiBunTog, apérpntog
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exaggerate, utrepBaAw

monitor, TTapakoAouBw (Aeimoupyia pnxavi-
paTog o€ 086vn)

guide, eAfyxw, kaBodnyw

element, gToixeio

data, oToixeia, dedopéva, TTAnpoYopieg
device, ouokeur, ynxavnua

utterly, améAuta

invade, €I0BAAMw, TTapafiadw

privacy, ekouaia atoudévwon / povagia
aggressive, €TIOETIKOG

take sth over, avahaupdavw (d1elBuvan, dioi-
Knon)

scare, TPOUGlw

tremendous, @oBepdg, KATATTANKTIKOG
speed, TaxuTnTa

accuracy, akpipela, opotnTa

be compared to, cuykpivouai pe

brain, puaAod, eyké@aiog

complicated, TrepiTrAokog

consist of, armoreAoUpar/atrapTifopal amd
cell, kUTTOPO

simple-minded, amrAoikdg, atTovipeuTog
naive, a@eAg, EUKOAGTTIOTOG

programmer, TTPOYPAUHATIOTAG

retaliate, ekdikoupai

threat, atreiAn

dominate (over), kupiapxw (o¢)

freedom, eAeuBepia

bargain, ayopaoTikfj eukaipia, CUPPWVia
ayopatrwAnoiag

make a bargain, Talapelw, diaTTpayuateloual
cruel, okAnpog, adioTakrog

blackmailer, ekBiaoTrg

negotiate, diarpayuatetoual

brainless, auuaiog

artificial, TexvnTog

memory, pvijun

manageable, eUxpnoTog, EUKOAOG OTN XProN
mechanism, pnyaviouég

knowledgeable, yvwoTtng, TAnpogpopnuévog,
EVIMEPOG

perform, emTEAW, EKTEAW

tedious, TANKTIKOG, aviapdg, BapeTodg
boring, aviapdg, Bapetdg

task, ¢pyo, epyaaia, kabrikov

bill, Aoyapiaouog

arrange, Kavovidw, OIEUBETW

reservation, kpdtnon (o€ &evodoxeio, €0TIa-
TOPIO, K.ATT.)

design, oxediddw

industrial, Biounyxavikog

machinery, ynxavruara

supervision, TTOTITEIA, EAEYXOG
furthermore, Tpoo€TI, €1Ti TTAOV

frank, eIAikpIvAg

hate, piow, atrexBavouai

gadget, unxavikn €mvonaon, JopagET
cause, TTPOKaAW, TTPOLEVW)
unemployment, avepyia

deprive sb of sth, otepw ka1 a1éd KATTOIOV
redundant, TepITTdG, TTAEOVALWY

gather, cuykevTpwvw, CUAEYW

gossip, KOUTOOUTTOAEUW

humiliating, TomeIvwTIKOG, £EEUTEAIOTIKOG
suppression, KOTOOTOAN

dignity, aglompémeia

electronic, nAekTpovikog

invincible, afTTNTOG, OKATAVIKNTOG

throne, Bpo6vog

evolution, €E€AIEN

planet, TTAavrTng

have in store for, (em)QuAdoow

tragic, Tpayikog
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Computers in Banking

Christine is talking to her eight-year-old brother, Tony. He wants to know
about her new job in the bank.

Tony

Christine :

Tony

Christine

Tony

Christine :

Tony

Christine

Tony

Christine
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Tellme something about your new job, Christine. Isitinteresting?
Oh, yes, it is.

What do you do there?

I’'m one of the computer operators in the bank.

Really? Do you play many games? Are they more difficult than
those | play on my computer?

(laughing): No. Silly boy! | don't play games there. Nobody
plays in a bank. We work there.

Work! With computers? Sounds funny.

Computers do many things. Since they are very efficient, banks
use them for many kinds of work.

Such as...

Such as monitoring accounts....



Tony

Christine :

Tony

Christine

Tony

Christine :

Tony

Christine

Tony

Christine

Tony

Christine

Tony

Christine

Tony

Christine

Tony

Christine

What is an account?

It's money kept with the bank. The first time you put it in the
bank, you open an account.

How often can you put money in the bank?

You can put it, that is to say, deposit it, whenever you have
enough money and want to make a deposit.

And, what happens if you need some of this money? Can you
take it back?

Oh, yes. You can make a withdrawal. That is, take money out
of your account. Computers keep all records of customers,
deposits and withdrawals.

What else do computers do for people?

Customers can do their banking at any time of the day. They can
go to an outside window where they punch their code number
on a computer. The computer will take care of their deposit or
withdrawal. If they are depositing, they put their money in an
envelope and insert it in the machine...

Is that the box we see on the wall outside a bank?

Yes, .... and if the customer is withdrawing, the machine will
return money in an envelope.

Oh, That's wonderful! Can | withdraw money like that, too?
Yes, if you've got an account in the bank. Have you got one?
Hmm...

Never mind. I'm sure you'll have one before long.

Furthermore, thanks to computers, customers can settle their
bills without going to the bank.

How does it work?

The computers in banks can communicate with computers in
other places. People don’t have to carry cash or cheques with
them when they go shopping. When they buy something at a
store, the computer can immediately subtract money from their
bank account and add it to the store’s account.

Oh, that’s very clever. Computers do so many things!

Yes. It's hard to imagine the banking world without computers.

A. Questions

1. Where does Christine work?
2. What does she do there?
3. How can someone open an account in a bank?
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4. How can customers do their banking when the bank is closed?
5. How can customers settle their bills without going to the bank?
6. Is it necessary for people to carry cash or cheques with them, when they go

shopping? Why?

B.Exercises

1.

Match the following so that you make five pairs of similar items.

a. withdraw 1. put money in the bank

b. deposit 2. capable

c. efficient 3. money kept with a bank

d. subtract 4. take money out of an account

e. account 5. take (a number, quantity) away from (another number, etc.)
f. cash 6. money in coins or banknotes

. Rewrite the sentences using the prompts given without changing

their meaning.

Tell me something about your new job.

Tony asked Christine.........ccccceeveveveiieiieiiseenne
I’'m one of the computer operators in the Bank.
Christine said that ...
What is an account?

Tom wanted to KNOW ........ccoeveeeiiriiceeeee
Can | withdraw money like that?

Tony asked Christine if.........ccccccoceviiiiiiniinnne
I'm sure you'll have a computer before long.
Christine told Tony that..........cccccvoiiiiiiiee
Have you got an account in the Bank?
Christine asked Tony if........cccooveniniiiincenee.

. Give the antonyms of the words below.

a. interesting g. funny

b. difficult h. before
c. efficient i. without
d. deposit j- buy

e. outside k. clever
f. subtract l. hard
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4. Fill in the missing prepositions.

a. Banks use the computers .............. many kinds .............. work.

b. An account is money kept .............. a bank.

c. To withdraw is to take money .............. ..ccoooeeennne. an account.

d. Computers help customers do their banking .............. anytime.............. the day.

e. The computers in banks can communicate .............. computers .............. other
places.

f. The computers take care .............. people’s deposits or withdrawals.

g. People don’t have .............. carry cash when they have a credit card ..............
them.

h. The computers can subtract money .....

a store’s account.

5. Put the verbs in the parentheses in their correct form.

a. If you need some of your money, you .............. (can) make a withdrawal.

b. You.............. (open) an account, if you put money in a bank.

c. If you had an account in a bank, you .............. (have) credit cards.

d. Ifyou.............. (know) your new code number, you could deposit your money now.

e. If he had withdrawn more money, he .............. (buy) all the things he needed.

fooIfl (think) about it earlier, we could have subtracted some money and
gone shopping.

Vocabulary

computer, NAEKTPOVIKOG UTTOAOYIOTAG
banking, Tpatre{ikég epyaaieg

operator, xX€IpIOTAG

game, TTaIXVidl

sound, (€1 Aeyopévwy) divw Tnv evTuTTwon,
poladw, @aivopal

funny, aoTeiog

efficient, ammotreAeopaTikdGg, ATTOBOTIKOG
monitor, eAéyxw A TTapakoAouBw (Aeimroupyia
pNxaviuarog o 08évn)

account, Aoyapioopog

keep, pUAGOOW

deposit, KaTtab<Tw xpruaTa, Kkardbeon xpn-
MaTWV (Yo @UAaEN A emévduan)

withdrawal, avaAnyn (xpnudTtwv)

record, apxeio, KaTaxwpnon, KNTPWO, PAKEAOG
customer, TeEAATNG

punch, diatputtw

code number, KwdIKOG apIBu6g
take care, gppovTilw

envelope, @akeAog

insert, el0ayw, evOéTW
withdraw, ammooUpw (xpriuaTa), Kdvw avaAnyn
(XpnHaTwv)

thanks to, xapn og, €éveka

bill, Aoyapiaouog
communicate, £TTIKOIVWVW
cash, peTpnTd, peuaTo XpPrua
cheque (check), emtayn
store, katdoTnua

immediately, apéowg
subtract, arooUpw, agaipw
add, TTpooBéTw

imagine, avtaloual
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New scope for micros

a. The use of microcomputers gives yourself an edge

Marketing specialists are going
through a crisis of indecision. While they
sense that information technology is re-
shaping markets and the way in which
business is conducted, they are unsure
of what equipment they need and how
to use it.

Many companies that fail to adopt
new technology will lose considerable
ground to competitors that can and will
use microcomputers to give themselves
an edge.

The critical questions to be asked at
this stage are fairly straightforward. The
first is: what, if any, is the company’s
present mainframe or mini system con-
figuration?

Once a personal microcomputer has
been bought for use in the marketing
department, it can communicate with an
existing mainframe. This is a situation
most first-time users overlook; they get
a PC, only to find that it is not compati-
ble with the company’s main computer.

Equally, as the number of PCs in the
company increases, it is easy to set up
facilities for the computers to be net-
worked to one another. Again, consi-
stency in hardware is essential to per-
mit future networking and the sharing of
corporate information.
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A.Questions

oablkowbd-=

What kind of crisis are marketing specialists going through?

What aren’t these specialists sure of?

What will happen to many companies that fail to adopt new technology?
What can a PC communicate with?

What do most first-time users find out as soon as they get a PC?

Why is consistency in hardware essential?

B.Exercises

1.

Poo T

L

Nk WON =

Put the verbs in the brackets in their correct form and add the
prepositions needed.

Many companies falil .............. new technology because of indecision. (adopt)
The company has bought a PC. They .............. it in accountancy. (use)

Tom hasn’t succeeded .............. a job yet. (find)

| congratulated him .............. the job. (get)

APCcan.............. an existing mainframe. (communicate)

Use the correct tense of the verbs in brackets. (More than one
possibilities)

Marketing specialists .............. through a crisis of indecision nowadays. (go)
Many companies that have failed to adopt new technology .............. considerable
ground to competitors. (lose)

I'll give you the address when | .............. a house to live in. (find)

He will not start the new programme until he .............. another PC. (buy)

As he is a first-time user he .............. his PC well. (not operate)

Match the word in column A with its correct definition in column B.

department a. very serious

critical b. make or become larger in amount or number

main c. accept

personal d. section

increase e. most important, essential, basic

communicate f. contact

adopt g. concerning, belonging to, or for the use of a particular person
compatible h. that can exist or work together with another

225



4. Complete the table below.

VERB NOUN
sense | e
.............. information
fail |
conduct | e
.............. equipment
adopt | e
.............. Competitor
communicate = | ceeeeeeeeenn
.............. user
increase | ceeeeeeeeenen
.............. faClllty
permit | e

5. Read the text again and find what or who the words in bold print

refer to.

e.g. While they sense that information technology ...

answer: Marketing specialists

a. ... they are unsure of ...

b....... what equipment they need and how to use it.

Covoerne to give themselves an edge.

d. The first is:

€. ... it can communicate with an existing mainframe.

f.... they get a PC, only to find that ...

[« R it is not compatible with the company’s main computer.

Vocabulary

scope, uKaipia

micro/microcomputer, JIKpoUTTOAOYIOTAG
give oneself an edge, 1a Byadw mépa, Bpi-
oKw AUon/dkpn

marketing, TEXVIKI EUTTOPIAG, HAPKETIVYK
specialist, 0 €10IKO¢g, 0 €1dr)povag
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go through, Tepvw, avTipeTwTidw
crisis, (plur. crises), kpion

(line 2)

(line 5)
(line 7)
(line 12)
(line 15)
(line 20)
(line 22)
(line 23)

indecision, avatropacioTikdTnTa, dIOTAYUOG
sense, £xw TNV aioBbnon (611), vouidw

reshape, avaoxnuaTidw

conduct, die€dyw, diubUvVW



unsure, af3¢faiog

equipment, e£0TTAIOUOG

company, 1aipia

adopt, uioBeTW

considerable, afloonueiwTtog, oNUAVTIKOG
competitor, aviaywvioTAg

critical question, kpioipo epwtnua

stage, atddio, edon

fairly (+adj.), apketa

straightforward, cagrig, kaBapdg, pavepdg
mainframe, peydAa uttoAoyIOTIKA GUCTANATA
configuration, diauépewaon

communicate, £TTIKOIVWVW

first-time user, TpwTAPNG OTN XPrON, TTOU
XPNOIUOTIOIEN YIQ TTPWTN QOPAa

overlook, mapaBAémw

PC (Personal Computer), atopikdg

UTTOAOYIOTAG

pocket computer, uTTOAOYIOTAG TOETTNG
compatible, cuppartdg

equally, e¢ioou

increase, aufavw, -ouail

set up, opyavwvw, GTOIXEIOBETW

facility, eukoAia, dveon

be networked, amoteAw dikTUO, CUVOEOUQI
consistency, OuvToviopOg, OUOXETIOPOG, OU-
VETTEIQ

hardware, uttoAoyIGTAG (0av oUVoOAO pnxavn-
MATWV / UAIKOU GUCTHMATOG UTTOAOYIOTH)
essential, ouc1wdng

permit, divw Tnv duvaToTnTa, ETTPETW
networking, dikTuo eTTegepyaaiag

sharing, katavopun, poipacua

corporate, EVOWUOTWHPEVOG
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New scope for micros

b. Function, use and size of the computer

In the previous text we got a general idea about microcomputers and the
company’s mainframe or mini system configuration.

The second question to deal with is the proposed function of the computer.
It is advisable to list the key tasks the micro will be expected to perform, so
that the right hardware can be chosen. It's also important to establish what sort
of software will be required to perform specialised sales and marketing jobs.

The third question is “who will use the computer?” The person who is to
operate the micro should have a certain amount of training and basic keyboard
skills.

Many marketing applications for the micro fall into the area of planning,
product line analysis, financial analysis or forecasting; these are fairly routine
computer operations once the software is mastered. It is therefore often
necessary for the marketing director merely to decide what information is
required, and leave the data input and reporting to more junior members of
the department.

The final question to be asked is what size of computer will be needed.
The answer must be based on a detailed response to the first three questions.
Once the type of computer, the applications and the operating personnel have
been decided, the memory capacity of the microcomputer should be given
careful consideration.

L N
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Most computers have a facility for additional storage in the form of hard
disks, either resident in the computer or separate. But to construct, say, a
large spreadsheet, a full memory in the computer will be required to handle
the software. This aspect should be discussed in detail with the dealer that
supplies the hardware.

A.Questions

How can someone choose the right hardware?

What is required to perform specialised sales and marketing jobs?

What skills should the operator of the micro have?

Which tasks can the marketing director leave to more junior members of the
department?

What is the final question to be asked?

6. What is needed to construct a large spreadsheet?

hPoON=

o

B.Exercises

1. Rewrite the sentences with the new prompts without changing
their meaning.

a. Microcomputers are expected to perform a lot of tasks.

PEOPIE ..o e saaens
b. The right hardware can be chosen after hard thinking.

TRE DUYETS ..ottt ettt sttt ene e
c. Certain kinds of software will be required to perform specialised sales and

marketing jobs.

TRE CUSIOMETS ...ttt sttt e s be et e eaa e sreesreesreereas
d. Careful consideration should be given to the memory capacity of the computer.

e. The aspect should be discussed in detail with the dealer.
THE DUYET ...ttt e e bbb s

2. Find the word or phrase in the text which means the same as the
following:

a. to be about; to be concerned with

b. special activity of a thing

c. to do; to carry out a piece of work

d. machinery which makes up a computer

e. the computer’s programmes and stored information
f. facts; information
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. the quantity of data that can be stored
. to make a choice or judgement

= Q

3. Choose the right preposition to fill in the blanks.

a. The systemisbased .............. the new technology.
1.1in, 2. on, 3. at, 4. with

b. Please, explain everything .............. detail.
1.0n, 2. at, 3. in, 4. of

c. He'll have his own ideas .............. that subject.
1. about, 2. under, 3. with, 4. at

d. This new book deals .............. computers.

1. at, 2. in, 3. about, 4. with

4. Based on the text find the wrong words and replace them with the
correct ones to have meaningful sentences.

a. We've already got a general idea about microcomputers and the company’s
mainstay or mini system confirmation.

. The person who is to overrate the microcomputer should have a certain account of
training.

. Many marketing applications for the micro fall into the area of planting, product life
analysis, final analysis or forecasting.

. Since the type of computer, the applicants and the operating personnel have been
decided, the memory capillarity of the micro should be carefully thought out.

. Most computers have a facsimile for additional stores in the form of high disks.

. Ahard disc can be either residential in the computer or prepared.

o

o

Q.

™ 0

5. Solve the puzzle and find the hidden word formed vertically in the
shadowed squares.

o b=

—

. Ability to remember events and experience.
Piece of plastic used for storing computer information.
. Ability to do or perform something easily.

w N
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4. The largest and most powerful type of computer.
5. The set of systems (in the form of programs) which control the operation of a computer.

Vocabulary

function, Aeitoupyia

previous, TTponyoUuEVog

text, keipevo

company, €Taipeia

mainframe, peydAa UTTOAOYIOTIKA GUCTAATA
configuration, diaudépewaon

deal with, diatrpayuartevopal, acxoAolpal pe
propose, TTpoTEivW

advisable, evdedelyuévog, opbag

list, kGvw katdGAoyo

key tasks, onuavTikég epyaaieg, kUpia Kabr-
KOVTQ

expect, TTepINEVW, TTPOTOOKW

perform, ekTeEAW, EKTTANPWVW, DIEKTTEPAIWVW
hardware, UAIKO, GUVOAO PNXavNUATWY UTTO-
AoyioTn

choose, emMAyw, dIAAEYW

establish, otnpifw (dmmown K.Atr.), diIATTOTW-
v

software, AoyIiouIKO

require, aTTAITW

specialised, ec1dikeupévog

sales, TTwAro€Ig

marketing jobs, eutropikéG epyaaieg
operate, xeipifopal/xpnoipoTTolw (unxavnua)
micro (microcomputer), uIKPOUTTOAOYIOTAG
certain amount of training, emapkng ekTai-
deuaon/e§doknan/katdpTion

keyboard, TTANKTpOAGYIO

skill, ikavotnTa, emdegIOTNTO

application, epappuoyn

fall into, kaTavéuopal, aQopw, EPTTITITW
area, Teployr], medio

planning, oxedlaopog, TTPOYPAUUATIONOG
product line, o€ipd opoiwv euTTOPEUNATWV/
TTPOIOVTWV

analysis (plur. analyses), avdAuon
financial, oikovopik6g

forecasting, TTpoBAsyn

fairly, apketa

operation, Asitoupyia

once, a1T0 TN OTIYUA TTOU

it is mastered, éxel katavon®ei TéAcia, eival
OPYQVWHEVO TEAEI

director, dieuBuvTng

merely, arAwg, pévo

decide, ammo@acilw, emA&yw

data, oToixeia, dedopéva, TTANPoPopieg
input, €icodog (TTAnpo@opIwV)

reporting, avagopd

junior, vedTtepog

department, TuAua

final, TeAIKOG

be based on, Bacifoual o€

detailed, AemrTopEPng

response, aOKPICT, ATTAVTNON

personnel, (T0) TTPOCWTTIKO (€TAIPEIAG, KATO-
OTAMATOG, K.ATT.)

capacity, xwpnTikOTNTA, IKAVOTATA

memory, pvijun

consideration, peAétn, e€étaon

facility, euxépeia, duvatotnTa, avean
additional, emiTp60BETOG

storage, amoBrikeuon

form, popon, TUTTOG

hard disk, okAnpdg diokog

resident (disk), eocwTepIKOG/EVOWPATWHEVOG
diokog/eTTe€epyaoTng

separate, XwpIoTOg

construct, kartaokeudlw, @TIGXVW, Olapop-
PUVW

say, ag Tmolpe

spreadsheet, Aoyl0TIKO @UAAO

handle, xcipiCopai

aspect, ammoyn, Béua

dealer, éutropog, vinAep

supply, TPo®0d0TW, £QOdIAlW, TTPONNBEUW
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The high tech pitch

Technological developments have had a dramatic effect on the techniques

of direct marketing. New technologies, from laser printing to videodisc, are
now being used in all stages of direct marketing campaigns.

Here are some of the current technological achievements:

. Companies keep lists or “marketing files” and, through their computers they

record customer history.

Television receivers are being sold with the promise “ready to receive cable
and satellite”.

There is an electronic mail between businesses.

The teletext dream is becoming a reality.

Thanks to laser printing 7,000 letters come out an hour including a personal
PS on the reverse of the letter.

The use of computer power to locate the best prospects drawn upon the
relevant information is something that is already taken for granted.

There are also exciting developments in printing and in paper handling; the
choice of paper is widening.

But in spite of all the advances, no technology is of any value unless it is

useful and used.
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A.Questions

Noakrowobd=

What affects the techniques of direct marketing?

Where are new technologies being used?

What do companies do through their computers?

What do television receivers promise?

How many letters come out per hour with the help of laser printing?
Which use of the computer power is taken for granted?

When is technology valuable?

B.Exercises

1.

N Paoo0oT

oo oo

Put the verbs in brackets in the right tense.

The development of technology .............. (have) an exciting effect on direct
marketing.
. Companies .............. (record) customer history through their computers.
There .............. (be) no electronic mail between businesses a few years ago.
. Teletext .............. (be) a reality in the near future.
If the device .............. (not be) useful the company would not have used it.
. Based on the text, give questions to the following answers.

Laser printing and videodisc.

. Through their computers.

There is an electronic mail between businesses.

. No, it is becoming a reality.

In printing and in paper handling.

. Match the following:

a. technology 1. making marks on paper etc., by pressing it with inked type
b. printing 2. something successfully finished or gained esp. through skill
¢. marketing and hard work
d. achievement 3. science of industrial art
e. file 4. branch of business concerned with advertising
f. advance 5. forward movement; development

6. folder for keeping papers in, especially in an office
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. Rewrite the sentences with the new prompts without changing
their meaning.

. They are now using new technologies in all stages of direct marketing campaigns.
N o (=Tt g g To oo T P
. Companies record customer history through their computers.

LOTU 1] o) g 1= gl 1 (o PP
. They will use an electronic mail between businesses.

AN electronic Mail ..........coiiiieeee s
. Laser printing has made letter writing more quick.

Letter WITHING ..o e
. The development of technology has affected the techniques of direct marketing.
The techniques of direct marketing.........ccocvevvieeieiee e
. Tom didn’t know anything about the changes in the company. They hadn’t told him.

Tom didn’t know anything about the changes in the company. He

5. How many words from the text can you find in the grid?

AM|UJ/A|L|L|A|S|E|R|X
C|A|P|IR|I'IN|T|I|N|G|S
U R|IOIE|P|B|E|S|T|V|A
S|KIN|L|I|[S|T|S|D|I|T
TIE|IL|E|T|E|X|T|J|D|E
O|TID|O|C|A|B|L|E|E|L
M|IT|IT|KIHINJA|L|S|O|L
ENIRIM|A|I|L|H|O|D| I

RIG|IE|U|S|E|D|O|R|I|T
TIE|{C/IH|N|I |Q|U|E|S|E
PISIT|IP/AIPIE|R|W|C|Z

Vocabulary

high, upnAdg

tech (technology), TexvoAoyia

pitch, exTivagn

high tech pitch, emrteOypara upnAng
TEXVOAoyiag
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technological, TexvoAoyikog
development, avaTTuén, ¢EAIEN
dramatic, evTuTTwOI0KOG, CUVTAPAKTIKOG
effect, emidpaon, ouvémeia

technique, TexvIKn



direct, Guecog

marketing, TEXVIKA EUTTOPIAG, HAPKETIVYK
direct marketing, dueon diagruion TPOIG-
vTOG

laser printing, ekTUTTWON pE (OKTiVEG) AéICEP
videodisc, diokog video

videodisc, BivTeodioKkETa

stage, atddio, edon

campaign, EKOTPATEIA, KAUTTAVIQ

current, Tpéxwv, I0X0WV, (ETTIKPATWYV
achievement, emiteuyua

company, eTaipeia

keep, kpatw, dIATNPW

list, katdAoyog

file, pakeAAOg TagIivounong eyypaQwy, Vioolé
computer, NAEKTPOVIKOG UTTOAOYIOTAG
record, KATAYPAQW, KaTaxwpilw
customer, TEAGTNG

history, (10) I0TOPIKO

television receiver, TNA€OTITIKOG OEKTNG,
OUOKEUN TNAEGpaoNg

promise, UTTOOXEON

cable, kaAwdiakr) ouvdean, KAOAWDIO
satellite, dopugopikr) ouvdean

electronic, nAekTpovikog

teletext, TnAekeipevo

dream, 6veipo

reality, TTpaypaTikOTNTA

thanks to, xdpn og, éveka

include, mepiAauBdavw, ouptrepIAauBavw
personal, TTPOOWTTIKOG

P.S. (postcript), uoTepdypago

reverse, oTTioBia OYn/TTAeupd

power, duvaun, 100G, duvaToTnTa
locate, evroTTiCw, £EaKPIBWVW

prospect, TpooTTIKA/mMOavéTnTa £§EAIENG
TWV TTPAYUATWY

draw upon, TTaipvw/amooTTw (TTANPOPOPIEG)
aTro

relevant, oxeTikog

take for granted, aipvw/Bswpw) wg dedouévo
exciting, ouvapTTaoTIkOg

handling, xeipiopog, xpAon

choice, emmiAoyn

widen, dieupUvopal, eupUvw, SlIEUPUVW

in spite of, Tapd, Tapd 10 yeyovog Ot
advance, €&€AIEn, TTp60d0G

value, agia
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The terminal salesman

..jlll"r'l" I:!Ill:llljl|l| A \«J
;.“:";J".u"'.r‘ et t]

New technology: Provides up-to-date information, increasing the productivity of the sales force.

A survey undertaken a few years ago expressed concern about the under-
utilisation of computers in the sales function. The survey report observed
that “computers are mainly used to reduce clerical effort. At least half of
the companies surveyed are ignoring the opportunities for improving the
performance - the sales force”. Fortunately, the situation has now improved,
and numerous companies are making extensive use of the new technologies in
the sales function. The major aim of all applications is to reduce administrative
costs and save time. It is also to increase the productivity of the sales force,
provide more accurate and up-to-date marketing information and improve
customer services. A key factor behind the introduction of this equipment was
the need to provide facilities to enable the salesmen to concentrate on their
direct selling activities rather than on quotations and estimating. The pocket
computers have been programmed to prompt the salesmen to ask the right
questions of their prospects. They also help them to highlight methods of
financing, tax implications and so on.

In the rapidly changing environment of new technology, there are frequent
product and price changes. It is therefore an added attraction of the system
that it makes rapid updating of products and prices possible. Changes are
loaded into the pocket computers, via cassette and tape recorder.

236



A.Questions

1. What did an undertaken survey a few years ago express?

2. Do all the surveyed companies know the opportunities for improving the sales
force?

How has the situation improved now?

What is the major aim of all new technological applications?

5. How are changes loaded into the pocket computer?

o

B. Exercises

1. Complete the following by putting the verbs in brackets into the
correct tense.

In 1985, an English company .............. (undertake') a survey about the use of
computers. Some years after that, another company .............. (undertake?) the
same kind of survey. The report of the old survey .............. (notice®) that computers
.............. (be*) only used to reduce difficulties.

Now the situation .............. (improve?®). A lot of companies use the new technologies
extensively. The computers .............. (be programmed®) to provide facilities and
promote sales.

2. Write the boldfaced words in the appropriate column.

Verb | Noun | Adj. | Adv.

a. Asurvey undertaken a few years ago expressed
concern about the underutilisation of computers
in the sales function.

b. The survey report observed that computers are
mainly used to reduce clerical effort.

c. The major aim of all applications is to reduce
administrative costs.

d. It's also to increase and improve customer ser-
vices.

e. It's a key factor on their direct selling activities.

f. In the rapidly changing environment of new tech-
nology, there are frequent product and price
changes.
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3. In each group of four words decide which one is the odd-man-
out. Put it in a circle.

at, in, on, near

function, reduce, company, performance
comes, was, sells, has

function, computer, flower, technology
productivity, mainly, fortunately, rapidly

®Poo0oTw

4. Correct the wrongly spelled words in the following paragraph.
Fortiunatly, the situasion has now improoved, and numerus companies are making

extesive use of the new tecknologies in the sails function. The mayor aim of all
aplications is to reduce administreitive costs and shave time.

5. Complete the following table:

positive comparative superlative

accurate | e e
high | e
frequent ............................
rapid | e

Vocabulary

terminal salesman, TmwAnTAg ToU oOTnpifel  force, dUvaun, dSuvapiko
TNV OTTOTEAECUATIKOTNTA TNG EPYACIAG TOU OTIG  Survey, £PEUVa, EPEUVW)
TTANPOPOPIES TTOU TTAPEXEI TO «TEPUATIKO» TOUu  undertake, avaauBavw

NAEKTPOVIKOU UTTOAOYIOTR TNG ETTIXEIPNONG concern, evOIOQEPOV

provide, TTapéxw, Xopnyw utilisation, xprion

up-to-date, povrépvog, olyxpovog, eviuepog  function, Asitoupyia

increase, aufavw report, avagopd, TTopIcUA
productivity, TTapaywyikoétnTa observe, TTapatnpw, dIATTICTWVW
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mainly, Kupiwg

reduce, eEAATTWVW, PEIWVW

clerical, uTTaAANAIKOG

effort, TpooTdOcIa

company, £Taipeia

ignore, ayvow

improve, BeATIOVW

performance, ekTéAeon, EKTTARPWON, ETTITEVYUO
numerous, TTOAUGPIBUOG

extensive, EKTETAPEVOG, EVTATIKOG

aim, oKoTTOG, 0TOX0G

application, epappuoyn, xpron
administrative, d10IKNTIKOG, SIAXEIPIOTIKOG
accurate, akpIBnig

key factor, Baoikdg TTapdyovTag
introduction, eicaywyn, kaBiépwaon, Xprion
equipment, cuokeun, e0TTAIGUOG

facility, eukoAia, eutnpéTnon

enable, kaBioTw IkKAvO, TTAPEXW TNV duvaTo-
NTO O€

concentrate, cuykevipwvoual

selling activity, dpacTnpidTnTa TTWARTEWY
quotation, Tpéxouoa Tiur ayabwv
estimate, Aoyapidlw, uttoAoyidw, EKTINW
pocket computer, KOuTIOUTEP TOETTNG
programme, TTpOYPANHATIW

prompt, TTOPAKIVW, TTPOTPETTW

prospect, TTPOOTITIKA

highlight, emAéyw, Tovidw, divw éugpacon o€
financing, oikovopuikd B€uata

tax implications, @opoloyikd BéuaTa/eTTITITW-
O¢IG/ OUVETTEIEG

rapidly, paydaia

environment, epIBaAlov

attraction, TTAcovékTnpa, BéAynTpo
updating, ekouyxpovioudg

load, TpogpodoTw

via, dia, dia péoou

tape recorder, payvnto@wvo
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Reengineering

Whatis “reengineering”? Itis the replanning and redesigning of businesses;
the rejoining of them for a better future. It's a new financial “logic” lately
devised by two famous American economists. These economists claim that
most commercial industries still function according to the old-fashioned laws
of the past time, when the economy played a “local role” and the customer
was taken for granted. Today, however, the market is universal and so is the
consumer. Therefore, the businessman and the trader, generally, are being
attacked by competition from all over the world. Furthermore, the customer,
being aware of every new product that comes out into the market, is able to
order it from every distant corner of the earth.

Under these circumstances, every new businessman becomes auto-
matically a powerful competitor against all the others, and every new customer
has his own individual needs and demands personal treatment. He is sure
to address to whoever gives it to him and wherever he finds it. As a result,
commerce and industry have become fields of enormous insecurity and they
are full of imponderable factors. Shops and factories close down and will
continue to do so, unless “reengineering” is applied.

The two economists are proud of the fact that they have ensured an
increase of the income of the companies, which asked for their help, up
to 100%. They believe that the old golden rule which concerns the famous
“division of labour” is not useful any more. The company which works with
“boxes”, that is specialized sections and departments or specifically trained
personnel, ends in the creation of whole mechanisms, which hold these
“boxes” together, and in the forming of groups of bureaucrats, who control
and arbitrate. In this way, the production remains the same, without any
significant increase, the cost keeps going up and the customers gradually
disappear.

The right company is the one which is run by the least number of managers
and directors and which is constituted into groups of work. Each group of
employees — if not every member of the group — can perform or carry out
any one of the tasks which comprise the target of the company. Such an
organisation is nowadays possible thanks to the computer science. If the
computers work properly, many directors, managers and supervisors are
going to become redundant.

“Reengineering” means that the roles are being determined by the skill
and efficiency of each member of the staff and not by personal relationships
or by chance. There arises, of course, a very difficult question; won't this
rejoining cause a great unemployment? Our economists accept this view.
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However, the short span of life of many industries, which refuse to change
their policy, will simply intensify the crisis and, in the end, unemployment will
be greater for all of us. If businesses flourish again, through the abolition of
the division of labour, there are still hopes of a full occupation for all people.

A.

CONOOGT A WDN -~

- -
N = O ©

13.
14.
15.

B.

Questions

. What is “reengineering”?

. Who was it devised by?

. What do the two American economists claim?

. Do customers, today, order products only from the local market?

. What are the new attitudes of businessmen and customers?

. What characterizes commerce and industry today?

. What will happen to shops and factories, unless “reengineering” is applied?
. What have the two economists ensured?

. Do the two economists believe that “division of labour” is useful?

. What do we mean when we say “boxes” in business?

. What does a company which works with “boxes” end in?

. How should, according to the two American economists, a right company be

organized?

Is such an organisation possible?

What will happen to a company if the computers work properly?

Do the two economists believe that there will be unemployment in the future?

Exercises

1. Match the following so as to form fifteen pairs of synonyms.

a. planning 1. appears

b. devised 2. put into practice; used
c. function 3. rising

d. being aware of 4. designing; framework
e. comes out 5. make stronger/greater
f. powerful 6. banning

g. demands 7. distributed

h. imponderable 8. strong

i. applied 9. duration; period

j- endsin 10. invented
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Se o o0y

k. going up 11. knowing well

l. span 12. results in

m. constituted 13. asks for

n. intensify 14. work; be in action

0. abolition 15. of which the importance cannot be calculated or

measured exactly

. Replace the wrongly used words with proper ones so as to form

meaningful sentences:

Most commercial industies still function according to the old-fashioned lows of the
passed time.

In the past, the customer was given for granted.

Today, the market is universal and show is the consumer.

The businessman is being attached by competition from all over the world.
Customers are able to order products from every instant corner of the earth.
Commerce and industry have become fields of enormous insurance.

Businesses usually work with “foxes”, that is specialized actions and apartments.
The right company is the one which is driven by the list number of managers and
detectors and which is contributed into groups of work.

. Rewrite the following sentences using the new prompts.

Two famous American economists devised “reengineering”.

B T g o g =Yoo PP
Businessmen and traders are being attacked by competition.

{070 ] 0] 11111 ] o PP
Customers can order products from every distant corner of the earth.

PrOAUCES ...ttt s nneens
Shops and factories will close down unless “reengineering” is applied.

Shops and factories will close down unless businessmen.............ccccooeeeecieiiienene
The two economists have ensured a great increase of the income of the
businesses.

A Great iNCIBASE .....c.eeiveiiiitieeieee et et bbbttt e e bbb s
Aright company should be run by only few managers and directors.

L0 1T 1= PP
Each group of employees are to perform or carry out any one of the tasks which
comprise the target of the company.

ANy 0Nne Of the tasKS ......cccuviieicee e
“Reengineering” means that the roles are being determined by the skill and
efficiency of each member of the staff.

“Reengineering” means that the sKill ...
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4. Based on the text, say whether the following statements are True
or False.
a. “Reengineering” is an old financial “logic”.
b. It has been devised by two famous American economists.
c. These economists claim that the ways in which most commercial industries
function are old-fashioned and must change.
d. Today, every new customer has his personal needs and demands special treatment.
e. Commerce and industry are not controlled by any imponderable factors.
f. The two economists have increased the income of some companies up to 20%.
g. They believe that the famous “division of labour” has proved to be useful.
h. The business which works with “boxes”, according to the two economists, is the
most profitable one.
i. Only few managers and directors should run a company.
j- The two economists don’t believe that unemployment will increase, when
“reengineering” is put into practice.
5. Choose the odd-man-out.
a. replanning, redesigning, redrawing, revealing
b. declare, imply, denote, apply
c. business, competitor, create, product
d. for, over, and, from
e. control, come, cost, significant
f. run, trained, will disappear, constituted
6. What are the advantages and disadvantages of “reengineering”?
Express your personal opinion in a paragraph of about 80 words.
Vocabulary
reengineering, avadiopydvwon economy, OIKOVOUia
replanning, eTTavaoxediaopog local, TOTTIKGG, EyXWPIOG

redesigning, emavaoxediaoudg, avacuoTa-  role, poAog

on customer, TEAGTNG

rejoining, ouvévwon, eTTavévwon take for granted, Taipvw wg dedopévo
financial, oikovopikég market, ayopd

logic, Aoyikr}, OKETTTIKO, TPOTTOG OKEWNG universal, TTaykdouiog

devise, £MVOW, EQEUPIOKW, AVOKAAUTITW consumer, KOTaVOAWTAG

economist, oiIkovouoAdyog trader, éutropog

claim, ioxupiCopal, ToTEOW attack, emTiBepail

commercial, EuTTopIKOG competition, cuvaywviopog, avtaywviouog
industry, Biounxavia furthermore, TpooéTI, emITTA OV
function, Aeitoupyw, epyadopai be aware of, cipal yvwoTng/evijuepog
law, vopog, apxn, kavovag come out, epgavidopal, Byaivw
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order, TapayyéAAw

distant, pakpivog
circumstances, TTEPIOTACEIG
powerful, iIo0xupdg, duvaTog
competitor, aviaywvioTAg
individual, {exwploTOG, OTOUIKAG
need, avaykn, aTTaiTnoN
demand, amaitw

treatment, petaxeipion, avTiyeTwITION
address to, amreuBuvopal oe
commerce, euTTOPIO

field, Topéag, edio

enormous, TEPACTIOq
insecurity, avao@aAeia
imponderable, aoTdBunTog
factor, Tapayovtag

close down, kAgivw, TTalwW va AEITOUpyw

apply, épappodw

ensure, e€00@aAidw

increase, augnon

income, £1060nuaA, OIKOVOUIKG (0Ua.)
golden, xpuadg (e1m0.)

rule, kavovag

concern, aQopw (O¢)

division, diaipeon, KaTauEPIOUOG
labour, epyacia

specialized, ge1dikeupévog
section, Topéag

department, Tpfua

trained, ekTTaIdEUPEVOG, KATAPTIOPEVOG
personnel, To TTPOCWTTIKO

end in, KaToOAfyw o€

creation, dnuioupyia

mechanism, unxaviopog

forming, oxnuatiopog

bureaucrat, ypageiokpdatng

control, eAéyxw

arbitrate, diaiTnTEUW

production, TTapaywyn

remain, TTapAPEVW

significant, aioonueiwTog, onuavTiKog
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cost, k6aT0g

keep (+ing), ouveyilw, e¢akohoubw

go up, auéavw

gradually, otadiokd

disappear, ¢agavilouai

run, d101kw, diaxelpiopatl, dieubivw
least, eAdxI10TOG

director, dicuBuvTrg

constitute, amapTidw, ammoTeAw
employee, epyalduevog

perform, emTeAw

carry out, eKTEAW, QEpw €IG TTEPAG
task, ¢pyo, epyaaia

comprise, aTTOTEAW, ATTOPTI(W, TTEPIAANPBAVW
target, otdx0g, oKOTTOG

organisation, opyavwan

thanks to, xapn o¢

science, €TOTAUN

supervisor, emTnNENTAG, EMBAETWY
redudant, TAcovadwy, TTEPITTOG, UTTEPAPIBUOG
determine, kaBopilw, opidw

skill, ikavotnTa

efficiency, amodotikdéTnTO

staff, mpoowTikd (eTaipiag K.ATT.)
relationship, oxéon

by chance, kartd T1Uxn

arise, TTPOKUTITW

cause, TTPOKAAW, TTPOEEVW
unemployment, avepyia

accept, déxopal, ammodExoual, TTapadExoual
view, dmoyn

span, didpkeia, didoTnua

refuse, apvoupal

policy, TOKTIKH, TTONITIKN

intensify, evreivw

crisis, Kpion

in the end, TeAika

flourish, avBw, akyadw, avaTrTucoopual
abolition, katdpynon

occupation, araoxoAnon



Consolidation exercises

N

S@mpooTp

ACIER- Bl

. computer, hardware, software, floppy disk, mainframe: Use the

words to complete the blanks.

A is a machine that can store and recall information.

. The . is a flat circular piece of plastic used for storing computer

information.
Planning, product line analysis, financial analysis or forecasting are routine
computer information, once the ................ is mastered.

. Apersonal computer can communicate with an existing ................ of a company.

Consistency in ................ is essential to permit future networking.

. Complete the words:

1 r : ascreen on which information is shown
o : information (given)
[ [ e : trytocome to an agreement
- I TTPTT TR I : notfound in the nature; made by man
L« T t : small machine or tool for a particular practical use
o I t : putmoneyin a bank
W o w : take money out of a bank account
o : written order to a bank to pay a certain sum of money
from one’s account to another person
o S e : that can exist and/or work together with another
€ e I : of greatimportance
S e : chance; opportunity
o n : bein action; work
Mo, e : the largest and most powerful type of computers
g : business replanning and redesigning
| SRR d : skilled
F e t : nolonger employed because there is not enough work
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3. Form 18 compound words matching the words from the two

columns.

out
further
simple
black
with
micro
tele-
under
up
main
over
net
spread
soft
key
video
high
hard

minded
draw
live
ware
text
dating
more
take
frame
computer
sheet
board
light
look
work
ware
disc
mail

4. Match the words with their definitions.

operator

. arbitrate
account

. withdrawal
code number
record

. survey

. specialist
competitor
hardware
corporate
software
.financial

. supervisor
0. decide

p. input

g. abolition

S g xXT TS hr0o o000
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10.
1.
12.
13.
14.
15.

1. choose; to arrive at an answer

2. money kept in a bank

3.

4. an officer of a government (or business) who tries to

connected with money

center power in himself and in documentation

the person who watches over work

secret number

the set of systems (in the form of programs) which control
the operation of a computer

. ageneral considering of a condition

information put in a computer

a person who works a machine, apparatus, etc.
machinery which makes up a computer

the act of putting an end to sth.

act as a judge in an argument at a request of both sides
a person who has studied and deals with economics
expert



r. administrative 16. the act of taking money out of an account
s. economist 17. rival
t. bureaucrat 18. a written statement of facts, events, etc.
19. concerning the control and direction of affairs of a
company or business
20. being or forming a single body

. Match the following to make 20 pairs of antonyms.

a. funny 1. win

b. efficient 2. general

c. deposit 3. incompatible

d. hard 4. reduce; decrease

e. fail 5. secondary; unnecessary
f. lose 6. insignificant; unimportant
g. straightforward 7. inaccurate; vague

h. compatible 8. serious

i. essential 9. slowly

j. right 10. easy

k. significant 11. weak

l. detailed 12. inefficient; incapable

m. direct 13. indirect

n. relevant 14. roundabout; oblique

0. increase 15. wrong

p. accurate 16. close

g. rapidly 17. withdraw

r. old-fashioned 18. irrelevant

s. distant 19. modern; up-to-date

t. powerful 20. succeed

. Choose the odd-man-out.

. job, bank, computers, imagination

. account, withdrawal, efficiency, deposit

. cash, cheque, bills, shorthand

. adopt, fail, lose, miss

. hardware, software, facility, mainframe
critical, personal, important, considerable

. company, department, indecision, managers

. declaring, dealing, belonging, sharing
trained, skilled, detailed, educated

T oQ@ "0 Q0 T
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j- mastered, controlled, monitored, decided

k. memory, personnel, staff, employees

I. discussed, argued, supplied, mentioned

m. establishment, operation, performance, function

n. become, receive, draw, obtain

o. effect, result, achievement, influence

a. sales

b. economy
c.bank = e
d. accounts
e. operations
f. performing

. Who is the person who deals with the following?

g.training e
h. deals

i. supplies

j- business

k. printing

. clerical work

8. Write the adverbs that derive from the following:

a. funny k. personal
b. efficient l. increasing
¢. wonderful m.essential
d.immediate n. previous
e. clever o. skilful

f. sure p. mere
g.new g. final

h. critical r. separate
i. present s. dramatic
j- main t. electronic

9. Fill in the blanks with the correct form of the verbs in the brackets.

a. “You ought (make) «««---eeenveeees a withdrawal”, his father said to him.

b. The computers in banks are able (communicate) -« --eee. with computers in
other places.

C. He (work) ««-eeveeevnnns on his computer very hard lately.

d. He (not manage) ---+---wevveeeee (find) «oveeeneennnnnnn a job yet.

(1]

. The person who is to (operate)

------------------ the microcomputer should (have)

.................. a certain amount of (train)

-

the sales department.

248

. This is a problem that should (discuss) «--«----«-eeue in detail with the manager of



g. Technological developments (have)

a dramatic effect on the

techniques of direct marketing up to now.

h. There (be)

no electronic mail between businesses some years ago.

i. If the company had not bought computers, they (not make) -+« vevveeee such a
great progress.

it is useful and used.

In spite of all the advances, no technology (be) -++---+eeeveiiene of any value, unless

10. Complete the following table:

Verb noun
a. persuade | e
b. threaten |  oieiiiiiiiin
[+ domination
d. guide |
€.  cerrereeneenien evolution
.................. Storage
g. share |
h. perform |
'_ .................. response
j. require | e
K., oo addition
. achieve | e
M. cerrrrrrnrinn intensity
n. divide | e
[ JRRR TP Significance

11. Give the suitable word formed from the word in capitals to com-
plete the phrases.

USE

CARE
ADD

mT@meoo0DTw

BIOLOGY

ACCURACY
MANAGE
NATURE
CRITIC
PERSON

mechanism
evolution
question
microcomputer
consideration
storage
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12.

13.

250

REQUIRE
DETAIL
MARKET

. TECHNOLOGY
CLERK
ADMINISTRATE
FINANCE
UNIVERSE
POWER
FAME

»mevOo33—FT

information
description
campaign
development
duties

costs
difficulties
market
competitor
product

Match the two halves to form compound words.

what
out
further
brain
with
out
micro
main
over
net
hard
straight
spread
video
under
high
relation
fore

Give the opposites of the following words, adding the suffix -less

live
more
ever
less
computer
look
ware
draw
sheet
frame
side
disc
light
work
casting
take
forward
ship

or the prefixes un-, im-, in-, il-

a. numerable
b. brain
c. employment

d. decision
e. compatible
f. sure



possible

g. able

m. proper

h. important

i. logical
j- direct

n. expensive
o. useful
p. affected

k. personal

14. Find the hidden words or abbreviations in the following grid.

WSS >|WU|lS|o|d|Ulgjx|<|z|Oo|W
S|lu|x|o||w|x|lwojlg|<|Z|on|l<|O|X
O|lF|W|<|—|<|O|D|Z|—|Z|>|O0|—|0O|wWw
Fl—|F|la|Z|lojn|jn|l0|l|<|—|H|Ww|lx|lZ
| o|4d|>|w|Z|IF|l|—|Z|C|D|—|x|>=Z
D|lo|lT|<|g|0o|w|—|H|lg|<|Z|n|w|Ww|lx
Olo|Z|H|g|<|O|FH|O|X||W|H|S|WwW|N
T|IHx|<|Z|0n|—|H|<|O|H|O|O|x|O|®
ODjw|w|<|a|u|n|n|Oo|lw|Z|lwu|—|—|0O
FlwWwlsSol|<|w|F[Z|IF|—|<|wh|w|x|O
<|l|o|w|u|jwrw <ln|ld|lg|/w|>a|lo
O lWF|OlX | 4| a|lg|4|0|l<|O|—|Z2|0
nioln|2l|l<o|<|—|{T|D|0|FH|<|n|X
Wl ojo|<|luju|gjw|—|O|T|—|O|O|O
A|o|o|D|=Z|W|Z|F|<|F|—|O0|Z|L|0O0|m
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UN

ITS

Chapter Function Language work
1. Ads: A Dealing with ads - Acquiring Matching synonyms - Derivatives
challenge to vocabulary - “There/lt is”
buyers
2. Pieces of advice | Giving advice and instructions Matching words with their definitions

on organising
a trip

- Expressing opinions
- Acquiring vocabulary

- Identifying words with their antonyms
- Derivatives - If/Unless for instructions

3. Make your Narrating facts - Acquiring Gap filling with prepositions
holidays a real | vocabulary - Identifying words with their definitions
pleasure - Forming sentences using specific
expressions
4. Welcome to Understanding regulations found | Sentence construction - Matching
Greece in brochures - Expressing opinion | words with their synonyms - Finding
- Acquiring vocabulary - Making antonyms - Forming derivatives
comments - Reporting statements | - Direct — Indirect speech
5. Why ads aren’t | Expressing opinions Finding antonyms - Identifying parts of
black and white | - Similarities and differences speech - Forming derivatives - Making
questions - Direct — Indirect speech
6. TV ads have to | Expressing opinions Multiple choice - Completing
give the viewer | - Expressing result - Acquiring sentences based on a text
a break vocabulary - Dealing with gerund | - Completing gaps with prepositions
and infinitive constructions - Forming derivatives - Completing
sentences with the gerund or infinitive
7. Don't sell the Giving facts - Expressing opinions | Identifying words with their synonyms
advertising - Acquiring vocabulary - Derivatives - Completing sentences
budget short - Making comparisons with comparatives - Supporting
- Speaking opinions
8. Are we mass Talking about professions Synonyms - True/False - Derivatives
media addicts? | - Defining tasks - Acquiring - Matching synonyms - Active —
vocabulary - Listening Passive Voice - Answering questions
9. Addiction and Expressing points of view Gap filling with prepositions
who’s to blame | - Describing facts and trends - Identifying words with their definitions
- Acquiring vocabulary - Antonyms - Solving a puzzle
- Emphasising the doer - Active — Passive Voice
10. The price of Expressing ideas and opinions Gap filling with prepositions
publicity - Equating and including ideas - Synonyms - Sentence structure
- Acquiring vocabulary - Identifying words with their definitions
- Make versus Do
11. Make the most | Expressing general hints on Completing sentences with derivatives
of a good mix public relations and advertising - Forming derivatives - Joining
- Comparing and contrasting sentences with the conjunctions:
ideas - Acquiring vocabulary while, but, as, since, although,
because - Identifying words with their
definitions - Completing sentences
with comparatives
12. Can get no Connecting and sequencing Finding antonyms - Forming
satisfaction ideas - Hypothesizing - Acquiring | derivatives -Gap filling with

vocabulary - Listening

prepositions - Completing the
“if clause” or the “main clause”
- Identifying True-False statements.
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Unit 5

Advertising and
public relations
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Ads: A challenge to buyers

I Y S
Butterfly Holidays

129 Eras St., Piraeus 13854
Tel. 41111129

A.Questions

What differences can you see in the two advertisements?

What is each ad advertising?

Which advertisement gives facts?

Do you think texts and keywords in ads are always needed for persuasion?
How can an advertisement without long texts be persuasive?

Which factors influence the making of an advert?

Do you think advertisements affect the sales of a product?

Noakrwd-=
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New concept LTD. presents the new desk sets

NEW CONCEPT LTD.
38 Minos Ave., Athens 185 34 - Tel. 9865891

B.Exercises

1. Match the following:

a. favourite 1. quiet; untroubled

b. within easy reach 2. views

c. peaceful 3. smells

d. sights 4. something or someone that is loved above all others
e. scents 5. very close to
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2. Give the adjectives that derive from the following words:

a. challenge c. nature e. wonder
b. beauty d. stretch f. peace

3. Put “There is” or “It is” in the blanks.

so much beauty on this island.
............................ easy to visit it.
everywhere something interesting to see.
so peaceful there.
necessary to relax from time to time.
no doubt that advertisements affect the sales of a product.

"m0 o0 T

4. The paradise, beloved, admire, with so many delights, no doubt:
Use the above words and phrases to replace some of the words in
the first ad.

Vocabulary

nature, puon offer, Tpoo@épw

a stretch of your legs, éva Téviwpua/Bripa  no wonder, d¢v ival va oTTopEi Kaveig
sight, eikdva, Béa butterfly, meTahouda

scent, yupwdid, Gpwua relax, xaAapwvw

within easy reach, dpa oAU KovTd sunshine, Aiakdda

peaceful, €ipnvikog, ApePOG
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Pieces of advice on organising a trip

g

““’;4 s

7 7 N

Travelling used to be difficult many years ago, but nowadays it has become
an easy task. The first thing, a traveller has to do, is to collect brochures from
different travel-agencies and decide on the place he wants to visit. Then, he
has to make the necessary hotel bookings, well in advance.

You should definitely make up your mind whether you can spend much or
little time or money. If you have only a short time available, travelling by train or
by coach is not advisable. A direct flight should be the best solution. Of course,
it is well-known that travelling by air costs a lot and that's why you should
check thoroughly the offers which the travel agencies make. Most of the times,
there is a great difference among the given prices.
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Another thing you should consider is the hotel accommodation and the
facilities included. You can find two weeks’ full board in a four-star hotel at
the same price for ten days’ half board in a three-star hotel. You must also
take into account if organised trips and optional excursions at reasonable
prices are included. You ought to make sure, if there are any guided tours to
archaeological sites, museums, art galleries and places of natural beauty and
lush greenness. Don’t miss any special performances, concerts or operas.
It's also worth tasting the delicious local food, watching the local dances and
enjoying the night life of the place you are going to visit. A list of the cheap
things you can find in the country could also be useful.

Last but not least, make sure that your passport has not expired and, if you
are to visit a country that doesn’t belong to the European Union, try to get your
visa in time.

If you manage to get everything done by the date of your departure, take
some light luggage with you and... have a good trip.

A.Questions

1. Why do you think the first thing a traveller has to do is to collect brochures from
different agencies?

2. Is the use of train or coach advisable, if you have only a short time available for
your trip?

3. Why do you have to check the offers which the travel agencies make for travelling
by air?

4. Why should you consider the hotel accommodation and the facilities included
before deciding on taking a trip?

5. Refer to the places, mentioned in the text, which are worth visiting when you go on
a guided tour in a city or country.

6. What sort of list could be useful?

7. What do you have to obtain in time, if you are going to visit a country that does not
belong to the European Union?

8. Is heavy luggage advisable, when going on a trip?

B.Exercises

1. Find in the text the words or phrases meaning the following:

at the present time
. booklet
reservations

. before; beforehand
decide

PpoooTw
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f. carefully with regard to detail

g. think about; examine

h. which may be freely chosen

i. a short journey made for pleasure

j- rich plantation

k. a small official book, obtained from government by one of its citizens, to be
shown esp. when entering a foreign country or returning home

I. an official mark put onto a passport by a representative of a country, giving a
foreigner permission to enter, pass through, or leave the country

m. the cases, bags, boxes etc., of a traveler

2. Which words in the text are the opposites of the following:

a. easy f. similarity

b. last g. obligatory; compulsory
c. long h. expensive

d. worst i. is valid

e. least j- arrival

3. Complete the sentences with the correct word formed from the
verbs in brackets.

A e has become an easy task nowadays. (TRAVEL)

b. The first thing, a traveller has to do is to collect brochures from -+« -veovvene travel-
agencies. (DIFFER)

c. Then, he has to make the necessary hotel -+ eene. well in advance. (BOOK).

d. If you have only a shorttime «--+--ovevvneene ,adirect oo should be the best
solution. (AVAIL, FLY)

e. Another thing you should take into «--eeeovveeene is the hotel -+oevevviinnns .
(CONSIDER, ACCOMMODATE)

f. You shouldn’t miss any --««---eeeeereene . (PERFORM)

h. It's also worth -+« oveeneeeee local dances. (WATCH)

i. Try to get everything done by the date of your «---+---veveeeee . (DEPART)

4. Rewrite the sentences as in the example.

e.g. If you don’t have a long time available, don’t use the train.
Unless you have a long time available, don'’t use the train.

a. If there are not any guided tours to archaeological sites, you must visit some of

them by yourself.
b. If you don’t make a list of the souvenirs you want to buy, you will forget many of them.
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c. You can't enter a foreign country that does not belong to the European Union, if

you haven’t got your visa.

d. If you don’t take only some light luggage, you won't feel easy.

5. Discuss: Do visitors from other countries enjoy the view of the countryside in
your area, or do they prefer sightseeing in the archaeological sites?

Vocabulary

organise, opyavwvw

trip, Tagidl

task, douAeid, uttéBeon

brochure, dia@nuioTIKO PUAAGDIO

travel agency, TrpakTopeio TagIdiwy
booking, kpdrnaon (eiomnpiwv, gevodoxeiwv
K.ATT.)

in advance, €k Twv TTPOTEPWV

available, diaB¢01u0g, eAelBepOg

coach, TouApav

direct flight, amr’ euBeiag TrTon (xwpig evoId-
peooug oTabuoug)

solution, AUon

thoroughly, AeTrTopepwg, €EOVUXIOTIKG
consider, ££eTalw, AauBavw utTéwn
accommodation, Tapoxn oTéyng/dwpuariou
o€ evodoxeio

facility, dveon, eukoAia

full board, TTAfpNG diaTpoPn

half board, nuidiaTpoer
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take into account, A\auRdavw uttéyn, okéPTo-
pai

optional, TTpoaipeTIKOG

excursion, ekOpopr)

reasonable, Aoyikdg

guided tour, Tepiiynon pe ouvodo
site, xWpog, Teploxn, oIkOTTESO

art gallery, TivakoBnkn

lush, TAOUCI0G, OPYIOOTIKOG
greenness, BAGoTNON

performance, BeaTpik TTopdoTaON
taste, dokipdalw, yetopai

delicious, vooTIHOG, E0YEUOTOG

list, katdAoyog, AioTa

passport, diaBarfipio

expire, Afiyw

visa, Bia, adeia e100d0u o€ EEvn XWwpa
departure, avaxwpnon

light, ehapplg

luggage, ammookeuég



Make your holidays a real pleasure

Jane and Peter are making plans for their summer holidays. They want
to enjoy their vacation from the first to the last minute. They are looking for
a combination of a reliable airline and a well-organised escorted tour. They’d
also like to visit the best places where sport and leisure-time facilities along
with plenty of peace and relaxation will make their holidays a memorable
experience.

There is no doubt that they will collect a wealth of memories if they spend
their summer in Greece. That's why they have asked different travel agencies
to send them their brochures to get some information about their Greek tours.
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Jane has looked through different programmes and decided that the

Hellenic Airlines Holidays Tours are of interest to her. So, both she and Peter
are looking into the Hellenic Airlines general instructions before making a
reservation. The participation regulations are found in the brochure the above
travel agency has given her.

A.Questions

Noakowbd-=

What are Jane and Peter making plans for?

Are they looking only for a well-organised escorted tour?

What sort of places would they like to visit?

What will their benefit be if they spend their holidays in Greece?
How can they get information about the Greek tours?

Which agency is of interest to Jane?

What are Jane and Peter doing before making a reservation?

B.Exercises

1.

Make plans for, look for, reliable, memorable experience, there is
no doubt, a wealth of, look through, look into, make a reserva-
tion: Form sentences with the above words/phrases so that their
meaning is clear.

. Fill in the blanks with the missing prepositions.

| enjoyed the party but | really feel exhausted. | was dancing ----------- the first
------------ the last minute.

Leisure time faciliies along «---------- plenty ---oeeeeen peace will make your
holidays a memorable experience.

I have looked «---------- different programmes but | haven’t found any tour -------.....

. Rewrite or reread the first two paragraphs, making the necessary

changes, starting like this:
Jane and Peter were making plans for their summer holidays. They wanted ......

Fill in the blanks using words found in the text.

Inan ----eeene tour, the agency provides a guide to show the tourists round.
Afree bus to the airportisa ------------ offered only by this hotel.
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c. Before deciding on where to spend your holidays ask for some -------..... from

different travel agencies.

d. It's advisable to look very carefully into the -----------. of a brochure before making

a reservation.

e. The -voovveennn. regulations of the travel agencies are included in their brochures.

5. Which words or phrases of the text mean the following?

. to get happiness from experience
. to be trusted

. conducted; guided
booking

D0 Qo0 T

Vocabulary

pleasure, aréAauon, euxapioTnon

make plans, kdvw ox£d1a, TTpoypappaTi(w
vacation, d10KOTTEG

combination, cuvduaoudg

reliable, agiémaoTog

escorted, opyavwuévog, Ye utrelBuvo odnyod/
gevayo

tour, epinynon, Tagid

leisure-time, xpovog avepeAidg, eAelBepog
Xpovog

facility, dveon, eukoAia

along with, padi pe

relaxation, xaAdpwan, Eekolpaon
memorable, aféxaoTog, afiouvnuoveuTog
experience, eyuTIEIpia

. making arrangements for carrying out some future activities

. (something done for) rest and amusement

doubt, ap@iBoAia

wealth, TTAoUTn

wealth of memories, TAoUoIEG avauvroeig
spend (time), TTepvw (TOV KaIPd pou)

travel agency, TagIdIwTIKO Ypageio / TTPOKTO-
peio

brochure, prpocoUpa, evNUEPWTIKO QUAAGDIO
look through, e@uAAiCw, waxvw (o€ BiBAio
K.ATT.)

be of interest to sb, Tapoucidlw evdiapépov
yIO KGTTOI0V

look into, e€eTdidw

instruction, odnyia

reservation, kpdtnon 6£ong

participation regulations, 6pol cuppeToxng
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Welcome to Greece

Hellenic

Holidays

General Conditions

The programme Hellenic Summer
Holidays 1996 is valid from April 1st to
October 31st, 1996, unless otherwise
indicated.

Rates

All rates are quoted, in Greek
drachmas, per person. Taxes and
service charges are included. Meals
as indicated in each price list. Further
details are provided on request.

Reduction for children

50% reduction for children tickets
aged up to 12 years. Most hotels also
grant 50% reduction for children up
to 5 years of age or a 30% reduction
for children between 5 and 12.

Currency Reference
Exchange rate in January 1996:
US$ 1 =250 drachmas.

Hotels

Hellenic Airlines have featured
some hotels in this brochure.
They are situated in various Greek
islands and holiday resorts. Any
further information is provided on
request.
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Cancellation and Refund

When an arrangement is cancelled
within one month prior to the
beginning of the rental period, it is
subject to cancellation fees according
to the local regulations. Unused
services are refundable at the issuing
office only.

Liability

Hellenic Airlines act only as interme-
diates between passengers and the
owners or contractors of transporta-
tion companies and hotels. We are
not responsible for losses, damage
or injury of any person. Any irregu-
larities caused or arising beyond our
control is not our responsibility either.
We do not accept any liability in any
way with respect to rate standards.

Important

If en route any question should arise,
and if you need any help or advice,
please call either the Hellenic Air-
lines Tourist Desk (385 Syngrou
st., Athens. Tel. 95121113-9) or the
Welcome Desk at the Athens-Airport
(tel. 91919191, 98988998), and/or
the nearest Hellenic Airlines office.



“Don’t you think the regulations are very strict’? Peter mentioned.

“Well, you're right but, as far as | know, the regulations are more or less the
same for all the travel agencies and airlines”, Jane answered.

“Then, honey, the best way to travel to Greece is in our own car. It may take
us a lot of days driving but... don’t you think it would be a good idea to pass
through different countries and places? In my opinion, this should be a part of
our memorable experience”, Peter pointed out.

“And what about our accommodation?” Jane asked.

“l think it wouldn’t be so difficult for us to choose the resorts we'll visit and
make some bookings in advance. You are the most suitable person to do this
work. | rely on you”, Peter told her.

A. Questions

1. Do the Hellenic Holidays Airlines include taxes and service charges in their rates?
2. In which cases do they offer 50% reduction?
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What happens when an arrangement is cancelled within one month prior to the
beginning of the rental period?

Are the “Hellenic Airlines” responsible for losses, damage or injury of any person?
Does Jane agree with Peter that the regulations in the brochure are very strict?
What is the best way to travel to Greece according to Peter?

B.Exercises

1.

Ppop oo

—FET o S@ Mo Qo0 T

Find the word/phrase in the text which has the following meaning:

having force in law

shown

fixed charge or payment

taken in or considered as part of a group
are offered

discount

have presented

is stated or decided that something will not happen
rules

that can be returned/given back
responsibility

on the way

. Put each group of words in the correct order so as to make

meaningful sentences.

and/included/taxes/charge/service/are/price/in/the
request/are/further/details/provided/on
hotel/30%/children/for/to/of/age/up/years/5/grant/most/a/reduction
featured/we/brochure/hotels/this/some/in/have
office/issuing/only/unused/are/refundable/services/at/the

Rewrite the sentences using the prompts given.

We are not responsible for losses or injury of any person.

They Say that........c..coiii e
We do not accept any liability in any way with respect to rate standards.
They declared that ..o
If you need help, please call us.

THEY AUAVISEA US ....eeeiiceiiiie ettt et

266



d. Do you think the regulations are strict?
Peter asked his Wife ..........oooveieeicececeeeec e
e. Itwon't be difficult for us to make some bookings in advance.
He said that ...

4. Give the antonyms.

a. prior
b. responsible
c. strict

d. same
e. reduction
f. suitable

5. Complete the table below.

Verb Noun
........... service
indicate ...........
........... request
........... reduction
........... information
provide ...........
........... arrangement
........... cancellation
cause | o
........... respect
ChOOSG ...........
V|S|t ...........
Vocabulary

airline, agpotropIkr) eTaIpia
condition, 6pog

be valid, ioxUw
otherwise, d10QOPETIKA
indicate, dnAwvw, deixvw
rate, Ty}, KOOTOAOGYNGN

quote, TTPooPEPW/0PIfw (TPEXOUTEG) TINEG

per, avd, Kat&
tax, popog

service charge, xpéwaon yia Tapoxn utrnpe-

o) (9%
include, cuptrepIAauBavw
price list, TipokardAoyog

further details, TTepio00TEPEG AeTITOPEPEIEG

provide, TTapéxw

on request, uetd amd {ATnon, agou ¢nTnOei
reduction, ékTrTwon

grant, Topéxw, Xopnyw

currency, TpEXouad TIU VOUIOUATOG
currency reference, (cuvaAAayuartiki) oxéon
VOUIOHATWY

exchange, cuvaAAayua

exchange rate, cuvaAAayuaTiKr 100TIHIA, TIUA
OUVOAAAYUOTOG

feature, Tapouciddw, Tovidw

brochure, @uAAddIO, uTTpocoUpa

resort, B¢peTpo, TOUPIOTIKO KEVTPO, TOTTOG
avayuxng
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cancellation, akUpwon

refund, emaTpoen xpnuaTwy

arrangement, cupQwvia, puBuion, diEuBETN-
on

cancel, akupwvw

prior to, Tpiv atrd

rental period, xpovikA TTEpiodog pIoBwpaTog
be subject to, uttokelpal o€

cancellation fees, TTpéoTIpO yIa akUpwon (1-
oITNPiWY K.A.1T.)

local, ToTmIKOG

regulations, kavoviouoi, 6pol

unused services, UTTNPETieG TTOU Ogv EXOUV
eKTEAEQTEI/TTPOOPEPOET

refundable, emoTpeTTEOG, TTOU ETTIOTPEPETAI
(yia xpripara)

issue, €kdidw

issuing office, ypageio diektrepaiwong
liability, euBuvn

intermediate, peaddwv/evdiduecog
passenger, £TIRATNG
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owner, IBIOKTATNG

contractor, epyoAnTITNG, NETAdWY
transportation company, PETAQOPIKN €Tal-
peia

be responsible for, cipal uTTeUBUVOG yIa
loss, aTTwAsia

injury, TpaupaTIONOG

irregularity, avwpuahia

arise, TTPOKUTITW

beyond our control, TTépa a1 Tov €AeyX0 pag
accept, ammodéyouail

with respect to, avagopikd pe

en/on route, katd TNV TTOpEia, KaB’ 0dOV
strict, auoTnpdg

mention, ava@épw, ONUEILVW

more or less, TTAVW-KATW, TTEPITTOU

in my opinion, KaTd TN yvWun You
accommodation, diapovr, TTapoxn oTéyng,
KaT@dAupa

in advance, &k Twv TTPOTEPWYV

rely on, Baciloual o€



Why ads aren’t black and white

Why is it so impossible to get across to outsiders the simple truth about the
power of advertising? They invariably either grossly overestimate its effects
(“ruthless hidden persuaders who manipulate consumers like puppets...”) or
foolishly underestimate its effects (“Adverts don’t influence me at all, it’s all a
waste of money...").

These are erroneous views. We particulary like to hint that advertising
is all but omnipotent. However, how can we make the others realize that
advertising often works but sometimes doesn’t? That it isn’t a black and white
matter but a continuum according to which all ads have some effect, but
some have lots more effects than others. Advertising is more like medicine
than like physics. It is not possible — and never will be possible — to discover
immutable, predictable laws.
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On the other hand, in advertising, as in medicine, if we do the right things,
based on our intelligence, experience and skill, the likelihood is that we will
achieve more or less the results we've aimed at. The likelihood but not the
certainty; because advertising, like medicine and unlike physics, deals with
unpredictable animate humans and not with predictable inanimate things.

A.Questions

From what you've read, does the writer believe that advertising is always powerful?
What are the erroneous views of the public?

Do all ads have the same effect?

In what way are advertising and physics different?

In advertising, how can we more or less achieve the results we’ve aimed at?

Is it a likelihood or a certainty that if we do the things, we succed in achieving the
expected results? Why?

7. Do you think that the title of the passage has to do with colour?

Sablkwbh=

B.Exercises

1. Do you know the opposites of the following words?

a. impossible f. erroneous
b. simple g. omnipotent
c. truth h. right

d. overestimate i. immutable
e. foolishly j- animate

2. Rewrite the sentences without changing their meaning.

a. Ruthless persuaders manipulate consumers.
CONSUMETS....vviiieeeie et
b. Adverts don't influence me.
=1 14 10T | R
c. We cannot discover immutable laws.
Immutable [aWSs .........ccceoveeiieiee,
d. If we do the right things, we will succeed.
If the right things......cccoeiri
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. The boldfaced parts of the following sentences are the answers;
make up the questions.

. No, it isn’t possible to persuade a person about the power of the mass media.
. Advertising doesn’t always work.

. Advertising is like medicine.

. If we do the right things, we will achieve the expected results.

o 0 T o

N

. Identify which of the following words from the text are nouns,
which are adjectives and which are verbs.

discover
immutable

. outsider
. effects

law
right
. skill

. manipulate

. underestimate
waste
erroneous

. views

. physics

o3 —mT

deals

S "0 00T

likelihood

5. Form the adverbs deriving from the following adjectives:

a. possible

b. simple

c. invariable
d. gross

e. foolish

f. particular
g. predictable
h. right

Vocabulary

ad(advertisement), diapruion

black and white, dedopévo, (kdTi) TTou dev
emMOEXETAI METARBOAN

get across the truth, “mepvw”/ petadidw Tnv
aAnBeia/To pAvupa

outsider, £évog, o atr’ £§w, TPiTog
power, duvaun, I0XUG
advertising, diagnuion (n T€Xvn)
invariably, ouvexwg, otaBepd
grossly, xovopoeIdwg, KAaTapwpPa
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overstimate, UTTEPEKTIUW

effect, ouvéreia, emidpaon
ruthless, adioTakTog

hidden, kpuppévog

persuader, TTOU PTTOPEi Va TTEIBEI
manipulate, xeipifopai

consumer, KOTaVOAWTHG

puppet, paplovETa, KOUKAQ
foolishly, avonta

underestimate, uttoTIuW
influence, eTnpeddw

waste of money, xdoiyo xpnudaTwv
erroneous, E0QAAUEVOG

view, dmmoyn

particularly, idiaitepa

hint, uraiviooopai, utTtovow

it is all but, dev eival TiTToT GAAO TTAPA, OXE-
o6V

omnipotent, TTavroduvapog

work, £xw atroTéAeoua

matter, {ATnua

continuum (plur.-ua), ouvexng oeipd, TUVoxA,
«KUKAOG»

medicine, 10TpIKA (ETTIOTAKN)
physics, uaikr (emoTrun)
discover, avakaAUTITW

immutable, apetdBAnTOg, 0TABEPSG
predictable, TpoBAéyIpOG, avapevouEvog
law, vépuog

based on, Baciopévog o€
intelligence, e§utrvada, vonuoouvn
experience, eyTIEIpia

skill, emdegi6TNTA, IKAVOTNTO
likelihood, BavéTnTa

achieve, TeTuxaivw, KaTOPBWVW
more or less, katd 10 J&dAAov ) ATTOV,
Aiyo-TTOAU

aim at, otoxeUw o€, aTTORAETTW O€
certainty, BeBaidTnTa

unlike, 6x1 6TTwg, avTiBeTa (aTé/pE)
deal with, £éxw va kGvw pe
unpredictable, amrpéBAeTTOg
animate humans, éuyuya évta
inanimate, ayuxog
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TV ads have to give the viewer a break

_ Pictures never lie:
" »l -‘1.{.-"""--

The significance of TV advertising lies in the fact that television, unlike other
media, is viewed in a special way. If you don't like the first commercial in the
break, you can switch your attention to another instead. If it irritates or bores
you so much that you can’t bear to watch it, you can either divert your attention
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to another activity — making tea, going to the loo, etc — or you can engage in
the activity known as channel hopping, or “walking the box”.

This means that boring, repetitive, meaningless commercials don't help
good ones to stand out — they can actually kill a whole commercial break.
There’s very little the television companies can do about this, apart from
scheduling bad ads at the end of the break or possibly restricting the number
of times a particular commercial can be shown.

The responsibility lies fairly and squarely with advertisers and their agencies.
They must recognise the real nature of television viewing, and stop assuming,
that the power of TV provides commercials the right to be seen regardless
of creative content. Television advertising needs to provide a reward for the
viewer as well as, not instead of, selling the advertised product.

A.Questions

What is the significance of TV advertisements as compared to other forms of ads?
What can you do if you don'’t like the commercials in a break?

How do boring commercials affect good ones?

Can the television companies do anything about the bad ads?

Who is responsible for them?

What does television advertising need to do?

ok wh-=

B.Exercises
1. Choose the right answer.

a. Significance means
1. enthusiasm
2. beauty
3. importance

b. A commercial is
1. afilm
2. a book
3.anad

c. If something irritates you
1. it makes you nervous
2. it calms you down
3. it pleases you
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d. Divert in the text means
1. swim
2. transfer

3. play

e. Aboring film is
1. an interesting film
2. a dull film
3. a funny film

f. Creative content is
1. limited content
2. useful content
3. dull content

9. A reward for the viewer is
1. a benefit for the viewer
2. money for the viewer
3. a medal for the viewer

. Based on the text, complete the sentences.

. If a commercial bOres you, YOU CaN .......ccccccvvviieeieice e

. Commercials whichare ................... can actually destroy the whole commercial
break.

. If the commercials are bad, the television companies can restrict .........................

. Advertisers are wrong if they ..................ccoeo regardless of the nature of the
content.

. If TV ads are interesting, they provide ...........ccooveeieieice s

. Fill in the blanks with the Gerund or Infinitive of the verb in the
brackets.

. Iftheadisnottomy ................ , | never watch it. (LIKE)

e TV can be a very dull experience. (WATCH)

. Ifyou don’t stand by me when I need you, how do you expectme ................ you?
(HELP)

. The agencies have ................ the reality about TV ................. . (RECOGNISE),
(VIEW)

. Television ................ ought ................ a reward for the viewers. (ADVERTISE),
(OFFER)
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. Fill in the following table:

VERB NOUN ADJECTIVE
................ significance
................ attention
................ activity
................................ repetitive
recognize | eiiiieee | e,
................................ creative
................ product

. Fill in the blanks with the correct prepositions.

a. The significance ............ TV lies ............ the fact that it is viewed ............ a
special way.

b. If you can't bear ............ watch the programme, you can divert your attention
............ another activity.

c. Apart............ scheduling bad ads ............ theend ............ the break, there’s
very little the TV companies can do.

d. TV advertising needs ............ provide a reward ............ the viewer ............

well as, not instead

Vocabulary

ad (advertisement), diapruion

give a break, mapéxw/divw éva didAsiupa
viewer, Beatig

significance, otroudaidTnTa, onuacia
lie(lay-lain), Bpiokouai

media (sing. medium), yéoa (evnuépwong)
view, BAETTW, TTapakoAouBw

commercial, eutopikn dla@Auion (o€ TNAES-
paon 1 padidewvo)

switch my attention, oTpépw Tnv TTpoooxn
pou

irritate, ekveupidw

bore, TTpokaAw TTAAEN

bear, avtéxw
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............ , selling the advertised product.

divert my attention, oTpépw aAAoU Tnv TTpo-
ooxI Jou

activity, dpaoTnpioTnTa

loo, TouaAéTa (XWPOG), ATTOXWPNTAPIO
engage in, acxoAolupai pe

channel hopping, aAAayr} kavaAioU (TNAgo-
pacng)

walking the box, aAAayr kavaAiou (ThAedpa-
ang)

repetitive, yepdrog emavaAqyelg, emavalau-
Bavéuevog

meaningless, xwpig mepiexOPEVO/VONUQ
stand out, gaivopal, utTTEpEXW, avadeikvUoal
kill, kaTaoTpEPw, OKOTWVW



company, £Taipeia

apart from, ex16g o116

schedule, mpoypapparidw

restrict, epiopidw

particular, opiopévog, OUYKEKPIPNEVOG
responsibility, eubuvn

fairly and squarely, ca@wg kai katnyopnuao-
TIKWG

advertiser, d1I0QNUIOTAG

agency, YpaQeio, TTPAKTOPEiO

recognise, avayvwpidw, avriAauBavopuai
assume, Bewpw/UTTOBETW TTWG gival dedopé-
vo

power, duvaun

provide a right, divw/Tapéxw 10 dikaiwpa
regardless of, doxera amod

creative, dnNUIOUPYIKOG

content, TTepiExOuEVO

advertising, diagruion (n T€xvn)

reward, avrapoifr, IkavoTtroinan
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Don’t sell the advertising budget short

Between 1975 and 1983, During the same period, the ... and the volume of

the volume of business-to volume of TV advertising press advertising actually
business Direct Mail grew grew by only 12%. declined.

by 53%.

One of the hardest jobs for a marketing director is to agree with his
colleagues on how much to invest in advertising. Often the decision is not
discussed properly at all — a number of interpretations are suggested which
seem to have been plucked from the air. Yet the decision is often vital to
the advertised brand — because the long-term future of that brand depends
on reassuring its consumers and convincing new buyers. The decision also
happens to be important to media and to ad agencies. Without the financial
muscle nothing else moves; no films, no print, no media booking, and
ultimately no advertising business.
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Once you can estimate how future advertising will affect your consumers
and their behaviour, you can defend the budget. You may even argue for
spending more, or show how spending less will affect profit. This may sound
like counselling perfection, but this is exactly what many marketers are doing
—including, perhaps, their competition.

The hardest part of the job is still to balance short and long-term returns.
You can often save some money immediately by cutting advertising, though
this is not always the case. But how long, or how far, can you go? With new
products, everyone knows you have to invest, but as far as mature products
are concerned the arguments are harder.

A.Questions

Why is the decision of investing money in advertising vital to the advertised brand?
Who else does this decision concern? Why?

How can the marketing director defend the budget?

What is the hardest part of the job?

PoOobd=

B.Exercises
1. Find the words in the text which mean the following:

. A plan of how to spend money
. put (money) in

propose

. of primary importance

. a particular kind of goods

is based on

. a person who uses goods

. persuading

calculate

money gained in business

e Se "o oo0oT

2. Put the adjectives in brackets in their proper form.

a. One of (hard) ...........ccee jobs for a marketing director is to agree with his
colleagues about several matters.

b. lttookmea(long) .........coeeeee. time to make the new advertisements.

c. | advised her to spend (little) ................... money than what she used to.
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5.

The (much) ... | enter the business world, the (much) ...................
I like it.

He warned his secretary not to give the reporter any (far) .....................
information.

. Put the verbs in brackets in their proper form.

The writer of the present text ................... (advise) the marketing directors
.................... (not sell) the advertising budget short.

It's difficult for a manager ................... (agree) with his staff.

YOour SUCCESS ........uvvvvenenne (depend)on ..........c.cceuee (study) hard.
Youcan............coe... (save) money by .................... (cut) advertising.

With new products, you have ................... (invest), but where mature products
.................... (concern), things .................... (be) different.

Complete the following table:

Verb Noun

agree |
invest |
suggest |
.................. consumer
.................. decision
move |
.................. behaviour
argue |
.................. competition
.................. return
.................. product
concern | e

Do you think a marketing director should risk a large amount of money in order to
advertise a new product? Support your opinion.

Vocabulary

don’t sell the advertising budget short, yn  budget, TpoUTToAoyioudg
AuttnBeic Ta €€oda TTpokeluévou va diapnui-  marketing director, dieuBuvTAG HAPKETIVYK
OEIG Ta TTPOIOGVTA OOU agree, CUNQWVW
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colleague, cuvadeA®Og

invest in, eTTevolw o€

properly, 0p8d, cwaoTd

interpretation, ekdoxn, epunveia

suggest, Tpoteivw

be plucked from the air, cipai doxeTog, €iyai
OUPOAVOKATERATOG

vital, {wTIkAG, (WTIKAG onuaciag

brand, pdpka, @ippa (TTpoidvTog)

long-term, pakpoTTpoBeaOg

depend on, sapTwpal amd

reassure, e€00@aAICw

consumer, KOTavoAwTAg

convince, Treibw

media (sing. medium), péoa (evnuépwang)
ad agency, OI0QNUICTIKN QvTITTPOOWTTEIQ/
TTPAKTOPEIO

financial muscle, oikovopikf ovtéTnTa, YEPA
OIKOVOUIKA

print, TuTToypageio

media booking, kataxwpnoeig oTa péoa evn-
pépwong, “kpathoelg” yia dlIa@AUIoN OTa JEoa
evnuepwong

ultimately, TeAika

once, A1ag Kail, EpOcov

estimate, exTipw, utoAoyidw

affect, eTnpeddw

behaviour, cuptrepipopd

defend, utrepaoTidopal, TpooTaTeLW

argue, TTOPOUCIAlW ETTIXEIPAMUATO

show, ammodeikviw, deixvw

profit, k€épdog, dpelog

sound, @aivopal, akoUyopal

counsel, cupBouAetw

perfection, TeAcidTNTO

marketer, ¢utropog

include, cuptrepIAauBavw

competition, cuvaywviopog, aviaywviouog
balance, e¢icoppoTw), PEPVW O€ IGOPPOTTIa
short and long-term returns, BpayxutpdBe-
oda Kal pokpotrpdBeoua KEpdn/o@éAn/avTa-
poIBEg

save money, YAITWVW xpruara

cut, eAaTTWVW

this is not always the case, d¢v ¢ivail mavro-
TE €Kei TO TTPORBANUA/BEUa

mature, TTAAIOG, YVWOTOG, TTOU £XEI ETTIKPATHA-
oel

concern, a@opw

argument, eTmixeipnua
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Are we mass media addicts?

[0]i/10ta -'m:pf: J%*’ J
JOOLHOC.. - .

e

We all know that we live in the age of technology, the power of which is
enormous in the field of the mass media, which are the television, the radio
and the press. The mass media dominate over our lives and impose their
good or evil “mind” on our will, whether we want to admit it or not. They can
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establish or destroy a politician, a pop star, a scientist, even a whole political
party. Unfortunately, we are deeply impressed by what we read or watch and,
sometimes, without even going to the trouble of criticizing something, we let
ourselves be unjustly prejudiced for or against a person or an event.

We are also greatly affected by the sort of people who talk on the
television, that is to say, reporters, spokesmen, presenters, broadcasters and
commentators. We want them to be smiling and not gloomy, happy and not
sad, good-looking and not ugly, persuasive and not boring. There are times
when we don't care for the real facts, but for the people who write or broadcast
them and, more often than not, they distort them completely. As a result, we
are misled and misinformed about what is happening in the world.

Reporters and journalists are undoubtedly entitled to express their opinion
without any restriction. Do they have the right, however, to corrupt the truth
for the sake of profit? Are they allowed to spoil people’s reputations, report
subjectively and invade the privacy of our lives without showing the least of
respect? They do everything to earn money and gain success, whereas they
should be discreet and completely objective.

The mass media people have become the heroes and the stars of our days.
They know how powerful they are and they exploit their capacities to the full. It
is up to us, the mass media “victims”, to become more critical to what we read
and watch, and not let our feelings and thoughts be undermined and carried
away so easily.

A.Questions

1. In what way do the mass media dominate over our lives?

2. What should we do so as not to let ourselves be unjustly prejudiced for or against
persons and events?

Who are the people who talk on the television?

What do we want them to look like?

What happens when the media people distort the real facts?

Why do the media people report subjectively and corrupt the truth?

Why are we the mass media “victims”?

Noo ks~

B.Exercises

1. Match the following so as to form ten pairs of synonyms.

a. enormous 1. cause to become firmly accepted
b. dominate 2. not right or fair
c. establish 3. influenced
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d. unjust 4. not cheerful

e.affected 5. limit

f. gloomy 6. enter into and spoil

g.distort 7. extremely large

h. restriction 8. exercise power over

i. invade 9. weaken and destroy gradually
j- undermine 10. twist out of the true meaning

. Based on the text, say whether the following statements are True
or False.

. The mass media play a very important role in our lives.

. We are seldom impressed by what we read in the papers or watch on the television.
. We don't care for the appearance and the mood of the people who talk on the
television.

. Reporters and journalists have the right to express their opinion, but they should
be completely objective.

. The mass media people are fully aware of their power and they sometimes distort
the real facts for the sake of money and fame.

. We must never go to the trouble of criticizing what we read or watch.

. Complete the following table:

Verb Noun
establish | .
destroy | s
.................... commentator
.................... broadcaster
distort |
.................... restriction
invade | s
exploit |

. Rewrite the following sentences using the new prompts.

. The mass media can establish or destroy a politician.

LN o o] (T = o USRS
. We were deeply impressed by the latest newspaper articles.

The latest newspaper artiCles ...........oovooiiiiiie i
. We should criticize everything which is being broadcast on the radio or television.
EVEIYNING .o e
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d. We can be misled and misinformed by the reporters’ subjective opinions.

The reporters’ subjective opinions .......

e. The mass media people should not distort the real facts.

Thereal facts .......cooocvvvveviiiieieeeeees

f. Journalists and reporters are exploiting their capacities to the full.

Journalists and reporters’ capacities.....

5. Do you agree that we are the mass media “victims”? Explain why,
giving some arguments of your own.

6. Write a short paragraph, referring to the qualities of a good reporter.

=== Listen to the passage and answer the questions

Why is television very powerful?

How should we “face” the T.V. ads?

Soablkowbd-=

what to accept or believe?

Vocabulary

mass media, péoa JagikAg evnuépwong
addict, eBiopévog, kupieupévog atmo Kdolo TTabog
age, €Toxn

technology, texvoAoyia

power, 10XUg, dUvaun

enormous, TepdoTIog

field, Topéag, mediov

press, T0TT0G, EQNUEPIOES, TTEPIOBIKA
dominate (over), kupiapxw (o€)
impose, £mMRAAMwW

evil, kakdg, diaBoAikdg

mind, okéyn, voug

will, 8éAnon

Which people regard television as one of the most important mass media?
In which case can television become a passive entertainment?

Which are the advantages of the radio over TV?
Why do the newspaper readers sometimes remain confused and do not know

establish, otnpidw, kaBiepwvw, eMRAAMwW
scientist, emoTtAipovag

political party, TOAITIKO KOpua

deeply, Babid

impress, evTuTTWOIGdw, ETTNPEAIW

go to the trouble of, pmaivw oTov k61O VO
criticize, KpITIKAPW, AOKW KPITIKA
unjustly, adika

prejudiced, TTpokaTeIANUUEVOG

affect, emnpeddw

spokesman, eKTTpOOWTTOG

presenter, TTAPOUCIOOTAG

broadcaster, ekpwvntig
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commentator, 0XoAOOTHg spoil, kaTaoTpEéPw
gloomy, KOKOKEPOG, HEAQYXONIKOG, OKUBPWTTOG reputation, utTToAnyn, enun

good-looking, euTrapoucCiaaTog, EUPAVioINog subjectively, utokeipevika

ugly, doxnuog, dUaHOPPOG invade, €I0BdAMw

persuasive, TeIOTIKOG privacy, povagid, nouyia, ekolugia 0TToJOvVWaOn
boring, Bapetdg, aviapdg respect, oefaopdg

fact, yeyovog, oupBav earn, Kepdiw

broadcast, ekpwvw, (ava)peTadiow gain, aTroKTW, KEPDICW

more often than not, TOAU cuyva success, £TTuYia

distort, diaoTpefAwvVwW, SIa0TPEQW discreet, dI0KPITIKOG

mislead, TTapammAavw objective, avTiKelpevIkOg

misinform, TTANPoQOPW KAKWG, TTAPATTAAVW hero, rpwag

journalist, dnuooioypdpog powerful, 10xUpAdg, duvaTog

undoubtedly, avapeifoia exploit, ekpeTaAAevopal

entitle, egouaiodotw, divw 1O diIKaiWUa capacity, ikavotnTa

express, eKPPalw it is up to someone, aptdral oo KATOIOV, EVA-
restriction, Tepiopiopdg, 6pio TTOKEITQI g€ KATTOIoV

right, dikaiwpa victim, 60pa

corrupt, diapwvw, KataoTpEéPw, diIagBeipw critical, kpiTikdg

for the sake of, yia xdpn (tou) feeling, ouvaioBnua

profit, k¢pdog undermine, uTTovopEUw, UTTOOKGTITW

allow, emTpéTw carry away, apacUpw, evBouaialw
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Addiction and who’s to blame

How far do marketers contribute to the addictions from which some people
in society suffer? There have been reports on reactions to campaigns to ban
cigarette advertising and promotion. There are also arguments that cigarette
addiction bears a close resemblance to other addictions such as to alcohol,
illicit drugs and others. Specialists’ opinions, on the matter, are that “a wide
range of socioeconomic influences... depend on the individual's capacity to
handle his or her personal responsibility”. Marketers and advertisers help to
create those influences.

It is pointed out that there are some millions of people world-wide who have
a drinking problem. It is also pointed out that there is a correlation between
alcohol consumption, in general, and the level of alcohol abuse. Therefore,
marketers and advertisers have a direct responsibility for some part of the
abuse. If cigarette advertising were allowed back on TV, in the countries where
it's not permitted, it wouldn’t be surprising if it made no difference whatever to
volumes. There is also certain evidence that the decline in cigarette sales is
actually faster in the countries where advertising is still permitted than in some
Scandinavian countries, where it isn’t. And in spite of all the controls on alcohol
marketing and sales in those countries, alcoholism remains a serious social
problem.

Addiction: Whose faultis it? Is it the marketer’s responsibility? Does advertising
mainly answer for it or is it the consumer himself to blame? Banning advertising,
sponsorship and other forms of promotion is a tempting target for those who
imagine it would have a dramatic effect on consumption. Marketers have a
more modest view of the likely impact, and a greater respect for customers’
preferences.

A. Questions

1. What does cigarette addiction bear a close resemblance to, according to some
arguments?

2. What do many socioeconomic influences depend on?

3. Who helps to create those influences?

4. There are millions of people world-wide who have a drinking problem. Do you think
that it would be difficult for these people to give it up? Who could help them?

5. Whose is the responsibility for alcohol abuse?

6. In which countries is the decline in cigarette sales faster?

7. Whose fault, do you think, addiction is? Is it the marketers’, the advertising people’s
or the consumers’ themselves? Discuss.

8. What efforts would you make to stop a man from smoking or drinking? Discuss.

287



B.Exercises

1.

S@m"popoo

Fill in the blanks with the correct prepositions.

He contributed a lot .............. the effort.

This text bears a close resemblance .............. the one | read last week.
What's your opinion .............. the matter?

Whether you study hard or not depends .............. you.

He pointed .............. the difference between the two drugs.

The teacher is responsible .............. what has happened.

He complained .............. the noise.

The inspector insisted .............. the correlation .............. the two murders.

. Rewrite the sentences using the new beginnings.

They still permit smoking in some office buildings.
8] 10 Te U g PP
The authorities didn’t allow him to leave the country.

The police officer blamed the driver of the red car for the accident.

The driver Of the red Car.........ooeiiee e
Nobody has announced anything about the facts.

o113 Vo S
It is said that they will forbid cigarette advertising on the cinema.

It is said that cigarette advertiSing.........ccocvvvvriviieiererer e

. Find the word or phrase in the text which means the same as the

following:

to have a share in

. disagreement

produce/make

. usually/in most cases

words or objects which prove a statement or belief
although; without worrying about

"o o0 CTW
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g. the various activities by which goods are advertised and sold
h. the state of depending on sth especially drugs

Give the antonyms of the following:

a. blame f. create
b. ban g. permit
c. resemblance h. decline
d. illicit i. tempting
e. capacity j- modest

. Solve the puzzle.

Z|0O|—|H4|0|—|0|0|>»

Forbid, esp. by law.
Deal with; control.
Habit-forming substances.

A completed set of actions intended to obtain a particular result in politics or

business.
Movement from higher to lower.
Person or firm that sells a product.

The diseased condition caused by the continued and habitual drinking of alcohol in

great quantities.
The state of promoting a product.
Attracting.

289



Vocabulary

addiction, eBioudg oe emPBAaBn £En/Tdon
who is to blame, 016¢ gival uTTeUBUVOG, TTOI6G
gival aglog HOPPNAG, TTOIOG PTAEl

how far, katd Téoov

marketer, £uTTOpOG

contribute, cupBaAw, cuvelIoPEépw

suffer, uTto@épw, UTTOPéVW, avEXOMal
report, ava@opd, @run

reaction, avtidpaon

campaign, SI0@NUICTIKA EKOTPATEIQ, KOPTTAVIa
ban, amayopelw dia vépou, katadikadw
advertising, dia@ripion (n T€xvn)
promotion, TpowBnon

argument, eTixeipnua

to bear a close resemblance, £xw peydin/
@ofepn opoldTNTA

illicit, Tapavopog

drugs, VapKwTIKG, @ApuaKa

specialist, €101k6g, €10 pWYV

range, o€ipd

socioeconomic, KOIVWVIKOOIKOVOUIKOG
influence, €midpaan, emppon

individual, atopo, aTopikog

capacity, ikavotnTa

handle, eAéyxw, xeipiCopai

personal, TTPOoWTTIKOG

responsibility, euBuvn, TTpwToBouAia
advertiser, diIaQNUICTAG

create, Snuioupyw, TTapdyw

point out, Tovilw, divw éugaacn
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world-wide, TTaykoopiwg, ava Tov KOoUo
correlation, cuoxeTiopog

consumption, katavaAwon

level, emitredo, o1GOUN

abuse, katdypnon, (kokn) €§n

allow, emTpéTTW

permit, emTpETTIW, divw AdeIa

surprising, Tou TTPOKOAEI €KTTANEN
whatever to volumes, 6cov apopd Tov dyko
(Twv TTWARCEWV)

evidence, amodeign, papTupia, oToIxEia
decline, TrTwaon, peiwon, e§aocBévion

sales, TTwAAROEIg

in spite of, Tapd 1o yeyovog o

control, éAeyxog, KOVTPOA

remain, TTapaPEVW

serious, coBapog

fault, cpdApa, eubuvn

mainly, Kupiwg

answer for, eubuvopai (yia), €iyar uTtGAoyog
yla

consumer, KAaTavoAwTAg

blame, katakpivw, Yéupoual

sponsorship, xpnuarodétnan/mmpoopopd (TTpo-
YPAUUOTOG, EKOAAWONG K.ATT.)

tempting target, deAeaoTIKOG OTOXOG

have a dramatic effect, éxw «@oBepi» eti-
dpaon

modest, TTI0G, YETPIOTTOONG

impact, ouvETTela, aTTOTEAETUA, AVTIKTUTTOG



The price of publicity

How much should we spend on pubicity? You can pay £250,000 for a
commercial, or (just possibly) £2,500. You can pay £150 an hour for a PR
consultant’s time, or only £15. Which you choose, obviously depends on the
task in hand. Equally obviously, it's down to the client to make sure he gets
what he pays for, and he needs what he gets. A notable difference between
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the two, and the point where the grumbles really start to get fierce, is the ad
agency’s responsibility for commissioning the commercial, and the methods
it uses for charging the client. However cannily the money is spent, it will
be wasted if the publicity gained doesn’t relate to the client’s strategy. “The
best ad campaign, the most effective PR,” can only be as good as the client’'s
overall purpose allows it to be. “A poor ad but the right strategy” is preferable
to a “well made ad and the wrong strategy”. So the answer is to spend nothing
on publicity, until we have sorted out what we want to achieve.

Only then we can begin to put a price on the service we are contemplating
buying, and establish a criterion to judge whether it is working. But above all,
we must be able to put our faith in our professional advisers.

A.Questions

How much can you pay a PR consultant an hour?

What does your choice depend on?

What is the client to make sure?

What causes grumbles, sometimes fierce ones, between the client and the ad
agency?

What is “a poor ad but the right strategy” preferable to?

6. If you ran a business how much would you spend on publicity? Do you think it
plays an influential role as far as the success of a business is concerned? Discuss.

PN -=

o

B.Exercises

1. Fill in the blanks with the correct prepositions.

a. He spends a lot of money ......................... books.

b. He paid a lot of money ......................... his new PC.

c. | didn't want you to influence their decision. It's .............. ... them to
make sure what they need.

d. Your story doesn’trelate ......................... the one your brother told me.

e. Agood book is preferable ......................... @ dull filmon TV.

f. Atthe post-office all letters are sorted ......................... before they leave for their
destination.

g. We are terribly busy putting prices ......................... the new products.

h. | know you will not be unworthy of my faith ......................... you.
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2.

o0 oo

H

ad

o Te@mea0T

Match the words on the left with the ones on the right so that you
make ten pairs of synonyms.

1. obviously a. violent

2. client b. evidently
3. notable c. complaint
4. grumble d. general

5. fierce e. trust

6. gain f. tactics

7. purpose g. obtain

8. overall h. remarkable
9. faith i. customer
10. strategy j. aim

. Put these words into the correct order to form sentences.

spend, we, publicity, on, How much, should?

nothing, spend, to, answer, publicity, on, So, is, the.

we, be, faith, professional, after, put, But, all, must, advisers, to, our, in, our, able.
to, pays, make, the, what, It’s, client, down, for, he, sure, gets, to, he.

strategy, made, A, is, well, ad, but, to, wrong, the, strategy, a, preferable, right, the,
and, ad, poor.

. Complete the following sentences with the right form of “do” or

“make”.

It's up to the clientto .............. sure he gets what he pays for and he needs what
he gets.

Lets ......c..... arrangements for the next meeting.

Byso.....oooo.... you will save a good deal of money.

He is an excellent consultant; he is .............. for this work.

What shall | .............. , if I have lost my money?

Couldyou .............. me a favour?

You haveto .............. your best, if you want to succeed.

He hasn't .............. up his mind yet. Should he leave his present job or not?
Publicity has to .............. with public relations.

“Criterion” .............. “criteria” in the plural.
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5. Find the words in the text meaning the following:

. itsuptosb

. asking in payment
(to) see or show a connection with

strong belief; trust

T 000 T QO

government or business

Vocabulary

price, TIpn, KOOTOG

publicity, dnuooiétnTa, diagAuion
commercial, eptropikr dia@npion (oTo padid-
PWVO A TNAEOPATN), EPTTOPIKOG

PR (public relations), dnuooieg oxéoeig
consultant, cUpBouiog

obviously, avepd, Tpo@avwg

depend on, e€apTwyal atTo

task in hand, TpokaBopiopévog aTdX0G
equally, egioou

it's down to someone, evamokeitar oe Ka-
TTOI0V

client, TeAGTNG (Ypageiou, eTaipiag K.ATT.)
make sure, olyoupelw, £Ea0Qaiidw
notable, afioonueiwTog, onuavTikdg
point, onueio

grumble, pepyiyoipia, TTapaTTOvVo

fierce, dypiog, opodpadg

ad (advertisement), diapripion

agency, aVTITTPOOWTTEIA, TIPAKTOPEIO
responsibility, eubuvn

commission, avab£Tw, TTapayyEAAw
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. placing a special order for something

. the business of bringing someone or something to (favourable) public notice
. advertisement on television or radio

. a particular plan for gaining success in a particular activity
. thinking deeply about; considering with continued attention

a person who gives advice, esp. one who is often asked for advice as by a

charge, xpewvw

cannily, TTPOOEKTIKA

waste, orataAw, xadvw

gain, KepPOidw, ATTOKTW

relate, £xw oxéon pe

strategy, oTpatnyikn

campaign, SI0@NUICTIKA EKOTPATEIA, KAPTTAVIO
effective, atroteAeapaTikog

overall, OUVOAIKOG, YEVIKOG

purpose, oKoTrog, TTp60eon

allow, emTpéTIW

preferable, mpoTiunTéog

sort out, Tafivopw, Balw ot ceipd
achieve, kaTopBwVW, TTETUXAIVW
contemplate, éxw utTéwn va, oké@Topal va
establish a criterion, opiw/Badw kpITApIO
judge, kpivw

it is working, £xel OeTIkd aTmoTéAEOUA, «TTEP-
VAE, «TTIAVEI»

faith, eymoToolvn

adviser/ -or, gUuBouAog



Make the most of a good mix

“Public relations” is most effective as a marketing tool when it is
integrated with the rest of the marketing plan.

Effective public relations is one of the most adaptable marketing tools. They
are involved at all levels of the sales and distribution system. The benefits of
using advertising and product publicity as complementary selling tools, are
obvious. Both seek to educate, persuade, motivate and create awareness and
an incentive to buy.
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Advertising’s plus is the control of the message, of its positioning and of
its reach and frequency. Public relations’ most important contribution is high
credibility. The audience knows that ads are paid for, but when the same
message appears in editorial form, it's more easily believed and accepted.
Advertising is often planned to correspond to peak selling seasons or to
stimulate sales during downturns. On the other hand, public relations can
bridge the gaps between schedules or, continue throughout a campaign period.

Cost limitations often make it difficult to tell a product's complete story
within the confines of a single page of print or a 30-second TV spot. But “public
relations” is less subject to the limitations of time and space. It provides the
ideal opportunity to expand upon the benefits promised by the product. In
effect, public relations can provide the platform to communicate all the aspects
of the sales that do not fit within the confines of an ad.

A.Questions

Which is one of the most adaptable marketing tools?

What do advertising and product publicity seek?

What is advertising’s plus?

What does the audience know about ads?

What happens when an advertising message appears in editorial form?

Why is “public relations” advantageous to advertising?

What do public relations provide?

Discuss; in your opinion, which are the necessary qualities needed for a person
involved in the field of public relations?

NGk~ ®N=

B.Exercises

1. Use the correct form of the adjectives in brackets.

a. Public Relations’ ................. contribution is high credibility. (important)

b. A message in editorial formiis ................. to believe. (easy)

c. Herproblemwas ................. than we had thought. (serious)

d. You are too fat. Can'tyoueat ................. ? (little)

e. The ... she grows, the ................. she becomes. (much, beautiful)

f. Why did they choose him and not me for the job? 'mas ................. as heis. (skillful)
g. It'sthe ............. and ..........oeen film I've ever seen. (bad, boring)

h. Whoisthe ................. person you know? (clever)
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. Join the sentences using the conjunctions given below: while,

although, because, but, as, since.

He can’t know the answer. He has never read the book.

We are early. Let's have a drink first.

She never tells lies. She is afraid of her father.

She is poor. She spends a lot.

The children are naughty. They are polite.

Mary was doing her homework. She was listening to music at the same time.

. The word in capitals at the end of each of the sentences can be

used to form a word that fits suitably in the blank space. Fill in
each blank in this way.

Thereisa .....cc......... that there is life on other planets. BELIEVE
The .cooveeinee of the product increases day by day as it has been well advertised.
PUBLIC

................. are often necessary when talking about advertising costs. LIMIT
Success is sometimes basedonthe ................. anad appears on TV. FREQUENT
................. costs must be cut off. We are running short of capital. PRODUCE

[ [ way of expressing his ideas has made him a successful politician.
PERSUADE

Complete the table below.

Verb

Noun

Adjective

effective

public
adaptable
distributive
complementary
complete
persuasive
contributory
credible
continuous
limited
communicative
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5. Find the words in the text meaning the following:

. advantage; profit; good effect

o0 T o

esp. for purposes of gain

TS o

plans for a certain future time

Vocabulary

make the most of sth., ekuetaAAetopai/agio-
TTOIW KATI 600 KAAUTEPA PTTOPW

mix, peiypa, ouvouaouog

public relations, dnudoieg oxéoeig
effective, amoteAeopaTikog

marketing tool, péoov/6pyavo YapkKeTIv

be integrated, evowpaTwvopal, evotrolouyal
adaptable, Tpocapudoipog, euttpoadpuoaTog
be involved, éxw oxéon

level, etriTredo, @daon

sales and distribution system, cuoTtnua
TTWAACEWV Kal dlavopng

benefit, dperog

advertising, dia@ruion (n T€xvn)

product, TTpoiov

publicity, dnuooiétnTa

complementary, cuptTAnpwartikég, Bondn-
TIKOG

obvious, @avepog

seek, ATTOOKOTIW, YAaXvVw

educate, evnuepwvw, HOPPUVW

persuade, TTeibw

motivate, TTapaKivw

create, Snuioupyw

awareness, evnuEPWON, ETTiYVWOT, OUVEIBNON
incentive, kivntpo

plus, 10 “OuV”, TTA€OVEKTNUO

message, ufvupa

positioning, ToTTo6£TNON

reach, TTpoo€yyion

frequency, cuxvotnTa
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. supplying what is lacking; completion

an encouragement to greater activity; motivation
. the people listening to or watching a performance, speech, television show, etc.
. (to) increase in activity; cause interest

moving from a state of high activity to a state of low activity

. way of treating and thinking of each other; connections
. joined to something else so as to form a whole

. the business of bringing someone or something to (favourable) public notice,

contribution, cuveicgopd

credibility, alomoTia

audience, T0 KOIVO, OKPOATHPIO

ad (advertisement), diaprpion

in editorial form, oe &kddoeig, ge popYn
evTUTIOU

correspond to, avTaTToKPiVOUQI/QvTIOTOIXW O€
peak selling season, 1oy TTou oI TTWAAOEIG
BpiokovTal o€ aixun

stimulate, Tapakivw, KevTpidw

downturn, KGuyn, TITWON, pEiwon

bridge, yepupwvw

gap, Xaopa

schedule, Tpdéypauua

throughout (a period of time), ae 6Ao 10 dIG-
oTnua

campaign period, mepiodog kautTaviag/dia-
@NMICTIKAG EKOTPATEIOG

limitation, Trepiopiopog

confine, TAaigio, 6pio

print, ekTOTTWON, TUTTWHO

spot, aUvToun TNAEOTITIKA dIaQrpIon

be subject to, uttdkeipal oe

provide, TTapéxw, dSnuUIoupyw

expand, eTrekTeivoual

in effect, kata cuvéteia

platform, xwpog, medio, TAaTEOpUQ
communicate, petadidw prAvupa, TTAnpo®o-
pw

aspect, pdon, TTAeupd

fit, appolw, xwpdw



Can get no satisfaction

Marketers spend their time trying to win customers through advertising,
public relations, design and other traditional promotional activities. But many
are missing one of the most important marketing tools ; customer relations and
the art of retaining customers. The message is simple: complaints are a key
to sales.

Most companies argue that they don’t get many complaints, and that this is
a reflection of the success of their product line or service. This, however, is far
from the truth. These companies don’t know how many dissatisfied customers
they have because most dissatisfied customers do not complain.

Complaint apathy

There are three main reasons for not complaining. First, it is not worth the
time and effort to complain. Second, the consumer doesn’t know where or how
to complain in case the product he has bought is defective. And third, there is
a general belief that the company will not do anything about the problem even
if a complaint is made. “But they still buy from us anyway” some company
directors argue. Another myth! The reality is that customer dissatisfaction
seriously affects repeat purchasing.

When a consumer is dissatisfied with a major purchase such as a car, a
domestic appliance, a home repair or an insurance policy, the repurchasing
habits are as follows: For unhappy consumers who do not complain, very few
will remain loyal to the company and buy again. For those who do complain but
do not get any satisfaction, loyalty decreases only a little. When consumers
complain and receive satisfaction and the complaint is dealt with very quickly,
the retention of business level goes up to almost a 100%.
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A.Questions

1. How are marketers trying to win customers?

2. Which is one of the most important marketing tools?

3. Isittrue thatif a company gets no complaints from customers, they have succeeded
in their product line or service?

4. Which are the three main reasons for not complaining?

5. Which of these three reasons, do you think, is the most important one?

6. If you were dissatisfied with a product you bought, would you complain or not?
Why?

7. What happens when consumers complain and receive satisfaction?

8. Would you remain loyal to a company if you complained to them and received
satisfaction?

B.Exercises

1. Fill in the blanks with the proper tense of the verbs in brackets.

a. He..oooooviii for two hours. When is he going to finish? (work)

b. Look! Somebody ..........c..cceveuenneee that window. (break)

c. Youreyesare Wet. .......c.oeevvvevenenn YOU ©oovineviiee e ? (cry)

d. My father ..............cccoee. me how to drive when | was 17. (teach)

e. Where ... YOU oo lastnight? | you
several times but there was no answer. (go, call) .

f. Ann will ring you up, whenshe ...............ccceeeee. . (come)

g. Please, let me know, whenyou ...............cceeee. him. (meet)

h. Thechildren ....................... never........................ to an art gallery before. (be)

2. Give the opposites of the adjectives given below.

a. important f. lazy
b.simple g. capable
c. dissatisfied h. different
d. unhappy i. interesting
e. efficient j- friendly

Now use one or more of the adjectives in the above list - or their opposites - to describe
the following nouns: worker, book, face, customer, girl, person, machine.

3. Complete the following sentences so that they make sense.

a Ifo , you will not get any new orders.



b. If oo, , you should tell them.
Co Ifiii, , it would have sold well.
d. What would you do, if .............coorneee. ?
e. You must complain, if .............ccoeerenee
f. Very few consumers will remain loyal to the company, if ........cooeevevininn. .
4. Fill in the blanks with the appropriate preposition.
a. Marketers try to win customers ..............cccoeeee advertising and public relations.
b. Theart ... retaining customers is one ..............ccccoeeee the most
important marketing tools.
c. Customers’ complaintsare akey ..........cccccoeeeeee sales.
d. There are many reasons ..............ccceeeee. which customers don’t complain.
e. There is a general belief that the company will not do anything ........................
the problem.
f. When a consumer is dissatisfied ...............c.c.... a major purchase, he is not
[10] 1Y buy the same company again.
g. The unhappy consumers will not remain loyal ......................... the company.
h. If the complaintis dealt ........................ quickly, the retention .............cccc.c.....
business level goes .........c..ccees ceviiiiiiiiiiie almost a 100%.
5. Complete the following table:
Noun Adjective
satisfaction | ...
................ traditional
................ promotional
argument | e
product | ...
apathy | .
................ real
loyalty |
activity |
................ domestic

1.

Listen to the passage and say if the following state-
ments are true or false.

Consumers are always aware of their rights.

2. Consumers are protected by law in many countries.
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. By the term “traders” we mean all persons who buy goods.
. No obligations are created between the buyers and the traders.

5. The nature, the price and the description of the goods to be sold should correspond

to the merchantable quality.

6. You are entitled to a refund when after some time you decide that the price of the

item you have bought is too high.

7. If the product doesn’t respond to its description, you can take it back to the shop
asking either for a replacement or for a cash refund.
8. If the product you've bought is not good, you must take it to the manufacturer.
9. The local Citizens’ Advice Bureau can prove helpful for the buyers.
10. “Customers are always right” is always in force.

Vocabulary

get satisfaction, Bpiokw Ikavotroinon, pévw
IKAVOTTOINPEVOG

marketer, £uTTOpOG

customer, TEAATNG

advertising, dia@ruion (n T€xvn)

public relations, dnudoieg oxéoeig

design, TTpoypauuaTioyog, TAGvo
traditional, Tapadoaoiakdg, KAAOIKOG
promotional activities, evépyeieg mpowONn-
ong

miss something, pou dia@eUyel KATI
marketing tool, péoov mpooéAkuong (Tou Tre-
AdTN) yia ayopd TTpoiévTog

retain, kpaTw, dlaTnpw

message, Ufvuua

complaint, Tapdmovo

key, KA€1i

argue, I0XUpifopal, PEPVW WG ETTIXEIPNUA
reflection, cuvéreia, avravdkAaon

product line, o€ipd TTPOIGVTOG

service, uttnpeaia, egutTnPéTNON
dissatisfied, ducapeaTnuévog

complain, TTaparrovoupai

apathy, amdBeia, adiagopia
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it is worth, agiCel

effort, Tpoomdbeia

consumer, KOTaQVOAWTAG, ayopacTrg
defective, eAaTTwpaTIKOG

general belief, yevikn memoibnon
myth, puBog

reality, TpayuartikéTnTa
dissatisfaction, ducapéokeia
seriously, coBapd

affect, etrnpedlw

repeat purchasing, emavaAauBavoueveg / gu-
XVEG QYOPEG

major, onuavTikeg, otroudaiog
domestic appliance, oiKiakr) CUOKEUR
home repair, €mmiokeury oTITIOU
insurance policy, ac@aMigTpIO, ACPANITTI-
K6 ouuBoAaio

habit, cuvnBeia

loyal, ToTOG

loyalty, epymmioToouvn

deal with, IkavoTTolw, avTIHETWTTI(W
retention, diatrpnon

level, etTitTredo

go up, avépyoual, avepaivw



Consolidation exercises

o000 OTw

P00 T

. trip, voyage, journey, excursion, travel (v. and n.); Choose the

correct word to complete the blanks in the following sentences:

The message had .................... from the headquarters to all the branches of the
company.
ltwasa.................... of thousands of miles.
In the course of his .................... round the Mediterranean our manager took part
in various meetings.
Repetitive .................... have exhausted him.
Our travel agency makes weekend ................... to the greek islands.
Theywentonan ................... tothe mountains yesterday.

. advantage, profit, benefit, earnings, income; choose the correct

word to complete the blanks in the following sentences:
(note that “benefit” does not usu. involve money; “profit” always does; “earnings”
generally refers to what may be earned).

Advertising helped the company make a .................... of millions of dollars.
Forthe .................... of their company, they have to make a lot of changes.
Good marketing is of great .................... to every marketer.

He didn'ttake .................... of their offer last month and has to pay £100 more now.
His .................... by writing advertising texts exceed the amount of £10,000 a year.
He wanted over a quarter of his total annual .................... after taxes.

. Rewrite the sentences using “What” where possible. (Note that

“What” can be used as subject or object of the clause but it cannot
be used with adjectives). Do not change the word order.

The thing that | hate about our manager is his arrogance.

The only thing that he cares about is money.

The thing that interests him about his staff is their efficiency.

The thing that he did first, was to inform the personnel about the financial crisis.
The last thing he cares about is his personnel appearance.
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4. Fill in the blanks with words deriving from the ones in capitals at
the end of each sentence.

a. Do................... affectthe sales of a product? ADVERTISE

b. If you travel to countries belonging to the .................... Union, you do not have to
get a visa. EUROPE

C. The it e, are found in the brochure. PARTICIPATE,
REGULATE

d. Is................... included in the price? ACCOMMODATE

e. Advertising is not possible to discover immutable ................... laws. PREDICT

f. The .................. of TV advertising lies in the fact that television is viewed in a
special way. SIGNIFY

g. The.....co.ooeeee lies s @nd ... with advertisers and their

agencies. RESPONSIBLE, FAIR, SQUARE

h. Without the .................... muscle, nothing moves; no films, no print, no media

., and ultimately no advertising .. . . FINANCE, BOOK, BUSY

i. Reporters and [UURPROPRY - (-} undoubtedly entltled to express their own opinion
without any .................... . JOURNAL, RESTRICT

j. There are also that cigarette ...................

bears a close
.................... to other addictions. ARGUE, ADDICT, RESEMBLE

K. .........eee.....  public relations are involved at all levels of the sales and
.................... system. EFFECT, DISTRIBUTE
l. Ifthe .. ceeeeeeeene. a@re dealt with very quickly, the ..

of busmess Ievel goes up to almost a 100%. CONSUME, COMPLAIN RETAIN

5. Complete the table with the verbs and nouns deriving from the
given adjectives.

root adjective verb nhoun

bright
deep
flat
glad
hard
less
quiet
short
straight
thick
weak
wide

—x— - SQ@ "0 o0CTo
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6. Form the adjectives deriving from the given nouns and then form

Pop oo

S L

o

their opposites adding the necessary prefix or suffix.

noun root

adjective

opposite adjective

doubt
care
faith
meaning
skill
gratitude
help
hope
value
use
success
rest

—_—x— = STKQ "0 ao0oTcw

Put the verbs in brackets in their correct form.

He (go) .................... tothe manager’s office when | met him.

He never (work) .................... in the advertising field before.

Mary already (finish) .................... the letter when | entered her office.
YOu (S€€) ...vvvviiiiennns our new commercials? They are fantastic!

They were discussing the new project when the door (open) ...................

John (enter) ...........
They (not have) ....................

veeeeenee the room.
a holiday for six years.

She thanked me for the information | (give) .................. her.
They (prepare) .................... the new programme at present.
He just (decide) .................... that he (undertake) .................... the job.

You look awfully tired! What you (do) ...................
I never (read) .........ccceeneee
astheonel (read) .........cccenue.
He refused to admit that he (cause)

The person whom / who / which was dealing with the correspondence has moved

to another branch.

The advice which / whom / whose we were given proved to be extremely valuable.

an article that (interest) ....................

now.

a lot of trouble.

. Choose the most suitable word in each sentence.

The sales manager whose / that / who was recently hired is very skilful.
The director, which / whom / whose we all liked, retired last week.

me so much



.—?r‘.—'.—'.:-t._o S o

Advertising, who / that / which is a very powerful tool of promoting products, can
become very harmful.

This is the computer programme whose / that / who | told you about.

Your views, who / that / which seemed similar to mine at first, are completely con-
tradictory.

The reporter who / that / whose article has become famous is now in prison.
Commercials who / that / whom are boring and meaningless can destroy the whole
commercial break.

The company whose / who / which sales highly increased two years ago has just
gone bankrupt.

Their campaign, which / who / whom caused a negative reaction of the public, was
finally stopped.

That’s the girl who / that / whose brother is a famous TV broadcaster.

. Choose the most suitable preposition or phrase.

Tom and Mary met in my office completely by surprise / by chance.

They are looking for /in a well-organised escorted tour.

It is important to get under / get across to the people the truth about the power of / on
advertising.

How can Peter and George become partners? They have nothing in common / in
general.

They should be here soon. They are in the way / on the way.

Marketers should have a greater respect at/ for customers’ preferences.

He insisted for /on the correlation between the two cases.

She has to answer for / answer back many difficulties caused in the company.

Do nothing, until you have sorted away / sorted out what you want to achieve.

A good book is preferable at /to a dull film.

Mr Smith is away on business / in business.

Your account over / of events corresponds about / with mine.

10. Complete the following words:

. leaflet

: that can be used or obtained

: room(s) for living in

. going away

: booking

: taking part or becoming involved in an activity
. legally usable or acceptable

: making the price smaller

. paying back received money

. rules or restrictions set by an authority

T T@meo0Tw
= " S <T T o0 0T
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. incorrect; mistaken

. importance

. a particular make of goods or their trade mark

: send out radio or television programmes

. give somebody the right or the authority to do something

. strong impression or effect on somebody or something

: complaint

. series of planned activities with a particular
commercial aim

errrirereeeee - give somebody a piece of work to do

t. i.......ccccececeeeee. - motive; financial encouragement

A - B
o@Q@ "o o oT OO

»
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11. Flight, drive, ride, tour: Use each one of the words twice to com-

®oo0 oW

=h

plete the following sentences:

The ..ooiiiiiis has been cancelled because of fog.

The orchestra is currentlyon ................. in ltaly.

“Would you like a .................. on my motorbike?” He asked me.

They have gone on a guided ................. of the district.

As there was another .................. in half an hour, | didn’t have to wait at the
airport for long.

He said he could .................. a car.

Heusedto.................. a Jaguar two years ago.

She would like to have a .................. on a horse.

12. May, should, must, will: which of the words best complete the

oo

Se oo

following sentences:

If | see George, | .........cceuee give him your message.

You had better take an umbrella, because it .................. rain.
e —— anyone phone, tell them | am busy.

You have been working the whole day. You .................. be exhausted.

If he is the owner of the company, he .................. be very rich.

Visitors .......covvevnene leave the museum before 4 p.m.

[thinkyou ................. try harder, if you want to get the job.

.................. you help me with my luggage, please?

Howlong .................. the tour take?

.................. | suggest another time for the meeting?

'mnotsurebut!................. have forgotten my keys in the office.

We ..o have bought a new lock for the front door.
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words in column B.

13. Complete the words in column A to form the antonyms of the

A B. A. B.
AP private k. u.. .. fairly
b.p compulsory L g, cheerful
C.d . arrive mb ... exciting
de ., contract; shorten n. a ... ... forbid
€ exclude 0. p.. .. loss
f.s loose p. s... .. objectively
OV oo unimportant qg. p ... .. weak
h.od . be against S e failure
@ tiny S. C.. ... inability
Jo € good t. m.. .. proud
14. Complete the table below.

Verb Noun Adjective

challenge | ..iin |

beautify | ..o ]

wonder | e ]

collect | o

decide | e |

differ | |

enjoy | e

rely | e

dominate | ..o |

destroy | e |

admit | s

restrict | ]

corrupt | e

object | e

contribute | ..o |

15. Choose the most suitable word/s underlined.

a. They are looking for a well-organised/well prepared escorted tour.
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She has asked different travel agencies for their brochures to get some advice/
information about their Greek tours.

You have to take into consideration the participation reservations / participation
regulations indicated in the brochure.

She won't be long. She’s just packing her last luggage / suitcase.

You have to check in / check up an hour before the plane leaves.

The morning flight to Corfu was cancelled/ delayed for two hours because of thick fog.
The plane from Rome has just grounded / landed.

| hope that you will enjoy your flying / flight.

A sign above the seats in the plane says “Fasten your lifebelt / seat belt’.

All duty free goods must be declared / surrendered at the customs.

They bought two simple / single tickets, as they were going to return by car.

The plane fook off / took up and was soon high over the city.

. Airline companies do not accept any liability in any way with respect to rafe

standads / price standards.
Unused services are refundable / returnable at the issuing office only.
Most hotels grant 50% restriction / reduction for children up to 5 years of age.

16. Match the following prefixes with the correct form of the words in

eapow

.—_z-‘.—'.—'_:-cp o

capitals at the end of each sentence and fill in the blanks.

semi-, dis-, in-(im-, ir-), mis-, ex-, non-, over-, sub-, under-, un-

Joan..........e... the responsibility for the changes in the office decoration. TAKE
Don't let his friendly words .................. you into trusting him. LEAD
Teachers must notbe .................. with slow learners. PATIENT
He accused the board of directors of .................. the shareholders about the
budget. INFORM
They sat around the director's desk ina .................. . CIRCLE
Thereisa .........ccoeee.e. beneath the main title of the book. TITLE
An person should not be a chairman. EFFECTIVE
Jimmy Carter is one of the .................. of the U.S.A. PRESIDENT
She may forget to post the envelope. Sheisan .................. person. RELIABLE
The employer expressed his .................. that she arrived late. SATISFY
| have been rather .................. it lately; | need a holiday. DO
They .................. her abilities. Actually she is a very good clerk. ESTIMATE

. The business turned out to be ................. and soon closed down. PROFIT-
MAKING
They cannot trust Paul. His behaviouriis .................. . RESPONSIBLE
Whatistherate of .................. between the dollar and the pound? CHANGE
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17. Solve the puzzle and find the two hidden words in the central

vertical column.

a class of goods which is the product
of a particular firm or producer
(a sum of) money used for starting a

the newspapers, television and

1 L |

2.

3.

4.

5.

6.

7.

8.

0 | RN
10.

1. |

12.

13, |

14. |

15. L

1. aim or intention 10.

2. aplan of how to spend money

3. customary behaviour 1.

4. to handle or control business
5. that can be trusted 12.

6. booklet radio
7. a person who does business for 13.

another

helps you to understand

9. fellow workers, esp. in a profession

14.
8. something that explains, answers, or ~ 15.

the act of trying

(a) repayment

a spoken or written piece of
information passed from one person
to another.

18. Rewrite the sentences using the prompts given.

a. Do you think advertisements affect the sales of a product?

He wanted to KNOW if ..o
b. We want to enjoy our vacation from the first to the last minute.

Peter said (TNat)......cooeeeeee e
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. We visited the best places in Greece.

Jane told me (that) ........coooiiiiei

. Jane has looked through different programmes.

John mentioned that ...
. You are the most suitable person to do this work.
He told her (that) .........ccoooiiiie e

. Write your full name, please.

The hotel owner asked her politely ...

. Could you please arrange that for me?

She asked me Politely if .......cccvveriviieeeiee e

. What would you suggest?

He wanted to KNOW What..........c..oeeiiiiiieee e

Don’t write anything more in your CV.

The clerk adViSEd ME.......oooeeeeeeeeeeeee et

We will consider the matter tomorrow.

The director announced that ............occveeeeiei e,
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UNIT 6

Chapter Function Language work
1. Market: an Describing facts, rules and Matching synonyms - Adding
inexhaustible field regulations - Acquiring prefixes/ suffixes to form antonyms
vocabulary - Listening - Formation of nouns - Gap filling
with prepositions - Identifying the
doer - Answering questions
2. Could a product be Toning down information Identifying words with their

marketable without
the help of the
market research?

and giving advice - Acquiring
vocabulary - Emphasising the
doer - Listening

definitions -Gap filling with
prepositions - Forming derivatives
- Forming adverbs - Identifying the
doer - Active — Passive Voice

- Answering questions

. Wanted: an identity

Defining a science - Acquiring
vocabulary - Using the correct
verb of speaking - Emphasising
the doer and processes

Completing sentences with
derivatives

- Identifying words with their
definitions

- Gap filling with prepositions
- Sayl/ tell/talk/speak - Active
— Passive Voice

The creative urge

Expressing views and opinions
- Giving advice - Narrating facts
- Acquiring vocabulary

Identifying parts of speech

- Identifying words with their
definitions - Identifying True-False
statements - Forming nouns

- Matching synonyms

. Evaluation checklist

Giving instructions
- Acquiring vocabulary
- Reporting questions

Making questions - Finding
antonyms - Forming derivatives

- Completing sentences with
specific words - Indirect questions

. Promotions: Legal,

decent, honest,
truthful

Describing rules and principles
- Acquiring vocabulary - Giving
advice - Dealing with -ing and
-ed clauses

Identifying words with their
synonyms

- Identifying True - False
statements - Forming derivatives
- Completing sentences with
present or past participles

7. NPD: Recipe for Giving advice - Expressing Gap filling with prepositions
success opinions - Emphasising pro- - Identifying words with their
cesses - Acquiring vocabulary synonyms - Odd-man-out
- Writing compositions - Forming derivatives - Active
Passive Voice - Guided composition
8. The management Describing organisations Matching synonyms - Forming

field - Defining jobs - Acquiring derivatives - Gap filling with
vocabulary - Revising tenses prepositions - Identifying the doer
- Listening - Completing sentences with verbs
- Answering questions
9. Going into Requesting and giving Identifying True-False statements
partnership information - Acquiring - Forming words - Adding prefixes
vocabulary - Reporting ideas to form adjectives - Identifying
words with their definitions
- Direct — Indirect Speech
10. Credit cards Describing facts, obligations Identifying words with their

and requirements - Acquiring
vocabulary - Speaking

definitions - Forming derivatives -
Forming comparatives

- Completing sentences with
prepositions - Supporting ideas
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Unit 6

Marketing, management
and purchasing
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Market; an inexhaustible field

To most people market means a building or any open place where buyers
and sellers meet to trade in goods. The open areas where a market is held are
commonly named market-places.

However, in the business world, market is a variety of specialized terms
and meanings. Some say that it is the total public demand for an article or
a commodity. Some think it is the present or possible future demand of the
commodity. Others regard it as the state of trade in certain goods and especially
as the rate of buying and selling. According to the economic theory, market
means an organized group of buyers and sellers of a particular economic good
who are sufficiently in touch with each other. This is done for all of them to
know the current conditions of demand and supply, so that there is only one
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price, called the market price. In other words, the market price is the price
of an article or a commodity that is current in the market. The price halfway-
between the bid price and the offered price is what traders call middle or
mean price.

The marked price has nothing to do with the market price. It is the price
marked on goods sold in shops. In some countries, retailers are forbidden by
law to raise the price, once the goods have been marked. Another limitation
on the raising of prices is when a government acts to control prices in times
of inflation. This is a necessary step to prevent the cost of living from rising,
especially during a wage freeze. In this case, we say that there exists the price
freeze.

Market, of course, is an inexhaustible field. When a country or an area has
been declared to be closed to all producers and sellers, except a monopolist
or his licensee, then we have a closed market. On the contrary, when in a
country or in an area — by agreement — several manufacturers or their agents
are free to compete with each other in selling their products, then there exists
the open market. It is also called free market and when it exists, buyers
and sellers are free of interference and control. Therefore, they are able to
determine the market price according to the forces of supply and demand.

When the market is in a state of activity and certain stocks are popular,
marketable and easily or quickly sold and bought, then the market is called
active or ready. Limited market is just the opposite. It's a market in which it’s
difficult to find buyers and sellers for a particular reason.

Restricted market is the one into which a producer has agreed with one
or more other producers to restrict, that is to say, to limit his selling in order to
avoid competition.

Many commodities and products, are in need of the fringe market. This
is the market for small containers used for the pre-packing of some products,
especially the liquid ones, or the liquid gases.

Any lawful trading in goods that are scarce at a particular time and,
therefore, command a much higher price than the normal one, is called grey
market. But don’t confuse “grey” with “black”. Black market is the unlawful
trading in goods that are scarce, either because supplies are officially rationed
or forbidden, or because prices are controlled by government order.

A.Questions

1. What is the common name of the open areas where a market is held?

2. |Is the meaning of “market” in the business world as simple as it is for most people?
3. What do we mean by the term “market price”?

4. Is the “marked price” the same as the “market price”?
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5. What is a necessary step governments have to take in order to prevent the cost
of living from rising, especially during a wage freeze?
6. When do we have a “closed market™?
7. How do we call the market system according to which several manufacturers or
their agents are free to compete with each other in selling their products?
8. Is the term “ready market” the same as the term “active market"?
9. How do producers agree to avoid competition?
10. Can you refer to some products which are in need of the “fringe market™?
11. Does the term “grey market” refer to the increase of prices when a commaodity is
scarce at a particular time?
12. How do we call the unlawful trading?

B.Exercises

1. Match the following:

a. market 1. traders

b. buyers and sellers 2. item

c. isheld 3. trading

d. article 4. product

e. commodity 5. named

f. called 6. takes place

g. in touch with 7. misunderstand
h. current 8. producers

i. forbidden 9. valid

j- agent 10. representative
k. manufacturers 11. not allowed

l. confuse 12. in contact with
m. economic good 13. reserved market
n. restricted market 14. benefit; profit

2. Add the suitable prefix or suffix to form the opposite meanings to
the following:

possible
certain L
sufficienty
necessary  eeeeen
exhaustible ...
licensed
abe Ll

@mpoo0oTe
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h. meaning ...
i limt
jo normal

3. Which persons do the following?

buy
sell
trade Ll
market L
supply
retal
produce e
compete
manufacture ...
control

o se@mo o0 T

4. Fill in the blanks with the correct prepositions.

: T the business world, “market” is a variety .............. specialized terms
and meanings.

b. Keeping .............. touch is useful .............. all the traders.

Covrrernneeenne other words, the “market price” is the price .............. an article or a
commodity that is current .............. the market.

d . the contrary, ifthereisanarea .............. which several manufacturers
arefree............. compete .............. eachother .............. selling their products,
then there exists the system .............. the “open market”.

e. Many commaodities are .............. need.............. the “fringe market”.

f. You shouldn’t confuse the “grey” .............. the “black” market.

g. Prices are usually controlled .............. government order.

h. Is this system .............. simple .............. it was expected .............. be?

5. Form the nouns deriving from the list below. (Remember that
some nouns have the same formation with their corresponding
verbs).

a. market e. demand i. determine
b. trade f. limit j. compete
c. vary g. govern k. produce
d. mean h. agree l. supply
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le==] Listen to the dialogue and answer the questions.

What is Sue’s recent job?

NGk ®d=

What do they manufacture in the company she has been hired?

Who is she talking with in the dialogue you've just heard?

How long has Sue been working with that company?

Has she understood everything about the meaning of “marketing™?

What does “marketing” mean according to Jane?

Which services does “marketing” also include?

Does Jane say that “marketing” also includes product research, planning,

manufacturing, pricing and lots of other things?
9. What is the proportion of the final cost of a product as compared to the marketing

operations?

10. Which example does Jane give related to the improvement in marketing

techniques?

Vocabulary

inexhaustible, ave¢avtAnTtog

field, Topéag

trade, sutropeUopal, EUTTOPIO

be held, AapBdavw xwpa, yivopai

specialize (in) ege1dikelw, e€e1dikelopal
term, 6pog

total, (ouv)oAikdg

demand, ataitnon, ¢nTnon

article, €idog, Tpoidv

commodity, eyrépeupa, TPOIdV

regard (as) Bewpw (cav)

state, kardoTaon

rate, Tiun

economic good, OIKOVOUIKO OPeAOG/TUUPE-
pov

sufficiently, emapkwg

current, Tpéxwyv, UTTAPXWYV, 1I0XUWY
condition, ouvBrkn, katdaTaon

supply, Tpoopopd, €@odIacudg, TTPounBEIa
(TrpoidvTwv)

market price, ayopaia TIuf, TpéXouoa TiUA
EUTTOPEUPATOG

bid price, Tiur) TTPOGQOPAG CUPPETEXOVTOG OE
dlaywviaguo

offered price, Tpoo@epduEVN TIUN
middle/mean price, evdidueon TiuN

marked price, n TIA TTOU avaypAaPeTal TTAVW
OTa TTPOIOGVTA
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retailer, éutropog Alavikig TTWANONG

law, vopog

raise, aufavw

limitation, Trepiopiopog

inflation, TTAnBwpioudg

prevent, eptrodidw

rise, auavopal, aveRaivw

wage freeze, Taywpua piIocdbwv

price freeze, Tadywpa TIHWV

declare, dnAwvw, opidw, KNPUGOW
monopolist, 0 £xwv T0 HOVOTTWAIO TTPOIGVTOG
licensee, 0 kaTox0G ad€iOG, VOUIPOG EKTTPO-
owTTog

closed market, povoTTwAIO, ATTOKAEIOTIKOTN-
Ta (Y10 TNV TTWANGCN TTPOIGVTOG)
manufacturer, KaTaOKEUAOTAG, BIOPAXAVOG
agent, eKTTpOOWTTIOG, AVTITIPOOWTTOG
compete, avraywvifoual, cuvaywviopai
open market, eAeUBepn ayopd

interference, avaueign, eméupaon
determine, TTpoodiopilw, kaBopidw

force, duvaun, 10x0g

stocks, eptropelpara
marketable, epmTOpeUOIYOG,
TTPOG TIWANCN

limited, TTepiopiopévog
restricted, Tepiopiopévog (Bdoel vopou n
gupewviag)

KOTGAANAOG



fringe market, ayopd TpoidvTwv cuokeua-
oiag

container, 50xgio / KIBWTIO CUCKEUOTIOG, EUTTO-
PEUPOTOKIBWTIO

packing, cuokeuaaia

pre-packing, cuckeuaoia TTPOoIGVTWYV TIpIV aTd
Tn &1d6e0n Toug TNV ayopPd

lawful, vépipog

scarce, OTTaviog

command, emRAAW, aTTAITW

grey market, utreptipnon, avatipnon
black market, paUpn ayopd
officially, emionua

ration, Trepiopidw, emMBAAAW (SeATIO)
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Could a product be marketable without the
help of the market research?

] t

& &
i~
4

Before any commodity comes on the market, producers and marketers
should know if it corresponds with the public demand. In this way, they will
avoid the danger of losing money by producing or marketing a product that is
not going to sell well.

Any work done for finding out what kind of goods consumers want, how
much they are willing to spend and how they can be convinced to buy, lies
in the field of the market research. The information collected by the market
research is used by manufacturers before they produce a new product and
put it on the market. Market researchers make a market survey using
various methods, such as questioning large numbers of possible consumers
and retailers. Further research on the tastes of the consumers, their habits,
theirincomes and their possessions is what business people name consumer
research. This kind of research is carried out through consumer surveys
and market tests. Market tests are primarily held in small areas by selling the
product under research there.

The branch of the market research that examines the reasons why
people choose to buy one or another brand of goods rather than others is
called motivational research. The use of scientific methods, especially
mathematics, to solve industrial, financial and commercial problems belongs
to the field of the operational research. In this way, businessmen are helped to
make sensible decisions on present and future action.
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The choice of the most effective ways of advertising a particular product
is made through the advertising research. The analysis of the results of the
most effective ways of advertising is part of advertising research practices.

Market research, in general, has helped market to make great strides in
the improvement and marketability of a product. Furthermore, it's a latest
commercial field where a large percentage of the workforce is occupied.

A.Questions

1. Why should producers and marketers know if a new commodity corresponds to
the public demand?

. What does the field of the market research include?

. Mention the method which market researchers use to make a market survey.

. What is a consumer research?

. Where are market tests held?

. What do business people call motivational research?

. In which field do they use scientific methods to solve industrial, financial and
commercial problems?

. What does the advertising research involve?
9. Has market research helped in the improvement and marketability of a product?

10. Are there many people occupied in this latest commercial field?

NooabhowbdN

©o

B.Exercises

1. Find the words in the text which have the same meaning as the
following:

an article of trade or commerce

is in agreement; matches

persuaded

sector

serious and detailed study of a subject, that is aimed at learning new facts, scien-

tific laws, testing ideas, etc.

a firm that produces or makes goods, esp. by machinery or other industrial

processes

g. a general examination or study (of conditions, opinions, etc.), esp. carried out by
asking people questions

. apersonal liking for something

performed or completed; fulfilled

take place

producing the desired result

techniques; methods

PopoTw
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. Complete the sentences with one of the following words: pro-
ducer, marketer, manufacturer, salesman, clerk, assistant,
businessman.

. If you don’t have the necessary qualities to be successful in business, you are not
muchofa ......ccoccvevvvnne

. Heisthebest.........cccoovvrnnns we have ever had. He persuades our customers
to buy every new product that comes on the market.
A, does not direct the actors, but has the general control of the

money spent on a film or play.
. The shop was very busy and we hired an extra .. .
. The vacuum cleaner didn’t work properly and they told me to send it back to the

. Before any commodlty comes on the market, the ..........cccceeenee should know if
it corresponds to the public demand.

. Fill in the blanks with the right preposition.

. Any work done .............. finding ............... what kind ............... goods
consumers want, belongs ............... the field ............... the market research.

Aot commodities come ............... the market, but only a few
correspond ............... the public demand.

. There should be a furtherresearch ............... thetastes............... the consumers.

. The consumer research is carried ............... by means of consumer surveys and
market tests.

. The choice ............... the most effective ways ............... advertising a product is
made ............... the advertising research.

. Market research, ............... general, has helped market ............... make great
strides ............... the improvement and marketability ............... products.

. Who are the persons who deal with the following?

a. producing e. consuming

b. advertising f. selling

c. doing a research g. operating

d. collecting h. manufacturing

. Rewrite the sentences using the new prompts.

. I shouldn’t have convinced him to deal with-market surveys.
HE et bbb et re e
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He had collected the necessary information before he put the new product on the
market.

The necessary information ....................... before the new product ....................
He carried out an investigation into the cause of the product’s failure.

AN NVESHGAtION ..cvviiiice e
If we don't hurry, they will have sold everything by the time we get there.

If we don’t hurry, eVerything ..........ccooe i
You could have solved your financial problems, if you had had a partner.

Your financial ProblEMS .........cc.eoviiiiiec e
Paul has chosen some very impressive and persuasive advertisements.

Some very impressive and persuasive advertisements............ccccveeveveve i,

. Complete the table.

Adjective Adverb

dangerous | ...
wiling |
various | e
possible |
.............. primarily

.............. specially

sensible |
effective |
general | .

==| Listening

Listen to the passage and answer the questions.

Noakrowbd-=

What did Panos ask John? Why?

What is John's job?

What are Panos’ thoughts about the saleable and the unsaleable products?
Where could John find a copy of the sales figures?

What was the problem with the products which were left unsold?

Why did Panos have to send a sales letter to all potential customers?

What was the best settlement he could achieve to avoid loss of profit?
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Vocabulary

product, Trpoidv

marketable, eutropedoipog, KatdAANAog TTpog
TTWANON

research, épeuva

commodity, €idog, ayabo, Tpoidv
marketer, £uTTOpOG

correspond (with sth), avramokpivouai o,
OUNQWVW HE

the public, 1o koIvo

demand, ¢Tnon, amaitnon

avoid, atopeuyw

market, epmropevopai

goods, ayad, Trpoidvta

consumer, KOTOVOAWTNG

willing, TpéBupog

convince, TT€ibw

manufacturer, KATAOKEUAOTAG, BIOPAXAVOG
researcher, epeuvnTig

survey, £peuva, NEAETN

question, epwTw

retailer, TwANTAG AlavikAG TTWANONG
income, €1I065Nua

possessions, 1510KTNCia, TTEPIOUTIa
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carry out, JIEKTTEPAIIVW

be held, die¢ayoual, AauBavw xwpa

branch, kKAddog

brand, pdpka / gippya (TrpoiévTog)
motivational research, épsuva KIviTpwV (yia
TNV ayopd TTpoidvTog)

scientific, emoTnuovikog

solve, AUvw

industrial, Biounxavikdg

financial, oikovopik6g

commercial, EuTTopIKOG

operational research, £peuva yia Tnv (KaAn)
AeIToupyia eTTIXEIPHOEWG

sensible, Aoyikdg, 0pB6g

effective, amoreAeopaTikog, aTOd0TIKOG
analysis, avaAuon

practice, Texvikn, pé6odog, epapuoyn

stride, peydho Bripa, dpackeid

make great strides, onueiwvw PeydaAn emiTu-
Xia, TTpoodelw aAPaATWOWG

improvement, BeAtiwon

percentage, TocooTiaia avaloyia
workforce, epyariké duvapikéd



Wanted: an identity

What is marketing? Leave aside, for the moment, popular definitions such
as “the right product, at the right time, in the right place, etc. etc.”. Is marketing
a science which can be accurately measured? Is it a set of skills which can
be learned? Is it a philosophical basis for running a business? Is it all of these
things, or none of them?

This is really an academic question. According to a specialist in the subject,
it has achieved at least some recognition from the well established disciplines
like psychology or sociology. Now, however, it faces an identity crisis. Why?
Apparently because some academics still yearn for a more scientific basis for
their subject.

Some others would like to define marketing as the study of “transaction”
or “exchange” science. Marketing, it can be argued, is about common sense.
As the above expert says, the need is to develop a professional concept of
marketing that will satisfy the needs of theorists, practitioners and society at
large.

A.Questions

1. Give one popular definition of marketing.

2. What has marketing achieved, according to a specialist’s view mentioned in the
text?

Why does marketing face an identity crisis in our days?

How do others define marketing?

What will the development of a professional concept of marketing satisfy?

oo
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B.Exercises

1.

Using the prompts given, rewrite the sentences below without
changing their meaning.

They can learn this set of skills easily.

This SEE OF SKllS......cviiiiiiiiceee e s
Disciplines like psychology or sociology have recognised marketing.

MAIKEEING ...
The company achieved a 100% increase in profitability last year.

A 100% increase in profitability ..o
The development of a professional concept of marketing will satisfy the needs of
theorists, practitioners and society.

The needs of theorists, practitioners and society..........cccccoeviivevevcvece i,

. Use the form of the word in capitals at the end of each sentence

that fits suitably in the blanks.

Example:
There are a lot of popular definitions for marketing. DEFINE

a.

b.

o o0 Tw

People give several definitions for marketing but they are not ............ccccocee
SCIENCE

Talking ......oovvvoviiiiene, , we can say that marketing is a set of skills, which can
be learned, and a philosophical basis for running a business. ACADEMIC

We can look back with ...........c.cccceeeee. on a job well done. SATISFY

Marketing has achieved some ..........cc.ccccueneenee. from psychology and sociology.
RECOGNISE

Some academics define marketing as the study of ............cccceee. or exchange
science. TRANSACT.

. Find the words in the text which match the following:

a special ability to do somethingwell ...
an exact statement of the meaning ...
a branch of learning studied at a university ...
theoretical
liked by many people L
topic/matter
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o semeoo T

Fill in the blanks with the appropriate prepositions.

A popular definition ................... marketing is: “the right product ....................
the right time, .................... the right place.”
Is marketing a set .................... skills which can be learned?
Is it a philosophical basis .................... running a business?
According ..........cc....... Specialists ................. the subject, it has achieved
... least some recognition..................... some well-established disciplines.
Some academics yearn .................... a more scientific basis .................... their
subject.
There is the need ........... . develop a profeSS|onaI concept ..
marketing that will satisfy the needs . theorists, practltloners and
society .................... large.

. Use the correct form of say, tell, talk or speak to fill in the blanks.

Remember:
tell sb. that
say { ::)y/ tsrtlﬁt to sb. tell tell sb. to do .Sth'
said “.." tell the truth/lies/a story
’ tell sb. how to do sth.
speak to sb.
talk{ talk about sth. speak{ speak/well/badly
speak English/German
How many languages can you .................. ?
Some specialists .................. that marketing faces an identity crisis.
Canyou ........cceeueee. me what the meaning of the word “transaction” is?
Honest people always .................. the truth.
Actions .........c.o..... louder than words.
There is an important matter the manager wantsto .................. about with the staff.
I you not to print this announcement. We are going to change it.
She didn’t .................. everything to me.
When heis ................. to the staff, he expects them to be quiet.
We'll meet, ... , at twelve if something unexpected doesn'’t arise.
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Vocabulary

wanted, {nTeiTai

identity, TautoTnTa

marketing, TEXVIKI TNG EUTTOPIAg TWV TTPOIO-
VTWV, JAPKETIVYK, Sladikacia Tng Trpowbnaong
Twv ayabwv otnv ayopd

aside, katd pépog

definition, opiopog

science, €TMIOTAUN

accurately, akpIBwg

measure, UETPW, UTTOAOYI(W

set, aeipd, auvolo

a set of skills, ogipd emdeglotTTWV
philosophical, piAoco@ikég

run a business, dieuBUvw/diaxeipiCopal/diol-
KW TTIXEIPNON

academic, (ouad, €1TiB.), akadnuaikdg, Bswpn-
TIKOG

subject, Bépa

achieve, TTeTUXQIVW, KATOPBWVW
recognition, avayvwpion

well-established, kaAd edpaiwpévog/ kaBiepw-
pévog

discipline, emoTNUOVIKOG KAGSOG, TOPEAG YVW-
oswv
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psychology, wuyohoyia

sociology, Kolvwviohoyia

face, avTipeTwidW

crisis (TTANnO. crises), kpion

apparently, TTpo@avwg

yearn, 106w, AayxTapw

scientific, emoTnuovikdg

define, opilw, kaBopilw

transaction, guvaAAayr|, docoAnyia, euTTopI-
Kr| TTPAgN

exchange, avraAAayr|, cuvaAAiayr)

argue, uTToOTNPICW (YVWHN), aTTOdEIKVUW
common sense, KOIVI] AOYIKI)

expert, €101K6G

professional, eTTayyeApaTikog, emayyeApariog
concept, 15¢a, ouveidnan, avtiAnyn

satisfy, IkavoTroIw

theorist, (0) BewpnTIKOG

practitioner, erayyeApariag, (0) aoKwv €AY~
YEAUQ

society, koIvwvia, KOIVwVIKO GUVOAO

at large, ev yével, yevika



The creative urge

There is a story, current among personnel managers in big companies,
of a graduate who applied for a job at a big company. The interviewer asked
him what department he wanted to join; marketing, finance, production,
exploration or something else? The graduate thought for a bit, then said: “|
want to be a businessman”. The story doesn't relate, but we may assume
that even if he had joined that company, he would have been both unhappy
and unsuccessful. It's almost certain that he wouldn’t have any initiative. The
fact is that big companies tend to be staffed with specialists, and the bigger
the company, the narrower the specialization becomes. That is the reason
why big businesses don’t have room for entrepreneurs, and part of the reason
why they don’t innovate. The mistake is to assume that innovation is natural,
creative and spontaneous.

The business must be organised to allow the new ventures to thrive and
the newcomers to work creatively. Management rewards and plans must be
developed according to the new venture (and must not be an extension of the
existing practice).
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Many companies, of course, have tried to do something like that with

varying degrees of success. It’'s never quite easy to separate the new ventures
from the parent company’s smothering embrace.

Therefore, it is right to point to the absurdity of leaving innovation to chance

or the creative urge. All the new growth markets and jobs deserve more
consistent and energetic efforts to be developed.

A.Questions

1. What kind of departments are there in big companies?

2. How would the graduate have felt if he had joined the big company mentioned in
the text? Why?

3. Who do big companies tend to be staffed with?

4. How must the business be organised?

5. According to what must management rewards and plans be developed?

6. Have companies always fully succeeded when trying to do something like that?

7. Is it easy to separate the new ventures from the parent company’s smothering
embrace?

8. What do new growth markets and jobs deserve?

B.Exercises

1. Find the words in the text which mean the following:

a. the people employed by a company

b. producing new and original ideas

c. the ability to make decisions and act without help

d. permit

e. different

f. the act against reason or common sense

g. to be worth of

h. cause to grow, increase

2. Say whether these statements are true or false.

a. The graduate wanted to join the finance department of the company.

b. If he had joined the company, he would have been happy.

c. The business must be organised to allow newcomers to work creatively.

d. Management rewards and plans must be developed according to the new venture.

e. I's always easy to separate the new ventures from the parent company’s

smothering embrace.
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3. Identify which of the boldfaced words is a verb, noun, adjective,
or adverb. Use any three of them in sentences of your own so that
their meaning is clear.

The business must be organised to allow the new ventures to thrive and the
newcomers to work creatively. Management rewards and plans must be developed
according to the new venture (and must not be an extension of the existing practice).
Therefore, it is right to point to the absurdity of leaving innovation to chance of the
creative urge. All the new growth markets and jobs deserve more consistent and
energetic efforts to be developed.

4. Match the following:

a. manager 1. a person in business, esp. as a director of a business
firm

b. graduate 2. a person who makes the plans of a business

c. interviewer 3. someone who controls a company or a department of a
company

d. businessman 4. one who has recently come (or has begun coming)

e. specialist 5. a person who takes great risk

f. entrepreneur 6. someone who asks questions (of sb.) in an interview

g. venturer 7. a person who has completed a University degree course,
esp. for a first degree

h. newcomer 8. (an) expert

5. Complete the following blanks.
Verb Noun

graduate
apply
interview
jon
produce e
explore
think
relate L
assume e
tend L
innovate L
create L
organize .
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venture
develop
extend
practise
ty
separate
embrace
grow

Vocabulary

creative, dnuIOUPYIKOG

urge, TTapOpUNON, Tdon

current, €1TiKaIPOG, ETTIKPATWV

personnel manager, di1cuBuUVTAG TTPOCWTTI-
KoU

graduate, ammo@oITog

interviewer, autdg TToU TTaipVEl GUVEVTEUEN
department, Tpfua, KAGd0G, uTTNpETia

join, ouvepydadopal, CUPTIPATTW, HETEXW
marketing, papkeTiv, 01adIKACIQ/TEXVIKI TTPO-
wenaong TPoIdVTWY aTNV ayopd

finance department, Turua OIKOVOUIKWYV
production department, Tufua Tapaywyng
exploration department, Tpurjpa epeuvwyv
relate, cuoxeTiCw (-opai), £xw oxéon
assume, UTTOBETW, (TTapa)déxopual

initiative, TrpwToBoulia

tend, Teivw, péTTw, KAivw

staff, emavdpwvw, oTeAexwvw

specialist, €101kdG, euTTEIPOYVWHWY

the bigger... the narrower, 600 O peya-
AOG... TOOO TTI0 OTEVOG

specialization, ()c1dikeuon

entrepreneur, dIOXEIPIOTNG, ETTIXEIPNUATIOG
room, XWpPOg, KeVO
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reason, AOyog, aItia

innovate, KaIvoTopw, vewTepidw
innovation, kaivotopia, vewTepIoPog
spontaneous, auBépunTog

venture, 1mixeipnon, SouA&id, TOAuNua, eyxei-
pnua

thrive, sudokipw, avatrTiooopal, HEYOAWVW
reward, avrapoifr, empBpdpeucn
develop, avamtioow, e¢eAicow
extension, TTapdrtaon, €TTEKTOON
existing, uTTadpxwv

varying, 1oIKiAog, 81d¢popog

degree, BaBudg

separate, xwpilw, atroxwpilw, aTTOCTIW
parent company, unTpIkr eTaipia
smothering, A0QUKTIKOG, ATTOTTVIKTIKOG
embrace, aykdAiaoua, TePITITUEN

point to, Tovidw, emonuaivw

absurdity, To TapdAoyo, avonaia
chance, TUxn, oUPTITWON

growth, avarmTuén

deserve, dikaioUual, pou agicel
consistent, cuveTg, 0TaBepdg
energetic, evepynTikog

effort, TpooTrddeia



Evaluation checklist

The following checklist is not a complete magic formula for a product’s success,
but it offers a set of excellent guidelines.

ONHLWN -

. Is the product rarely available through retail stores?

. Is it new or exclusive?

. Will the price be lower than elsewhere?

. Is the product practical and functional?

. Does the product offer a saving in time, labour, space or cost?

. Does the product have features that can be demonstrated by multiple

illustration?

. Does the product offer an advantage over an established and successful

product?

. Does the product have a “two-in-one uses” feature?

. Does the product help to organise some aspect of the user’s lifestyle?
10.
1.
12.
13.

Does the product utilise new technology?

Does the product have good copy potential?

Is the product fashionable or linked to a current lifestyle trend?
Does the product have a commemorative value?
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14. Does the product have any investment value?

15. Is it convenient for customers to purchase the product by mail order?
16. Is there a collectable appeal in the product?

17. Is the product suitable for shipment by mail or carrier?

18. Is there a novelty in the product?

All these factors must be weighed, and that is where the marketer needs expert
advice; the sort of advice that merchandisers supply.

A.Questions

1.

Is it certain that if the checklist is adopted, the product will succeed?

2. Which five of these guidelines do you think are the most important for the success

>

of the products?

Can you give an example of a “two-in-one uses” product?

What kind of product would have a collectable appeal to you?

Would you buy a new product if it were cheaper than others but not so practical? If
yes, why? If no, why not?

Can you think of a product having investment value?

B.Exercises

mp oo oy

. Which questions in the text respond to the following answers?

Yes, it's the most practical thing I've ever bought.

Certainly. In no time at all, your dishes will be shiny clean.

Of course, you'll find the lowest prices there.

By mail order.

Yes, you can use it as a frying-pan and as a roast-pan.

Yes, because this stamp is commemorative of the establishment of the European
Union.

. Rewrite the sentences using the new prompts.

Is the product new and exclusive?
He wanted to KNOW..........ccccceveveieie v
Will the price be lower than elsewhere?

Does this production method utilise new technology?
He wants to find out ...
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. Is there a novelty in the product?

He asked the assistant..........ccccccccevvvvivnnnene.
Have you thought of changing your lifestyle?
He wanted to KNOW..........ccccveveecenicr e

. Write the opposites of these words and form sentences with them,

so that their meaning is clear.

a. lower

b. advantage
C. organise
d. suitable

e. practical

f. successful
g. complete
h. new

. Complete the table below.

Noun

Adjective

Adverb

complete
excellent
rare
available
exclusive
practical
functional
multiple
successful
good
fashionable
current
commemorative
suitable

e

. Complete the sentences using the following words: novelty,

collectable, checklist, investment, purchase, advantage.

You can find the new government measures in this ................... .
An old product has the ................... of being known to the customer over a new

one.
High quality is not a ................... to this company. Their products are always
excellent.

He has madean .................. of £10,000 in a growing company.

There is always a ................... appeal in stamps.

Alot of customers ................... their clothes by mail order.
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Vocabulary

evaluation, exTipnon, agioAdynon
checklist, katdAoyog, AioTa
formula, popuouAa, ouvtayr], TUTTOG
guideline, kaBodrynon

rarely, omravia

available, diaB¢oipog

retail stores, karaoTrpara Alavikig TTWANONG
exclusive, aTOKAEIOTIKOG

price, TIpNA

functional, AciToupyikdg, xpAGINOG
saving, £oikovounaon, olkovouia
labour, k610G, €pyacia

space, Xwpog, didaTnua

feature, xapakTnpPIOTIKO
demonstrate, emodsikviw

multiple, TTOAATTASG, TTOAWV €1dWV
illustration, eikovoypdenon
advantage, TTAcovEKTnUQ
established, kaBiepwuévog
two-in-one uses, e OITTAr XpAon
aspect, TTAeupd, droywn

lifestyle, Tp61TOG {WNG

utilise, epapudlw, xpnaoiyoTroiw
good copy, £TTITUXNG ATTOMIUNCN
potential, duvartétnTa
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link, ouvdéw

current, oUyxpovog

trend, T1don, potn

commemorative, avapvnoTikdg
value, agia

investment, emévdouon

convenient, eUKOAOG, BOAIKOG
customer, TTEAATNG

purchase, ayopdlw

by mail order, TaxudpopIKWwG
collectable, cuA\ekTIKOG

appeal, €A¢n, TTpOKANCN, ouykKivhaon
suitable, katdAAnAog

shipment, pépTwaon kal yeTagopd (EPTTOPEU-
MATWV)

carrier, JETAQPOPIKO PNETO, HETAPOPEAG
novelty, kaivotopia

factor, Tapdaywv

weigh, ekTipw, Cuyilw

marketer, éutropog

expert, TTETTEIPAPEVOG, O EIBIKOG
merchandiser, eymmropeudpevog (oua.), EUTro-
pog

supply, Tapéxw



Promotions: Legal, decent, honest, truthful

850 e @ 0 0 @ e e 000 o e

480 o o ®# 0 @

(18n0uiny sajes)

30 @ @ @ 0 o

All promotions should be legal decent, honest and truthful. The following basic
principles apply to all sales promotions.

1. Legality

All sales promotions should be legal. The Code is designed to complement
legal controls.
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2. Spirit of the Code

The Code is to be applied in its spirit as well as in its letter with the aim of
eliminating practices which might lead sales promotion into disrepute.

3. Fair competition

All sales promotions should adhere to the principles of fair competition.

4. Consumer interest

All sales promotions should deal fairly and honourably with consumers.
No promoter should abuse the trust of consumers or exploit their lack of
experience.

5. Consumer satisfaction

Sales promotions should be designed and conducted in such a way, so as not
to cause avoidable disappointment.

6. The public interest

Promotions should contain nothing which is likely to provoke violent or anti-
social behaviour, damage to property and injury to any member of the public.
7. Truthful presentation

The presentation of a promotion should be clear and honest, and should not
be likely to mislead those who are addressed to.

8. Suitability of promotion to those reached by it

Promoters should take all reasonable steps to ensure that neither advertising
nor promotional material reaches those for whom the promotion concerned
may be inappropriate.

9. Administration

The administration of promotions should be prompt and efficient, so that
consumers are given no grounds for justified complaint.

10. Responsibility

The prime responsibility for all aspects of a promotion always rests with the
promoter. Agents and intermediaries share responsibility to the extent of their
involvement in the promotion in question.

A.Questions

What should all promotions be?

Is the code to be applied only in its spirit?

What should all sales promotions adhere to?

Should any promoter abuse the trust of consumers?

What should the presentation of a promotion be, so as not to mislead the people?
Why should the administration of promotions be prompt and efficient?

oabrhowbd=
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B.Exercises

1. Find the words in the text which have the same meaning as the
following:

a. allowed or made by law

b. rules

c. used; followed

d. purpose; target; goal

e. loss or lack of people’s good opinion
f. continue to follow or remain loyal to
g. put to wrong use; use badly

h. carried out

i. cause

j- not suitable

k. done quickly

L

producing a satisfactory result; effective

2. Rewrite the following sentences using must, should, ought to.
e.g. All promotions should be legal, decent, honest and truthful.
All promotions ought to be legal, decent, honest and truthful.

All sales promotions ought to be legal.

Promoters should not exploit the consumers’ lack of experience.

The presentation of a promotion should be clear and honest.

Promoters ought to ensure that advertising and promotional material are appropriate.
The promoter must be responsible for all aspects of promotion.

P00 T

3. Tick (/) where you think the
sentences are true or false.

True False

a. Only some sales promotions should adhere to
the principles of fair competition.

b. Promoters are permitted to abuse the trust of
consumers.

c. Promotions should provoke violent or antisocial
behaviour.

d. The administration of promotions must be prompt
and efficient.

e. The promoter is responsible for every aspect of a
promotion.
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4. Fill in the gaps in the table below.

Noun

Adjective

Adverb

legal

decent
honest
truthful

violent

clear
inappropriate
efficient

fairly

. Fill in the blanks of the sentences with the Present or the Past
Participle of the verbs in brackets.

. The basic principles (apply) ..........cccce.... to the sales promotions should be strictly
followed.
. The trust of consumers should not be (abuse) .................. by the sales promoters.

. Sales promotions ought to be (design) .................
avoidable disappointment.

. If promotions are (damage) .................. one’s property, it is sure that they have
failed their aim.

. The presentation of a promotion should not be (mislead) ..................

. Advertising should not reach the people for whom the promot|on (concern)
.................. may be inappropriate.

so as not to cause any

. Consumers must not be (give) ........ccceenee. reasons for (justify) ..................
complaints.
h. The Codeis to be (apply) .........ccceeeue accurately with the aim of eliminating wrong
practices.
Vocabulary

promotion, TTpowBnNaoN TwWv TTWANCEWV (TTPOI-

6v10G), dlapAuion (TTPoIdVTOG)
legal, vopipog, Bepitég

decent, appolwv, KOOUIOG, EUTTPETTAG

honest, évTipog

truthful, elAikpiviig, aAnBivog
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basic, facikdg

principle, apxn, kavovag, vOuog
apply, epapudlw, 1Iox0w

sale, TwANnon
legality, vouipétnTa
code, KWAIKAG



design, oxedIGdw, HEAETW

complement, cupTTAnpwWVW

control, éAeyxog

spirit, Tveupa, BaBuTtepn Evvoia

aim, oKoTTOG, TTPOOEan, aTOX0G

eliminate, eaAciow, TTepiopidw

practice, epappoyn

disrepute, kakr @un, avuTtoAnyia

fair, dikalog, £évripyog

competition, cuvaywviopog, avtaywviopog
adhere, TTpOOKOAAWAI, EPPEVW

consumer, KOTavVOAWTHG

deal with, éxw va kadvw pe, aoxoAouual e,
SlaTTPAYHATEUOUAI UE

honourably, Tipia, évripa

promoter, o TTPOWBWV KATI

abuse, katayxpwpal, EKUETOAAEUOpAI

trust, eymoToolvn

exploit, ekpeTaAletopal, eTTw@eAoUual

lack, éAAelyn

satisfaction, ikavotoinon

conduct, die€dyw, diatrpaypatevoual
cause, TTPOEEVW, TTPOKAAW

avoidable, TTou eival duvatdv va atmropeuxOei
the public interest, 1o evdiagépov Tou koIvou
contain, TepIEXW

likely, mBavov, mlavwg

provoke, TTpoKaAw

violent, Biaiog, emBOETIKOG

anti-social, avTiKoIVwVIKOG

behaviour, cupTtrepipopd

property, TTepiouaia, ayadd

injury, TpaupaTiIonég, BAGRN
presentation, Tapouaiaon

mislead, e€ammartw, TTapaTTAAVW
address, atmreuBuvopai

suitability, kataAANAGTNTO

reasonable, Aoyikdg

step, Brua

ensure, e€00@aAifw, (d1)acpahidw
promotional, TTpowONTIKOG

material, uAikd

concern, aQopw

inappropriate, akatdAAnAog
administration, dioiknon, diaxeipion
prompt, TaxUg, Auecog

efficient, amoreAeopaTikog, aTOdOTIKOG
give ground, divw AaBn / apopun / aitia
justify, dikaloAoyw

complaint, mapdmovo

responsibility, utTreuBuvoTnTa

prime, TTPpwTAPXIKOG, KUPIOG, BATIKOG
aspect, ammoyn, TAeupd ({nTrPATOG)
rest with, evatmrokeipal og, eagicpal o€
agent, avTITTpOOWTTOG, JeEGOAARNTAG
intermediary, pecadwv, peaitng

share, poipadopai, poipdalw

extent, éktaon, péyebog, Babudg
involvement, avauién

in question, o utté culATnON, 0 £v Adyw
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NPD: Recipe for success

The keys to success

What is the recipe for success in NPD? Here are some precepts for success:

- Keep three focal points in mind as the New Product Development programme
evolves: the consumer, the competition and the company advantage.

- Talk to consumers early in the development process.

- Get behind the research results to understand what motivates the consumer.

- Technical and marketing development must interact from day one.

- Fully explore the prospective competitive climate.

- Adhere to a systematic approach to the NPD, but be flexible in its application.

- Don’t rely on a routine development format; each project has its unique set
of problems to be understood.

- Keep your target focused and your consumer’s benefit clear.

- Advertising must be both strategically and executionally correct.

- Ensure that all relevant parts of the organisation share your commitment.
The chief executive, sales management, production and all the financial
people should all feel that they are part of the project, and should contribute
to the decision-making.

- Implementation is at least as important as the right strategy and a brilliant
initial product idea.

- Finally, accept that development entails risk, and make sure that everyone
in the company understands and accepts this, including the chief executive.
Everyone must be prepared to see mistakes being made in development.
The worst companies are those that concentrate on never making mistakes,
because the likelihood is that they never do anything either.
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A.Questions

—

1.

cCOWwoo~NOoOTGT WD

What are the three focal points you should keep in mind as the NPD programme
evolves?

. Why do you have to get behind the research results?

. Is the technical aspect irrelevant to the marketing one?

. Should you rely on a routine development format? Why?

. What must you bear in mind as far as advertising is concerned?
. Are the financial people to be involved in the project of the NPD?
. Is implementation of the project of primary importance?

. Is the development of the new product always successful?

. Which are the worst companies according to the writer?

. In your opinion, which precept is the most important? Explain.

B.Exercises

1. Find the words/phrases in the text which have the same meaning

as the following:

principles/rules
consider (carefully)
develops
procedure
provides sb with a (strong) challenge for doing something
have an effect on one another
examine thoroughly
support / adopt / follow (an idea etc)
easily changed to suit new conditions
depend on
make sure
plan
. have a share in
focus
possibility

oS 3—FTS@mPo0 T

. In each group of five words, decide which one is the odd-man-out.

epow

product, success, development, storm, marketing
keep, adopt, get, take, talk

although, since, as, once, because

company, precept, brand, firm, industry
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explore, search, contribute, examine, seek
systematic, flexible, financial, part, relevant

. have, had, has, having, was

. Rewrite the sentences using the prompts given.

You have to keep three basic points in mind.
Three basic POINES ..o

. A good marketer explores the prospective competitive climate.

The prospective competitive climate.........cccccovvvveiieiiiinies
You must keep your target focused.
YOUP farGEL ... oo s

. You should be careful when you are making decisions.

You should be careful when deciSions ...........cccoevvveneincnens
He made many mistakes in the development of the project.
Many MISAKES ......ccveeereriiereeee e

4. Fill in the blanks with the appropriate preposition.

a. Therecipe ... success is easy but asks .................. courage.

b. You must always keep the basic rules .................. mind.

c. Tak .....oocovenie. CONSUMENS .. ..vvvrriens the development process.

d. You must adhere ................. a systematic approach .................. the New
Product Development.

e. Beflexible ................. the application of your programme.

f. Don't forget that you must notonlyrely .................. a standard format.

g. Let your colleagues contribute .................. the development of your project.

5. Complete the following gaps:

Verb Noun
.............. success
.............. consumer
.............. competition
motivate ...
explore L
.............. approach
focus
share

344



commitment

contribute ...l
.............. implementation
accept L.
.............. risk

prepare e
concentrate ...

6. Write a list including the basic points of your own “recipe” for the
successful development of a new product.

Vocabulary

NPD (New Product Development), avaTmTu-
&n kaivoUuplou TTPoIGVTOG

development, avamTugn, e§€AIEn

recipe, ouvTtayn

success, emTuYia

precept, apxn, kavovag

keep in mind, éxw katd vou, Bupduai
focal, onpavTikég, €0TIOKOG

evolve, avatmrtioooyal, eEgAicoopal
consumer, KOTavoAwTAg

competition, avraywviopog, cuvaywviopog
advantage, oup@épov, 6QeAOG, TTAEOVEKTNHA
process, Tropeia, diadikacia

research, ¢psuva

result, ammoté\eopa

motivate, KivnTotroiw, divw évauoua
marketing, HapKeTIVYK

interact, aAAnAemdpw

explore, e€epeuvw, EpEUVW

prospective, TPOOSOKWEVOG, TTIPOPAVHG
competitive, avtaywvioTikdg

adhere (to), uloBeTw, eppévw (o€)
approach, Tpooéyyion

flexible, eAaoTIkG, OxI ATTOAUTOG, EUENIKTOG
application, epapuoyn

rely on, Bacifoual o€, eptioTeEUOMAI
format, (yevikd) oxédio, oxnua

project, TTPOYpPOUUA, OXEDIO, HEAETN

target, otéx0g

focus, eoTiGdw/ouykevTpwvw (CUVABWG TNV
TTPOCOXTY)

benefit, k€pdog, dperog

advertising, diagrpion, T€xvn NG dlagruIong
strategically, otparnyika

executionally, katd Tnv ekTéAean/diekTTepai-
waon

ensure, diafeBaivw/-opal, alyoupelw/-opal
relevant, oxeTikdg, apuoddiog

organisation, opyaviopog

share, poipadopai, poipdalw

commitment, déopeuon, uttoxpéwaon

chief executive, yevikdg d1guBUVTAG

sales management, dic06uvon TTWARCEWY
production, Tapaywyn

financial people, ol epyal6uevol GTO OIKOVO-
MIKG TURAHa

contribute, cuvelo@épw, CUPRAAAW
decision-making, Afjyn amogdoswv
implementation, TTpakTIKr epapuoyn
brilliant, euurig, £€guttvog

initial, apyikog

idea, 10¢a

entail, cuvettdyopal, evéxw

risk, kivduvog

include, (oup)mepIAapBavw

concentrate on, CUYKEVTPWVW (TNV TTPOCOXNA
Jou) o€

likelihood, TBavoTnTQa
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The management field

Most countries, all over the world, have a “mixed” economy. It means that
some industries and services (i.e. transport, health, education) are controlled
by the state, and some others are owned and controlled by private enterprises.
In other words, there are two sectors; the public and the private one.

There are various types of business organizations, especially in the
private sector. Certain services, professions, characteristics and ways of
administration suit each type of business. If the business has one owner — the
sole-proprietor or sole-trader as he is called — things are not so complicated.
The sole-proprietor provides all the capital, bears all the risk and, in return,
receives all the profits. Such a concern is called one-man business, although
the proprietor, who is the owner-manager as well, may employ a number of
people.

But what happens if the business is an organization? What happens if there
is a limited company or a corporation, a parent company and its daughter
companies, a multinational company and its subsidiaries? In the above
mentioned cases, good management plays the first role.
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Management is the governing body of any organization. It is the control of
a business by a group of qualified persons, including both directors and high-
ranking managers.

Directors are usually elected by the members of an organization or a
company. These members are usually the shareholders, and directors control
for them the day-to-day management of the business. The group of those
elected persons is called “board of directors” or simply “board”. The member
of the board who has the authority and responsibility of managing a certain
part of the work done in a company is called the “executive director”. When
the management of a complany is held by only one person, who is next in
importance to the company’s chairman, this person is called the “managing
director”. The person who is in charge of a division of a company, but who is
not necessarily a member of the board, is called the “divisional director”.

The top management is the group of the highest officers of an organization.
They are led by the chief executive and his deputy who work closely with the
board. Immediately below them, there is the middle management, or junior
administration as it is also called. This group of people usually carry out many
of the responsibilities which are delegated to them by the highest officers.
Middle managers are the supervisors who run together the detailed parts of
the organization.

The direction or control of a part or all of the work of other employees
in a business, industrial concern or other organization is carried out by the
managers with the help of their assistants who are called under-managers.
The general manager is the one who controls the work of a number of other
managers who supervise the different departments of a company. Therefore,
there may exist different office managers in the same company; commercial
managers, who are in charge of the commercial activities of the company
such as buying and selling; personnel managers; sales managers; export
managers; production managers; research managers, etc. Branch managers
are in charge of a branch of a company. District managers control several
branches within the same district.

Whatever the managerial duties are, the persons who are to perform them
must be competent in their work and have to take on responsibility and initiative
for the perfect running of the company they work for.

A.Questions

What does the term “mixed economy” mean?

How is the one owner of a business called?

Which is the most important factor in administrating organizations?
What is the definition of management, according to the text?

Who are the directors of an organization elected by?

arwbh=
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10.
1.
12.
13.
14.
15.

B.

1.

. Who are usually the members of the organization?

. What is the “board of directors”?

. What is the member of the board who has the authority and responsibility of
managing a certain part of the work done in a company called?

. Which person has a higher rank? The company’s chairman or the managing
director?
Which persons have to work closely with the board?
What kind of managers are the middle managers?
Which are the responsibilities of the under-managers?
Name some office managers who may exist in the same company.
Who controls the several branches of a company within the same district?
What kind of qualifications are needed for people who are to perform managerial
duties?

Exercises

Match the words or phrases which are similar in meaning.

a. enterprise 1. management

b. profession 2. holging/controlling a company
¢. administration 3. president

d. sole-proprietor 4. department

e. parent company 5. occupation

f. control (the management) 6. assistant director

g. chairman 7. passed down (to); commissioned
h. division 8. business

i. deputy 9. sole-trader

j- delegated 10. carry out (the management)
k. personnel 11. held; completed

l. carried out 12. managing; controlling

m.be in charge (of) 13. fulfil

n. perform 14. staff

0. running 15. be responsible (for)

2. Give the nouns deriving from the following verbs:

transport

. educate

control

. organize
administer/administrate

®o0 oo
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concern
. manage

. govern
elect
divide
supervise
export

—xT o Te ™

. Which persons have to do with the following?

economy
. propriety

government

. direction of a company
holding shares
employment

. supervision

. production

assistance

research

S "o o0 T

. Fill in the blanks with the missing prepositions.

Some services are controlled....................... the state.
<. Other words, there are two sectors in business.
There are various types ..........ccccceenee business organization.

. The sole-proprietor bears all the risk and, ...................... return, receives all the
profits.
Directors control, ....................... the shareholders, the day-to-day management.
The personwhoisnext....................importance ....................... the company’s
chairman, is the managing director.

. The person Whois .........cccceceunnee. charge .........ccovveeee. a division, is called the
divisional director.

. The general manager controls the work ..................anumber ......................
other managers.
They must be competent ...................... their work.
They also must take ....................... responsibility and initiative .......................

the perfect running of the company they work ...........ccccce.. .

. Put the verbs in brackets in their proper form.

If the business ....................... (have) one owner, things .......................  (be)
usually complicated.
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b. Management is the control of a business by a group of qualified persons,

. (include) both directors and high-ranking managers.

c. Directors are usually ..........cccoeenee.
d. Highest officers of an organization
e. The divisional manager is the one who ..............

he is in charge of.

f. Theremay ....................... (exist) different office managers in the same company.

|#== Listen and answer

. What is Sheila’s boss’ post?
. What does he look like?

CO~NOOGT A, WN-=-

= a =
N = O ©

Vocabulary

management, diaxegipion, dloiknon
field, Topéag

industry, Blounxavia

service, UTINpeaia

health, uyeia

education, Traideia

state, TToAiTeia, kpdTog

private, 101wWTIKOG

enterprise, €Tmixeipnon

sector, Topéag

organization, opydvwaon, opyaviopog
profession, eTdyyeAua
administration, dioiknon
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(elect) by the members of an organization.
(lead) by the chief executive.
...en.n. (SUpPeTrVise) the department

. What expression does Sheila use to stand for the word “energetic™?

. Is a vice president an executive in a company?

. Does Jasmine know what exactly an executive is?

. Which word do some companies use instead of the word “administrator’?
. Which persons belong to the highest group in a company?

. Which ones belong to the next highest group?

. Are office managers above or below major department managers?

. What kind of decisions does an executive have to make?

. Is Sheila used to doing a lot of work?

. Does she feel inconvenient in her new job?

suit, TaipIadw (pe/oe)

sole, povadikog, £vag kal pévo
proprietor, 1510KTATNG

trader, éutropog

complicated, TrepiTrAokog
capital, kepdAaio

bear the risk, avaAauBavw tnv €uBlVN, dia-

KIvouvelw
profit, kKEpdog, 6peNog
concern, 6¢éua, utteBean

employ, epyodoTw, divw/Tapéxw epyacia (o€

KATTOIOV)
corporation, eTaipia, cwuaTeio



parent company, unTpIkA eTaipia, eEAéyxouoa
eTaipia

daughter company, Buyarpikr €Taipia
multinational, TToAugBvIkog

subsidiary, Buyarpikr} etaipia (e§apTnuévn
atré eAéyxouoa eTaipia)

qualified, TTou éxel Ta TTPpoCGVTA
high-ranking, pe uynAd Babuoé/6éon

elect, ekAéyw

shareholder, péroxog

board (of directors), cupfoUAio

authority, eouaia, apxn

executive, eKTEAEOTIKOG, EKTEAEOTIKO OpyavVOo
chairman, TTpoedpog (ouvedpIAoEwWY, CUNBOU-
AWV K.ATT.)

divisional director, dieubuvtig TpAPATOG / TOPEQ

officer, avwratog utTdAAnAog

deputy, uttodieuBuvTng, avamAnpwTng (dieu-
Buvtng A TTP6edpPOGg)

delegate, avaBétw

supervisor, emTnNENTAG, EAEYKTAG

run, S1EUBUVW

detailed, emi pépoug, EexwpioTog
assistant, Bon66¢g

supervise, emMTNPW, EAEYXW, ETTIBAETTW
branch, utrokatdoTnua

district, mepipépeia

managerial, 1euBuVTIKOG, BIOIKNTIKOG
perform, diekTTepalVW

competent, IKavOg

take on, avaAapBdavw

initiative, mpwTtoBoulAia
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Going into partnership

Paul, an insurance broker, is talking with Michael, a clerk in an advertising
agency, during a party at Margaret’s house.

Michael : | haven't seen you for ages, Paul. Tell me about your big news.

Paul : Well, 'm very busy, you know. I've gone into business lately.
Michael : That's wonderful. Congratulations! On your own?

Paul . No, I've gone into partnership with Bill, a friend of mine.

Michael : In which field?

Paul . Insurance.

Michael : Are you general or limited partners?

Paul : General partners. And | think we have the right combination, since

Bill's background is in accounting and | like talking to customers
and making them feel at home.
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Michael :

Paul

Michael :

Paul

Michael :

Paul

Michael :

Paul

Michael :

Paul

Michael :

It sounds wonderful. And as far as | know, there are a lot of
advantages in partnerships, aren’t there?

. Yes, one of them is that you have a multiple source of capital

going into partnership. Also, they are easy to form, and last but not
least, they often receive tax benefits from the government.
There are some disadvantages, too.

. Yes, one disadvantage is that partners may disagree sometimes.

Another one is the unlimited liability of the partners in general part-
nership.

What does that mean?

It means that each partner is responsible for all debts and legal
responsibilities concerning the business... Oh! By the way, could
you give me some advice?

I'd be happy to help in any way | can.

I'm thinking of advertising our business. What would you suggest?
There are a lot of ways to advertise something. Which of the
mass media are you considering? The radio, the television or the
newspaper? Outdoor advertising, such as posters and billboards
are in common use also. | suggest that you should visit us some
day. Mr Panou, the manager, will be willing to help you.

Good idea. Could you please arrange that for me?

Certainly, yes.

A.Questions

Noak~kowbd=

What is Paul's job?

Has Paul gone into business on his own?

Are Paul and Bill limited partners?

Why do they have the right combination?

Which are some of the advantages in partnerships?
Are there any disadvantages in partnerships?
Name some ways of advertising products.

B. Exercises

1. Using the prompts, rewrite the sentences without changing their
meaning.

a. ‘I haven’t seen you for ages, Paul’.
Michael told Paul that..............cccccoen.
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b. “I'm very busy, you know”.
Paul told Michael that..............ccco......

c. “l think we have the right combination”.
Paul said that ..........ccccociieiiiiiie

d. “I like talking with customers”.
Paul explained that...........cccccoeiiinnnne

e. “I'm thinking of advertising our business”.
Paul said that .........cccoovvieieiieee

f. “I'd be happy to help in any way | can”.
Michael told Paul that..............ccccee.

2. Rearrange the words to make complete sentences and mark
whether they are true or false.

Example:
met yesterday Michael Paul
Michael met Paul yesterday ............c.cooeee.

a. into Paul have partnership and gone Bill

.................................................................... O
b. are limited They partners
.................................................................... O
c. makes at Paul feel home customers
.................................................................... a
d. form are Partnerships to easy
.................................................................... 0
e. liability General have partners limited
.................................................................... 0

3. How many words can you make using the letters in the word
PARTNERSHIP?
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4. Which prefix must be placed in front of each word in order to
change its meaning to the opposite?

a. limited f. common

b. advantage g. willing

c. agree h. convenient
d. responsible i. accurate

e. happy j. regular

5. Find the words in the passage meaning the following:

a. a person who does business for another, esp. in buying
b. a person employed in an office, shop, etc., to keep records, accounts, etc., and

to do written work

c. any of the owners of a business who share the profit and losses esp. equally
d. persons who buy goods or services from a shop or an organization

e. group of people who rule
f. a person who controls a business

Vocabulary

go into partnership, cuvetaipifoual
insurance, ac@daAcia

broker, peaitng, TTpdkTOpag

clerk, uttdAAnAog

advertising agency, d10@nuIOTIKO TIPOKTO-
peio/ypageio

congratulations, cuyyapntipia

field, Topéag

general partner, ouveTaipog TToU €uBUvETQI
atmepidpioTa Kal “aAAnAéyyua” yia Ta xpén Tng
ETAIPIAG TTOU CUMMETEXEI

limited partner, cuvetaipog TTou euBUveTal
MEXPI TOU TTOOOU TNG OUVEICPOPAG TOU TNV
ETAIPIO TTOU CUMMETEXEI

combination, cuvduaouég

background, utrodour), katdpTion, Treipa
accounting, AoyIOTIKA

customer, TEAATNG

make someone feel at home, kdvw kd&tolo

va alcBaveTal gav oTo OTTITI TOU/AVETA
sound, @aivopal, akoUyopal
advantage, TTA€OVEKTNUO

multiple, TTOAQTTAGG

source, TTNyNA

capital, ke@dAaio (xpnuaTikd)

form, oxnuaTidw, oxnuariopal

last but not least, TeAcuTaio aAAd e&ioou on-
HavVTIKO

receive, Traipvw, AapBavw

tax, opog

benefit, 6pelog, euepyéTnua
government, kuBépvnon
disadvantage, peiovéktnua
disagree, 510QWVW

unlimited, amepidpioTog

liability, (voy.) euBuvn, uTraimoTnTa
responsible, utreUBuvog

debt, xpéog
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legal responsibilities, vouikég eubuveg
concern, aQopw

advertising, Sla@Auion, N Té€xvn TNG dlagruIong
suggest, mpoteivw

mass media (ev. medium), yéoa padikng evn-
pépwang

outdoor advertising, diopAuIonN 0€ £EWTEPIKO

poster, dla@nUIOTIKA a@icoa, TTOOTEP
billboard, Tivakag A Toixog pavtpag yia Toi-
XOKOAANGN diapnuiong

common use, KoIv] Xprion

manager, O1eUBUVTAG

willing, TpéBupog

arrange, Kavovidw, SIEUBETW
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Credit cards

The credit cards “regime” firstly appeared in the United States at the
beginning of our century. Many big stores, shops, hotels and oil companies
issued cards with the identification of the company for their best customers.
The purpose of these cards was to enable and urge the customers in their
transactions. The credit cards started being widely spread right after the
Second World War. Later, travel and entertainment cards became very popular.

The appearance of the Bank credit cards allowed banks to provide their
customers with cards of a wide acceptance which could cover many exchanging
needs. Bank cards are vouchers which can be useful to many people, since
the payment of their debts can be settled in monthly instalments.

The owners of these cards are able to make purchases in the companies
who have a contract with the issuing bank. Their purchases must amount to
a maximum credit limit which is prearranged by the issuing bank. During the
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transactions, the holder shows his card and the company uses it to register his
identification of the transaction.

The bank sends the owner of the card a statement of account which has to
be settled within a certain time limit. The owner has to pay off either the whole
amount, in which case he has no extra charge, or in monthly instalments, in
which case he is charged with a certain rate of interest.

The credit which is provided to the customers through the credit cards is
called a “revolving credit”. This means that the owner’s account can be debited
and/or credited with the sums of the purchases or payments, without his being
demanded to settle certain kinds of purchases. If the owner has settled the
maximum of the credit amount or at least a part of it, he can continue his
purchases until he covers the whole credit amount.

The holder of the card can withdraw in advance some money in cash from
any branches of the bank. These withdrawals are charged in the same way as
in the purchases of goods, and they are repaid in the same way too.

Another kind of bank cards are the Eurocheques. They enable the tourists,
who travel to different countries, to have, through a simple way, currency at
their disposal. This system, which is not transferable as the cheque, is much
simpler for the customer and safer for the issuing bank. Apart from the fact that
the transactions become much easier, cases of forgery and similar weaknesses
are avoided.

A. Questions

Where and when did the credit cards firstly appear?
Were credit cards issued by banks at the start of their circulation?
What was the purpose of those cards?
What kind of credit cards allowed their owners to cover many of their exchanging
needs?
5. Are the owners of bank credit cards able to make their purchases in any company
they like?
6. What piece of information is registered on the voucher of the transaction of a
company with the issuing bank?
7. Is there a certain time limit for the settlement of the statement of account?
8. When is the owner of a credit card charged with a certain rate of interest?
9. What is a revolving credit?
10. Are owners of credit cards allowed to make purchases only?
11. What kind of facilities do Eurocheques provide their holders with?
12. Are Eurocheques transferable?

hPon=
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B.Exercises
1. Find the words in the text which mean the following:

something which is proof or a sign of identity

aim; target

give the power, means, or right to do something

try hard to persuade; drive or force forward

the act of carrying out a piece of business or trade

a person who holds property (i.e. land, money, titles etc.)

single payments of a set which, in time, will complete full payment of a debt
bringing out (esp. sth printed or official) for the notice of the public

an official declaration, written or printed, given to prove that accounts are correct
the price asked or paid for goods or a service.

o T@meopTw

2. Complete the following blanks:

Verb Noun
appear e,
set Ll
............... identification
............... disposal
urge e
............... transaction
............... credit
............... practice
............... entertainment
alow L
............... contract
............... charge
............... purchase
cover e
issue .

3. Complete the blanks:
Positive Comparative Superlative

many
big
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good
late
wide
little
different
simple
safe
easy

4. Fill in the blanks with the suitable preposition.

a. The credit cards regime firstly appeared ............... the United States ...............
the beginning ............... our century.

b. Many big stores issued cards ............... the identification ............... the company
............... their best customers.

c. The appearance ............... the Bank credit cards allowed banks ...............
provide their customers ............... cards ............... a wide acceptance.

d. Their purchases must amount ............... a maximum credit limit which is
prearranged ............... the issuing bank.

e. The ownerhas ............... [S12) 2 either the whole amount or ...............
monthly instalments.

f. The holder ............... the card can withdraw ............... advance some money
............... cash .............any branches ............... the bank.

g. Eurocheques enable the tourists, whotravel ............... different countries, ...............
have, ............... a simple way, currency ............... their disposal.

h. Apart ............... the fact that the transactions become easier, cases ...............

forgery and similar weaknesses are avoided.

5. Do you think that the owners of credit cards spend more money
than the people who pay in cash? Support your opinion.

Vocabulary

credit card, mMOTWTIKA KAPTA identification, atoixeia (TautéTnTaG)

regime, KaBeoTWG, BETUOG enable, TTapéxw Tn duvaToTNTA, “OIEUKOAUVW”
issue, ekdidw urge, wOwW, TTOPOTPUVW
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transaction, cuvaAAayr), docoAnyia

widely spread, supéwg diadedopévog
entertainment, dilookédaon

allow, emTpéTTW, TTAPEXW TO dIKAiIWUA
provide, TTapéxw, TTPounBelw

acceptance, amodoxn

exchange, cuvaAAdoow, -opai

debt, xpéog

settle, TakToTTOIW/EEOPAW (Aoyapiaouo)
instalment, 86on

purchase, ayopd

contract, cupBoAaio, aUupaacn

issue, £kdidw

amount to, avépxopai (yia Tood), CUPTTIOGOU-
pai

holder, KGT0X0G, KOMIOTAG

register, karaypdow, Kataxwpidw

voucher, TapaocTaTikd, dikaloAoynTiKO, OeATIO
statement of account, avriypago Aoyapia-
oUWV

pay off, e€opAw

charge, xp€éwon, Xpewvw

interest, T6K0¢g

revolving, avaveoUPEVOG QUTOUATWG
debit, xpewvw

credit, ToTWvw, TTIOTWON

sum, TToodv, dopoioua

demand, amaitw

amount, TTooov

withdraw, atrooUpw xpAuaTa, Kavw avaAnyn
in advance, &K Twv TTPOTEPWV
withdrawal, avaAnyn xpnudtwv

in cash, og peTpnTd, TOIG PETPNTOIG
repay, e0QPAW

currency, vouioua, xprua, “peucTo”

at one’s disposal, o1 di1GBean kaTOI0U
transferable, petaBipdoipog

forgery, TTAacToypa®ia

weakness, aduvapia, TTpoRANua

avoid, amopelyw
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Consolidation exercises

1. Change the nouns and adjectives into verbs by putting the pre-
fixes en- (em-) or the suffixes -ify, -ise (-ize) or -en and / or by
changing the sound /s/ to /z/ and /f/ to /v/.

a. modern ... i. belief

b.able ... j- advice

c. danger ... k. half
d.legal ... . emphasis ..........cccceereen
€. POWEr  ..iiiiiiiiiiiiiie m.use/jus/

f. courage ... n. sure

g. symbol ... 0. simple

h. public ... p. identity

2. Make compound words by combining the words in the first co-
lumn with the ones in the second.

a. life 1. vision
b. chair 2. belt

c. share 3. see
d. super 4. style
e. life 5. force
f. sight 6. man
g. work 7. more
h. further 8. holder
i. check 9. line

j- guide 10. list

3. Make ten groups of three words with similar meanings. Take one
word from each column. The first example is done for you.
example: “lip, bonus and commission” are all types of money people
receive from work.

tip bonus commission
company businessman salary
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fee occupation seller

trader agency maker
manager regulation supervisor
profession benefit precept
producer survey firm

rule wages profit
advantage sell planning
project manufacturer career
mistake director error

buy product article
commodity fault purchase

4. Give the opposites of the following adding the suitable prefix or
suffix

a. sufficient i. honest
b. exhaustible j- legal
c. limited k. efficient
d. agreement l. competent
e. meaning(ful) m. responsible
f. accurate n. advantage
g. successful 0. regard(ing)
h. organise p. charge

5. Fill in the following blanks:
verb nhoun adjective
CONSUME  vivvviiiie e
.................................. motivational
.................................. creative
................. extension
................. demonstration
.................................. available
compete e e
administrate . .
................. satisfaction
................. promotion
execute e e
.................................. preparatory

363



................. division
................. decision

6. Make new words by placing the prefixes given, in front of the
words given. Keep in mind that the prefixes must have the meaning
included in the parenthesis next to them, and must be used at
least once.

Prefixes Words
ir-/dis-/non-/un-(opposite) national
mis- (badly / wrongly) understanding
co- (together) act
inter- (between) paid
pre- (before) write
trans- (across) estimate
over- (too much/above) market
sub- (under) graduate
super- (bigger than usual) regularly
re- (again) operation
under- (under) agreement
atlantic
demanding
competitive
title
dated
sense
do
port
inform
ground

7. Make eight pairs of opposites using the following words:

a. import 1. withdraw
b. loss 2. credit

c. deposit 3. consumer
d. debit 4. changeable
e. manufacturer 5. export
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t. consistent 6. theory
g. practice 7. profit
h. sole-proprietor 8. partner

Which word is the odd-man-out? Why?

reduction, discount, fare, bargain

cheque, credit card, fine, money order

inflation, invoice, bill, receipt

director, manager, supervisor, secretary

price, expense, pension, cost

regulations, rules, principles, authorities
management, administration, direction, domination
retailer, trader, wholeseller, lawyer

. Customer, client, consumer: Use twice each word in its proper

form to fill in the blanks.

................. needs must be satisfied by producers.

The new shop across the road has taken away many of my best ................ .
Make a list of complaints and deliver it to the ................. Advice and Protection
Centre.

Our Insurance Company has more than ten thousand ................. .

Ourbank’s ................. are always satisfied.

Regular ................. support our company’s production.

10. Who is the person who:

a. advertises ... g. carries out important

b.runsacompany ............... decisions L
C. SUPErvises ... h.doesaresearch ...
d. directs or controls ................ i. competes (for sth) withsb .................
e. hires someone ... j- appliesforsth
f. has gotshares  ................. k.is the chief manager  .................

11. Fill in the blanks with the right form of the verbs in the brackets.

a.

Our company (achieve) ................. a 100% increase in profitability last year.
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b. The business must be organised in such a way, so as (allow) ................. the new

ventures (thrive) ................ and the newcomers (work) ................. creatively.

c. The people who (employ) ................ by a company are the employees.

d. Ifhe (join) .........ccoee. the company, he would have been very happy.

e. Ifthe product (be) ................ practical and functional, there will be a sell-out.

f. Sales promotions should be (design) ................. in such a way, so as not (cause)
................. any avoidable disappointment.

g. If the sales promotions were legal, there (not arise) ................. any problems.

h. The worst companies are usually those that (concentrate) ................ on never
(make) .....coevveeene. mistakes, because the likelihood is that they never (do)
................. anything either.

i. If he (contribute) ................ to the decision-making, there would not have been
any mistakes.

j- Everyone must (prepare) ................. to see mistakes (make) ................. in the
process of the development of a project.

k. Hewaslet(do) ................. whatever he wanted and this policy (lead) .................
to the present situation.

. He already (express) ................. his wish (work) ................. in the finance
department of the company.

m. Unless she (have) ................. her credit card with her, she wouldn’t have been
able to buy anything, as she had run out of cash.

n. He asked me (give) ................ him a definition for “marketing”.

o. Talking academically, we can say that marketing (be) ................. a set of skills,
which can (learn) ................ , and a philosophical basis for (run) .................
business.

12. Rewrite the sentences using the prompts given.

a. He rejected the job, because it didn’t offer any promotion prospects.
He told Me that.. ..o e
b. Are you interested in the field of marketing?
HE @SKEA ME ...ttt sneens
c. Write an application and a curriculum vitae concerning the ad you have chosen.
HE @AVISEA NET ...
d. Applications are accepted only from graduates with commercial experience.
The advertisement says that............ccccoieeiiiccec
e. What kind of departments are there in big companies?
He wanted t0 KNOW..........ccooiiiiiee et
f. How must a business be organised?
He @SKed NiM ..o s
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Do these products have any investment value?

[ Lo o T 1= =Y o SRS S
Can you think of a product having a commemorative value?

HE @SKEA ME ...ttt
Was there a novelty in the product?

He wanted t0 KNOW..........cuiiiiiee st
All sales promotions should adhere to the principles of fair competition.

He insists onthe fact that .............cccooiiiiiii i
The administration of a product must be prompt and efficient.

HE SQId that......coeeee e
Advertising has to be both strategically and executionally correct.

He Delieves that ..........coo i s

. Our company has improved since Mr Smith became the new sales manager.

He SaId that ... e
Have companies always fully succeeded when they adopt these new technological
methods?

HE WONAEIEA.......eoeeece sttt st st re s reene e
Is advertising a science that can be accurately measured?

He @sked them ... e

13. Rewrite the sentences using the new prompts.

a.

b.

He will arrange an appointment for the interview.

AN @PPOINTMENT ...t reere e
You should advertise all the new products.

AlTthe NEW PrOTUCES .....c.eiiiiieieieeiee et
The field of marketing interests him.

The company has offered an attractive salary and good career prospects.

AN attractive Salary.........cccvoeeieiec s
Disciplines like psychology and sociology have recognised marketing.

MATKEEING ..ttt e
They believe that marketing is a set of skills which one can learn.

Y T4 Y o T P
He purchased the product by mail order.

TRE PIOAUCT ...ttt be b reeneenaens
No promoter should abuse the trust of consumers.

The trust Of CONSUMETS .........ooviiiiciiciecece e
All promoters of products must follow certain principles.

Certain PriNCIPIES .....ocveeiieecie ettt e
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Some of the consumers are expressing justified complaints.

JUSIfied COMPIAINTS ......cvieeeeiccc e
He failed because he hadn’t fully explored the prospective competitive climate.
He failed because the prospective competitive climate ...........cccccoeeviiiieieeenen,
Marketers must understand what motivates the consumer.

Marketers must understand what the consumer............cccocovvviveneiccce e

. The use of credit cards has changed the attitude of many consumers.

ThEe QIUAE ..ot sre e
No one can answer your question.

YOUT QUESHION ..ottt ettt sttt esbe e s be e sbeeteeaeesbeesbeesteenrens
What ought the company to do about the recent failure of its new product?

What OUGNT L0 ... e b
You must work for success.

SUCCESS .ttt ettt ettt ettt sttt be e be et et e et e et e e beebesbeeas et et e eteebeebeereeneens
They will send application forms to all the candidates.

APPHCAtION TOMMS ...t st
His rude remarks have greatly upset the head of the department.

The head of the department ..o
A new company is going to take the business over.

TRE DUSINESS ..veeieceeece ettt st e s re e s teeae e e sreesteesteenneas
Somebody must have taken the documents while | was out.

THE AOCUMENES ...t bbb

14. Fill in the blanks with the infinitive or the gerund of the words in

capitals at the end of each sentence.

fwish ..o my congratulations on your success. EXPRESS

Please forgive our ................. you. INTERRUPT

................. a good secretary needs skill, intelligence and concentration. BE
Doyoumindmy ................. ? SMOKE

................. money is easier than ................. money. SPEND, EARN
................. a speech for three hours demands a very good preparation. MAKE
The manager did not allow us ................ to each other during the meeting.
SPEAK

He suggested our ................. on TV. ADVERTISE

Iregret ..o you that we must cancel our order. INFORM

The firm guaranteed ................. the goods within ten days. SUPPLY
................. for his turn took him two hours. WAIT

| am considering ................ my job. CHANGE

. He demanded ................. his money back. GIVE

We endeavour ................. our customers. SATISFY
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Did you remember ................. my letter? POST

| posted some business letters, but | can’t remember ................. yours. POST
They began ................ .ARGUE

She is beginning ................. . IMPROVE

As there was so much extra work to do, my boss made me ................ in the office
till late. STAY

You'd better ................. that money; you may need it later. SAVE

15. Other, the other, another, the others, others: Use the words to fill

S@™papow

in the blanks.

Six of us are here but where are ................. ?

We managedtoget ................ person into the car.

Some clerks have arrived but where are ................. clerks?

Please take this old stapler away and bringme ................. one.

Many .........ccoc.... had failed to be general managers, but Paul succeeded.
Here is only one file; whereis ................. one?

\\[o R than Peter knows this subject so well.

They preferyoutoall ................. who have applied for the post.

16. Fill in the blanks with the words below: market places, limited

g.

h.

market, restricted market, fringe market, grey market, black
market, free market, market price, marked price, middle or mean
price.

Inthe ... buyers and sellers are able to determine the market
price according to the forces of supply and demand.

The price of an article or a commodity that is current in the market is called
.................................. is called any lawful trading in goods that are scarce at a
particular time and, therefore, command a much higher price than the normal one.
.................................. are called the open areas where a market is held.

The price marked on goods sold in shopsisthe ..........ccccee. voviiiiinn.
.................................. is the one into which a producer has agreed W|th one or
more producers to limit his selling in order to avoid competition.

................. OF oiieviiieieees eeeeeneeeeene. 1S the price half-way-between the big
price and the offered price.

.................................. is the unlawful trading in goods that are scarce.
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A market in which it's difficult to find buyers and sellers for a particular reason is a
A is the market for small containers used for the pre-
packing of some products, especially the liquid ones.

17. However, although, though, whereas, in spite of. Use the above
words to fill in the blanks.

a.
b.
c.

Se ™o o
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................. he had worked all day, he was not very tired.

Sue came to the meeting ................ feeling ill.

Mary said she didn’t want to change her job. ................. , she may change her
mind.

She managed to type, ................ her injured hand.

Mary is quiet and shy, ................. her colleagues are lively and talkative.

The office is very small. It's quite comfortable ................ :

She didn’t apply for the job ................. she had the right qualifications.
................. the bad weather, she arrived at the office in time.

She was promoted ................ she hadn’t asked for it.

It's hard work. | enjoy it ................ .

18. Fill in the blanks with the missing prepositions.

oo o

.:3.—?r‘r'r'

| haven’tseenyou ................ ages.
Tellme ................ your big news.
Bill likes making the customers feel ................. home.
In general partnership, each partner is responsible ................. all debts and legal
responsibilities concerning the business.
Isitconvenient...............customers.................purchase the product..................
mail order?
The code is to be applied ................. the spiritaswell as ................ the letter of
the law.
All sales promotions should deal fairly and honourably ................. consumers.
The worst companies are those that concentrate ................. never making
mistakes.
You have ................ keep three basic points ................ mind.
I'd be happy ................. help .....ccevneee. any way | can.
Could you arrange an appointment ................. me, please?
He is interested ................. the field ................ marketing.

. She explained everything ................. detail.
Paul resigned ................. the committee.
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o. Therearealot ................ popular definitions ................ marketing.

p. Mary has applied ................. ajob ... a big company.

g. Management plans must be developed according ................. the new venture.

r. The holder ................. the card can withdraw ................. advance some money
................. cash ...............any branches ................. the bank.

19. Which of the following verbs best suit each sentence: may, might
(have), will, can, could, must, have (got) to, would, should (have),
ought to (have) or needn’t.

: TR | have your attention, please?

b. Iwonderifl................. use your telephone, please.

c. He...oooornn. not come to tomorrow’s meeting, as he’s very busy.

d. You ........c... drive on the left in Britain.

e. She................. type ninety words per minute.

f. He didn't speak very clearly, but | ................. understand what he said.
[+ IR | make a suggestion? Of course you ................. .

ho T get more money for all the work | do.

i. We....ooooooee buy any files yet. There are plenty in the drawer.

] P (not) go to work tomorrow.

Kol posted this letter yesterday, but | forgot.

l. Peterislate.He ................. missed his train.

m. Sue ........ccoc..... be at work by now. She’s normally there at that time.
n. John ................. passed his driving test easily. | was surprised that he failed.
0. YOU........conee. have heard the news. It's been widely spread.

p. Where is Jim? He ................ be in his office. I'm not sure.

L« [ you switch on the light, please?

Moo | borrow your dictionary?

S e you mind waiting? No, that's O.K.

t. She suggested (that) | ................ see the manager.

20. Drawing information from the chapters of the unit say whether
the following are true or false.

a. You should be careful when you make decisions.

It's not necessary for a good marketer to explore the prospective climate.

c. One of the advantages in partnership is that you often receive tax benefits by the
government.

d. Marketing never faces an identity crisis.

e. Disciplines like psychology or sociology have not recognised marketing.

1=
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f. All sales are permitted to exploit the customers’ lack of experience.

g. All sale promotions should be legal.

h. The presentation of a promotion should not be likely to mislead those who are

addressed to.

i. Advertising must be both strategically and executionally correct.

j- Development never entails risk.

21. Activities

Last week you gave up your job
because it didn’'t offer a good salary,
promotion prospects, further training,
wider experience and good working
conditions.

As you are interested in the field of
marketing you read the two ads in the
newspaper and you decide to make an
application for one of them.

A. Write a letter to a friend of yours,
explaining the following in detail: 1. Why
you resigned your previous job. 2. Which
factors made you choose the job offered
in the first or the second ad.

B. Write an application and a curriculum
vitae concerning the ad you have
chosen.
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MARKETING
ASSISTANT

The Clug Safe Equipment Company — the
market leader in Security Safes — wish to
appoint a Marketing Assistant to be based in
the new offices in Peargreen House, Sussex.

The Marketing Assistant will be responsible
to the Product Marketing Manager and
will be involved in market research, the
maintenance of a photographic library and
assisting in the production of sales literature.

The successful applicant will be under 30
with good communication skills, commercial
awareness and a knowledge and understanding
of the importance of marketing.

The Company offers an attractive salary and
good career prospects.

Applications in writing giving sufficient
detail to make an application form must be
sent to:

John Peters Product Marketing Manager
The Clug Safe Equipment Company
Peargreen House, Sussex.



MARKETING MANAGER

A unique career opportunity within the expanding cycle industry to join a pro-
gressive firm with excellent prospects.

This is an important position with responsibility reporting directly to senior
management.

A variety of duties will include assisting with new sales projects, attending to
public relations, product management and development, as well as other routine
administrative tasks.

Applications are sought from graduates with commercial experience who enjoy
hard work and responsibility and who can demonstrate enthusiasm, initiative
and the ability to succeed. Public Relations experience would be an advantage.
Applicants should be numerate and highly literate. They should also be interested
in sport and bicycles as well as in the business environment. The successful
applicant is expected to be between 25 and 35, and a non-smoker, please.
Attractive negotiable salary and benefits package.

Please reply in your own handwriting, including lull c.v. to:

T.Q. Steercan, Madmoon Ltd, Unit 2, Oxgate Lane London NW 7,8HT

Vocabulary for the ads included in the activities

safe, xpnuatokiBwTio

market leader, TpwToTTéPOG OTNV AYOP&
appoint, TpooAauBdavw, diopidw

be responsible to, cipal uTtéAoyog o€
maintenance, cuvTripnan, diaripnon

sales literature, d1a@nuIGTIKO UAIKO
commercial awareness, EUTIOPIKI} CUVEIBNON
expand, avatrTioooual

cycle, modnAato

progressive, TTPO0OOEUTIKOG

senior management, yevikij/avwTépa Olgl-
Buvon

attend to, mpooéxw, @povTidw
seek-sought-sought, avalntw, TTpoTIUW
graduate, amro@oITog

demonstrate, emodsikviw

numerate, IKavog oTa pabnuatikd/utroAoyi-
gpoug

literate, ikavog oTn yAWooo

negotiable, diampaypateloiyog, oulnTroIog
benefits package, (Ta) oQ&An, TTAKETO PE OPE-
An.
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Vocabulary
A

abbreviation, cuvtopoypagia, ocuvtunon
ability, IkavoTnTa

abolition, kardpynon

abroad, 010 £§WTEPIKO

absolutely, ammoAuTa

absurdity, To TapdAoyo, avonaoia

abuse, kataxpnon, (kaknf) €En, Kataxpwual,
eKpeTaAAeUOUaI

academic, (oua., €16.) akadnuaikdg, Bewpn-
TIKOG

accept, (a1m0)déxoual, TTapadéyoual, uTroypa-
Pw WG atmodéKTnNG o€ TPaRNXTIKA/ETITaYA
acceptance, ammodoxn

accommodation, diapovr, TTOpoxr OTEYNG,
KATAAUpa

accompany, ouvodslw

account, Aoyapioopog

head of the accounts department, d1eBuvrg
AoyioTnpiou

open account, avoIKTOG Aoyaplaouog

take into account, AauBavw uTTOYn, OKETTTO-
Mai

accountant, AoyioTrg

accuracy, okpifela, opBoTnTa

accurate, akpIfig

accurately, akpIBwg

achieve, TeTuXaivw, TTPAYPATOTIOIW, KATOP-
Bwvw, aTTOKTW

achievement, emitTeuypa

acknowledge, yvwoTotoiw, yvwpilw
acknowledgement, yvwoTotroinon

act, evepyw

action, dpdon, evépyeia

strong call to action, dueon éviovn TTOPO-
Tpuvaon yia dpdaon

take immediate action, AauBavw Gueca pé-
TPQ

activity, dpaoTtnpidTnTa

promotional activities, evépyeieg TTpowBONoNg
selling activity, 5pacTnpIOTNTA TTWANCEWVY
actual, TTpayparikog
ad/advertisement/advert, ayyeAia, diapruion
ad agency, dIa@NMICTIKI £TAIPIA/TTPAKTOPEIO
adapt to, Tpooapudlopal/w o€

adaptable, TpooapudOIPOG, EUTTPOCGPHOCTOG
add, TpoobETw

addict, o eBiopévog

addiction, eBiouog (o€ emBAaBn €€n), Tdon
addition, TTpooBrikn

in addition to, eKTOG aTTO, EMTTPOCHETWG
additional, emiTp60BETOG

address, die0Buvon, amreuBuvouai

adhere (to) ui0BeTw, eupévw (O€), TTPOOKOA-
Awpai (o€)

adhesive, KOAANTIKA oucia

adhesive tape, KOANTIKN Tavia, GeAOTEIT
adjust, puBpilw

administration, dioiknon, diaxeipion
administrative, d10IKNTIKOG, SIAXEIPIOTIKOG
admit, Tapadéxopai

adopt, uI0BeTW, akoAouBw

advance, TTpoxwpw, Kivnon Tpog Ta eUTTPOG,
eCENIEN, TTPOOBOG

cash in advance, TTpoTTANpWVW

in advance, €K TWV TTPOTEPWV

advanced, Tpoxwpnuévog, TTPoNnyuEvNG TeE-
XVvoAoyiag

advantage, TTAcovéKTNUa, TTPOCOOV, OQPEAOG,
OUNQEPOV

take (the) advantage of, emw@eAoupal, dpAaT-
TOMQI TNG EUKAIPIOG

advertisement, diagrpion

classified advertisements, PIKpEG ayyeAieg
advertiser, dl0QNUIOTAG

advertising, dia@nuion, T€xvn TNG OlA@AUI-
ong

advertising agency, 51a@nuUICTIKO TTPAKTO-
peio/ypageio

advice, oupBouAn

advice note, cuuBouAeuTIKO onUEiwPa
advisable, evdedelypévog, opBdg

advise, oupBouAelw

we should strongly advise you, 6a cog cup-
BouAetape/ouvioToloaue 1dIaiTEPQ

adviser /-or, gUuBouAog

affect, emdpw, eTnpeddw

against payment, 11 TAnpwpn, pE TNV €£0-
¢Anon

age, £T10XN

agency, TTPOKTOPEIO, YPAPEIO, AVTITIPOCWTTEIN
agent, TTpAKTOPAG, AVTITIPOOWTIOG, WECOAQ-
BNTAG, EKTTPOCWTTOG
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shipping agent, vauTIKOG TTPAKTOPAG
aggressive, €TIOETIKOG

aggressive stance, em0OeTikr) 6éon / 010N
agreement, cup@wvia, cuppaon

aid, Bonbeia, BondnTIKSG PéTo, BoRBnua

aim, oKoTTOG, TTPOBEaN, 0TOX0G

aim at, otoxelw o€, amoBAETTw o€

airline, agpoTTOPIKN €TAIPIO

air-way bill, aepo@opTwTIKN

alike, e€ioou

all but, (dev €ivai) TiTrota GAAO TTaPA, OXEOOV
allow, emTpéTTW, TTAPEXW TO dIKAIWUA

along with, padi pe

alternative, evaAAakTIkr) AUOT, UTTOKOTAGTATO
ambition, @iAodotia

amount, TToo6v

amount to, avépxopai (yia TT004), CUPTTOCOU-
pai

ample, eupUxwpog, eupug

analyse, avaAUw

analysis, avdAuon

animate humans, éuyuya évta
announcement, avakoivwon

answer for, euBUvopai / ipal uTTéAoyog (yia)
answer the telephone, amavTw oto TNAéQwvo
answering machine, autéuaTog TNAEQWVNTAG
answerphone, TNA(pwVvo Pe AUTOUATO TnAe-
pwvnT

anti-social, avTikoIvwVviKog

anxious, aviouyog

be anxious to, avuTTouOVW VO

apart from, ekt6g a1éd

apathy, amaBeia, adiagopia

apology, cuyvwpn, atroloyia

apparatus, pnyxdvnua, Guokeun

apparently, Tpopavwg

appeal, £AEn, TTpOKANGN, cuykivnon

appear, eugavifopal, TTapoucialopail
appliance, unxavnua, cuokeun

domestic appliance, 0IKIOKI) CUOKEUR
applicant, uttoynA@Iog (yia B€on), aImtwv
application, aitnon, epapuoyn, xpnon
application form, évtuto aitnong

apply, epappdlw, 1I0XUW

apply (for), kdvw aitnon (yia)

appoint, TpoochauBdavw, diopidw
appointment, pavtefou (eTrayyeAuaTikd)
make an appointment, kAcivw pavTeou
appraisal, £éTTaivog, exTipnon

appreciate, ekTIHW
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approach, Trpooéyyion

appropriate, KaTGAANAOG

approval, emdokiyagia

meet with approval, avtipeTwTidw BeTIKA, TTI-
OOKINAdW

arbitrate, diaitnTevw

arbitration, diaitnoia

refer a dispute to arbitration, TTAPOTTEUTTW UIC
dlapopd o€ diaTnaia

architecture, apyitektovikn

area, Treploxn, medio

argue, €TTIXEIPNMATOAOYW, XPNOIYOTIOIW ETTI-
XEIpApaTa, Ioxupidopal, utroaTnEilw (yvwpn),
ATTOOEIKVUW

argue for, TTapoucidlw eTIXeIPAPATA UTTEP
argument, eTmixeipnua

arise, TTPOKUTITW

around, yUpw, oAdyupa

move around, TpIyupifw, TTEPIPEPOUAI
arrange, Kavovi{w, SIEUBETW, TAKTOTTOIW, PPO-
VTidw

arrange for (sb/sth), kavovidw yia (katoiov/
KATI)

arrangement, cup@wvia, pubuion, diIEuBETN-
on, TTPOYPAUUATIONOG, OPyAvwWon

make arrangements, TTpOypauuaTiCWw, opya-
VWVW, JIEUBETW, TAKTOTTOIW

arrogant, uttepOTITNG, M€ GAACOVIKA CUMTTEPI-
popa

art gallery, Tvako6nkn

article, €idog, pdyua, TTPoidv

artificial, TexvnTog

as far as someone/sth is concerned, 6cov
a@popd o€ KATTOIOV/KATI

as opposed to, avTibeTa e

as per, cUUQWVA WE, KATA

ashtray, Taodki, oTaxTodoxeio

aside, katd pépog

aspect, @don, TAeupd ({nTApaTog), aTTown,
Topéag

assist, fonbw

assistance, fon0cia

assistant, Bon6dg, uttdAAnAog
shop-assistant, TTWANTAG/UTTAAANAOG KOTAOTH-
paTog

association, cuvdeopog, £Evwon

assume, Bewpw dedopévo, UTTOBETW, (TTapa)
oéxopual

assurance, (e1m)BeBaiwon

assure, d1aBeBaiivw, eTIRERAILVW



at his request, cUuQWva Pe TO «KANECPA»
Tou, OTTWG TO {NTNOE

at large, ev yével, yevika

at that very moment, ekeivnv akpifwg Tn
oTIypr

at the present, auTr| Tn aTiyun, Twpa

at times, pepIkéG PopEg

at your service, otn d1d6son oag

attach, emouvATITW, ETTIKOAAW

attached, cuvnuuévog, TTOU €TTICUVATITETAI
attack, emTibepal

attend, TTapakoAouBw (poBrApata, dIOAEEEIG,
K.ATT.)

attend to, Tpocéxw, @povTidw

attention, TTpoooyn

draw one’s attention, Tpafw Tnv TTPocOXA
KATTOI0U

attitude, 6¢on, amown, otdon (wg TPOG TN
)

attraction, TTAcovékTnua, BEAynTpO
attractive, eAKuoTIKOG

audience, TTeAaTEIQ, TO KOIVO, AKPOATAPIO
audio-typist, dakTuAoypA@POg TTOU JOKTUAO-
YPagei £€yypaga akoUyovTag TO TTEPIEXOHEVO
TOUG aTTd KAaoETa

authority, e€ouaia, apyn, dikalodoaia

state authorities, KpaTIKEG APXES

automatic ticket machine, autéparn unxavn
¢€kdoong €I01TNPIWV

automatically, autépara

avail myself of, erweeAovpai

available, d1a6¢01p0g, eAeUBepOG

avoid, atropelyw

avoidable, TTou cival duvatdv V' atro@euyBOei
await, avapévw, TTepINEVW

award, atmovépw (BpaBeio, diTTAwpA, K.ATT.),
avTapeifw

aware, eVAiUEPOG

be aware of, €iyal yvwoTng/eviuEPOg
awareness, evnuEPWON, ETTiYVWOT, GUVEIdNON
commercial awareness, eTTOpIKA ouveidnon
axis, agovag
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background, utrodoun, “katdptnon”, Teipa
backstage, Ta TTapaockAvia

balance, cicoppoTiw, PEépvw O€ I00pPOTTIQ,
I00PPOTTIa

balance of payment, iI6o{Uyio TTAnpwuwv

bale, dépa

ball, kouBdpl, uTTGAQ

ball-point pen, oTuAG diapkeiag

ban, ammayopedw dia vopou, Katadikalw
bank / banker’s draft, Tpameiki Siatayr| yia
TANPWUN

banker’s transfer, Tpame(ikd petafiBacTiko
£yypago, Tpatredikn peTapifacn (o€ GAAN Tpda-
eda)

banking, Tpame{ikég epyaaieg

bargain(ing), ayopaaTikr] eukaipia, CUPQWVia
ayopattwAnaiag, mmalopevw, OlaTTpayuaTelo-
Hai

make a bargain, diattpayparedopal, TTafapelw
based, pe £dpa, TTou BpioKeTal

based on, Baciopévog o€

be based, ToTroBeToUAI

be based on, Bacifoual o€

basic, Baoikdg

basis (1TAn6. -es), Bdon

on the basis, ye pdaon, Bdaoel (Tou/TNG)
batch, TapTida

be about to, TpokeiTal va

bear, avtéxw

bear the risk, avaAauBavw tnv €uBlvn, dia-
KIVOuvelw

beforehand, ek Twv TTpoTEépwv

behaviour, cupTtrepipopd

belief, ioTn, TeT0iIBNON

general belief, yevikr Tremmoidnon

belong to, avikw o€

bend, Auyilw

benefit, 6peAog, kEPdOG, euepyéTnua
benefits package, (Ta o@€An)

beyond, Tépa amd

beyond our control, TTépa a16 TOoV €AeyX0 pag
big, peyadAog

the bigger... the narrower, 600 IO pEYA-
AOG... TOOO TTI0 OTEVOG

bill, Aoyapiaouog

bill of entry, kardotaon diacdenong (el0a-
YWYNG EUTTOPEUUATWV)

bill of exchange, cuvaAAayparTikni

bill of Lading (B/L, b/l), poptwTiKn

air-way bill, acpo@OPTWTIKA

draw a draft/bill, exdidw etmiTayr i TPARNKTIKA
term bill, TpafnkTiknA TTpoBeapiag

billboard, Tivakag A Toixog pavrpag yia Toi-
XOKOAANGN dlagnuioewv

birth, yévvnon
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biological, BioAoyikog

blackmailer, ekBiaoTAg

blame, kaTakpivw, HEPPOUAI, KATNYOPW

who is to blame? 11016g gival uTTEUBUVOG;
TTOI0G €ival A&I0G HOUPRG; TTOIOG PTAiEl;
blanket, kouBépTa

board, mivakag

board (of directors), cupfoUAio

notice board, TTivakag avakovoewy

body language, yAwooa Tou GWHPATOG

body of the letter, KUpio Béua eTIOTOARG
bold, ToAunpog

book, kAcivw (TrapayyeAia)

book-keeping, kpdtnon/mpnon AoyioTikwv BI-
BAiwv

book an order, kAcivw TTapayyeAia

booking, kpdTnon (8€éong, K.AT.)

bore, TTpokaAw TTAREN

boring, BapeTtdg, aviapdg

bossy, autapyikog

brain, puaAd, eyké@aiog

brainless, duuaAog

branch, utrokardoTnua, kKAGdog, TTapapTNUa
brand, pdpka / gippa (TrpoiévTog)

break, didAsippa

coffee break, diGA&Iupa yIa KOQE
breakdown, {nuid,

breakfast, Taipvw TpwIvé yelua, TTPWIVO
yelpa

breath, avaoca, avatrvor

bridge, yepupwvw, yépupa

briefly, ev ouvTopia, pe Aiya Adyia

brilliant, Bauudoiog, £Euttvog, eupurg

bring close, pépvw kovTa

broad, supUg

broadcast, ekpwvw, avaueTadidw
broadcaster, ekpwvntg

brochure, (d10@nuIoTIKG) GUAAGDIO, UTTPOCOUP
broker, peaitng, TTpdkTOpPOg

budget, TTpolTToAOYyIONOG

don'’t sell the advertising budget short, un
AuttnBeic Ta £€oda TTpokelyévou va diapnui-
O€IG Ta TTPOIOVTA GOU

bureaucrat, ypagelokpdrng

bureaucratic, ypa@elokpatikog

business, eTixeipnon, EuTTOpI0, SOUAEIG
business letters, eumopikri aAAnAoypagia
run a business, dieubuvw, dlaxelpifopal, dlol-
KW HIa €TTIXEIPNON

businessman, emixeipnuaTiog
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busy, amaoxoAnuévog, KATEIANUUEVOG, POp-
TWPEVOG

keep sb busy, atracxoAw KAaTrolov

butterfly, TetTahoUda

buzzing sound, BounTtd (0TO0 AKOUGTIKS TnAE-
QWVou)

by mail order, Taxudpopikwg

by return, xwpig kaBuoTépnon, apéowg

C
cabinet, viouAdmi
filing cabinet, viouAdt Tagivéunong uAikou/
apyeiou
cable, TnAeypdaenua, kaAwdiakr) ouvdeon
calculate, utroAoyidw
calendar, nuepoAdyio (emTPaTTéCI0/TOIXOU)
call, TnAepwvw, KaAw, TNAEPWVIKN KAion, €TTI-
OKETTTOMAI
call on (somebody), emokémTopal (katoliov)
long distance call, uTrepacTikO TNAE@WVNUA
campaign, SI0@NUICTIKA EKOTPATEIR, KAPTTAVIO
campaign period, TePiod0g dIaPNUICTIKAG K-
OTPATEIOG/KAUTTAVIOG
cancel, akupwvw
cancellation, akUpwon
cancellation fees, Tp6oTIHO aKUpwWONG (€101-
TNEIWV K.ATT.)
candidate, utroyr@iog
cannily, TTPOOEKTIKA, ETTIQUAAKTIKA
capacity, ikavoTnTa, XwpenTiKoTNTA
capital, kepaAaio (XpnUATIKO)
carbon paper, Kaputov, €18IKO XapTi dlaTTo-
TIOPEVO PE XPWHA YIG TNV OTTOTUTTWON QVTI-
ypaowv
card, eTTIOKETTTAPIO, KAPTA, PTTIAIETO
care, ppovTidQ, TTEPITTOINON
take, care, povTi(w, TTEPITTOIOUMAI
career, Kaplépa
cargo, @oprTio (TTAoiou)
carpet, xaAi
carriage, petagopd
carriage forward, 6pog TToU Gnuaivel TTWG TO
KOOTOG TNG METAPOPAG TTANPWVETAI OTTO TOV
TapaAnTTn. OTaV TO KOOTOG PETAPOPAG TTAN-
PWVETAI aTTO TOV OTTOGTOAEQ, XPNOIUOTTOIOUUE
Tov 6po carriage paid
carrier, JETAQPOPIKO PNETO, HETAPOPEAG
carry, JETAQEPW
carry away, mapacUpw, evBouoialw
carry out, SIEKTTEPQIWVW, EKTEAW



case, TTepITITwan, Béua, KIBWTIO, Brikn

in case, o¢ TTEPITITWOT TTOU

this is not always the case, auto dev Oupl-
Baivel ravToTe, Oev gival TTAvTa ekei To BEua/
TTPORANUaA

cash, petpntd, peuaTd xpAua, €EOQAnON o€
METPNTA

cash in advance, TpoTTAnpwvw

in cash, ToIG peTPNTOIG, OE PETPNTA

casual, Tuxaiog, avetog

catch the reader, Tpaw/eAkUw TO evOIOPE-
POV TOU avayvwoTn

cause, TTPOKOAW, TTPOEEVW)

cease, OTAUATW, TTAUW

cell, kUTTOPO

cellphone, yneiakd TNAéQwvo

certain, B¢Baiog, aiyoupog

certain amount of training, emapkng ekTai-
deuon/egdoknaon/kaTapTion

certainty, BeBaidTnTa

certificate, moTomoinTikd

certified, Bewpnuévog, eTTIKUPWHPEVOG
chairman, TTpoedpog (ouvedpIGoEwY, CUHBOU-
Aiwv, K.ATT.)

chance, gukaipia, “T0xn", CUPTITWON
channel hopping, aAAayr kavaAioU (TnAed-
paONG K.ATT.)

charge, xpewvw, Xxpéwon

charging, xpéwon

charming, yonTteuTikog

check, eAéyxw, Toekdpw, eTTITAY

checklist, katdAoyog, AioTta

cheerful, euxdpiotog

cheque/check, emitayn, To€k, £VTUTIO ETTITAYNG
chief buyer, TTpoioTauevog TTWARTEWY

chief executive, yevikdg d1euBUVTAG

choice, emiAoyn

choose, dIaAEyw, ETMAEYW

c.i.f. (cost, insurance, freight), 6pog TTou on-
Maivel 0TI o1 TINEG (METAPOPAG EUTTOPEUHATWV)
oupTrepIAapBavouv 1o KOGTOG, TNV ACQAAEIA,
KaI Tov vauAo

circular, eykUkAiog

circumstance, TTepiTITWON, TTEPIOTACN
claim, ammaitw, 1Icxupifopal, ToTEVW

claim back, agiwvw, emkaloUual

class, 1G4&n

first class, TTpWTNG TGENG, APIOTOG
classified advertisements, pikpég ayyeAieg
clear, ekTeAwvidw

clearing agent, eKTEAWVIOTHG

clerical, uTTaAANAIKOG

clerk, utTtdAAnAog, (ypageiou)

post room clerk, uTtdAAnAog utrelBuvog yia
Tn diavoun aAAnAoypagiag

clever, £Eutrvog

client, TTeEAGTNG (KUPIWG YpaQEiwy, ETAIPEIWY,
SIKNYOpWV, OPXITEKTOVWYV K.ATT.)

close, kovtd

bring close, £pvw KovTa

close down, TTaUW va AsIToupyw

close-knit, oTeva ouvdedepévog

closed market, povotrwAio

closing sentences, mpoTdosig yia eTTiAOyo
coach, moUAuav

c.o.d. (cash on delivery), e€6pAnon katd Tnv
TTapddoon

code, KWAIKAG

code number, KwdIKOG apIBPog

colleague, ouvadeA®og

collect, maipvw, paletw

collectable, cUA\ekTIKOG

combination, cuvduaoudg

come out, epgavidopal, Byaivw

come straight out with, dnAwvw/papTupw
apéowg

come to the point, “ptaivw” oto Béua
command, emRAANW, aTTAITW
commemorative, avapvnoTikdg

comment, oX0AI0

commentator, oxoAIaoTrg

commerce, EUTTOPIO0

chamber of commerce, TeXVIKO ETTIHEANTAPIO
school of commerce, euTTOPIKT) OXOAN
commercial, EuTTopIKAG, EUTTOPIKA dIaPrIoN
(oTnv TNAE6pacn 1 To PadIGPWVO)
commercial awareness, £uTIOpIKfy OUVEIdN-
on/ (eti) yvwon

commercial course, KUKAOG EUTTOPIKWY Ma-
enuaTtwyv

commercial L/C, evéyyuog (EUTTOPIKA) TTIOTWGON
commission, avaBéTw (evioAr, avTiTpoow-
Treia), EVIOAN, TTpouABEIa (XPNUOTIKA)
commitment, utTtoxpéwaon, déousuon
commodity, euroépeupa, TTPOIdY, €idog, ayabod
common sense, KOIVI] AOYIKI)

common use, KOV} XprRon

communicate, mMKoIVwVid, HETASIOW (Mrvu-
Ja), TTAnpoQopw

communication, emmikoivwvia, diacuvdeon
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inter-communication, cU0TNUAO €VOOOUVEV-
vénong

communications, peTa@opika péoa
communicative, opIANTIKOG, dIaYXUTIKOG
non-communicative, cuykpaTnuévog, un dia-
XUTIKOG

community, kovotnTa

commuter, (0) TagIdeUWY KABNPEPIVA (TTPOG Kall
atré Tov TOTTO £pyaciag Tou) e dnNUAaIo Péoov
METOPOPAG

company, €1aipia, TTIXEipnon

daughter company, BuyaTpikr TaIpia
parent company, unTpIkA eTaipia, EAEyxouoa
eTaIpEia

stay with the company, (Trapa)uévw (TTIoTéG)
aTnV TaIpia

compare, CUYKPivw

be compared to, cuykpivouai pe
compatible, cuppartdg

compensation, ammo{nuiwon

compete, avraywvifopal, cuvaywvifopai
competent, IKavog

competition, cuvaywviopog, avtaywviopog
competitive, avtaywvioTIKOG, CUVAYWVICIUOG
competitiveness, avraywvioTiKOTATA
competitor, aviaywvioTAg

complain, TTapatoviéual

complaint, mapdrmovo

complement, cupTTANPWVW

complete, TTAfPNG

complete range, TTAf)png o€ipd, oAGKANPN n
ocipd

completely, evieAwg, ammoAuTa

completion, eKTTAfpwaon, EKTEAECN
complicated repiTTAokog

complimentary close, euyevikd kAgioipo €mI-
OTOAAG

comprise, aTTOTEAW, ATTOPTICW, TTEPIAANPBAVW
computer, NAEKTPOVIKOG UTTOAOYIOTAG
concentrate (on), cuykevTpwvw (TNV TTPOCO-
XM MOU) O€, GUYKEVTPWVOQI

concept, 15¢éa, guveidnan, avtiAnyn
concern, agopw (o€), Béua, uttdBeon, evdia-
PEpov

as far as someone/something is concerned,
6aov agopd o€ KATTOIOV/KATI

to whom it may concern, yia ka6¢ evdiagpe-
POMEVO, TTPOG OTTOIOV aPOopPa

concession, TTapaxwpenon

conclusion, cuptrépacua
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draw a conclusion, By&l{w cupTrépacua
condition, 6pog, ocuvBrkn, KaT@oTACN

on condition that, pe Tov 6po / TNV TTPOUTIO-
Beon o

conduct, die€dyw, diaTpayuareloual, dlEu-
Buvw

conference, ouvédplio, SIGOKEWN, TUCKEWN
confidence, gutioToolvn, exeuUdeia
confident, retmreiopévog, BERaiog
confidential, £ymoTOg, EUTTIOTEUTIKOG
configuration, diauépewaon

confine, Aaigio, 6pio

confirm, emBeaivw

confirmation, (¢m)BeBaiwon

confusing, CUyKeXUPEVOG

congratulations, cuyxapntpia

connection, oUvdeon, cuvepyaaia

in connection with, o€ oxéon pe

consider, JEAETW TTPOCEKTIKA, OKETTTOMAI, €CE-
Talw, Aapavw utréwn, Bewpw
considerable, afloonueiwTog, aNUAVTIKOG
considerably, afloonueiwta

considerably overdue, ekTpd0eop0g €W Kal
TTOAU KaIpd

consideration, peAétn, e¢étaon

favourable consideration, euvoikr avTIJETW-
mon

take into consideration, A\auBdavw uttoyn, Je-
AETW

consignee, TTAPAANTITNG

consignment, TTapaAafn, oTOOTOAr (EUTTO-
PEUUATWV)

consistency, cuvTtovioudg, GUOXETIONOG, OU-
VETTEIQ

consistent, ouveTtig, 0TaBepOg
consolidation, eumédwon

constitute, amapTidw, amoTeAw

Constitution Square, MAateia Zuvtaypatog
construct, kataokeudldw, @TIGXVW, Olapop-
PUVW

consulate, mpogeveio

consultant, cupBouiog

consumer, KOTOVOAWTAG, ayopacTrg
consumption, katavaAwon

contact, eraon

contain, TepIEXw

container, peydAo KouTi cuoKeuaaiag, UTTO-
PEUMATOKIBWTIO, KOVTEIVEP

contemplate, éxw utTéWn va, okETTTOAI VO
content, TTepiexOuEVO



continuation sheets, éviutta aAAnAoypagiag
MOVO WE TNV ETTWVUNIO TNG ETTIXEIPNONG 1) TeE-
A€iwg AEUKA yIa TIG UTTOAOITTEG (EKTOG TNG TTPW-
TNG) CENIDEG EPTTOPIKWYV ETTIGTOAWV
continuum (1TANG. -ua), ouvexng oeipd, ouvoxn
contract, cupBoAaio

contractor, epyoAnTTNG, NETGldwY
contradict, avTiAéyw, dlapwvw

contribute, cupBaAw, cuvelIoPEépw
contribution, cuveiopopd, cuuBoAn

control, xeipiopal, XpnoIPOTIOIW, €EAEYXOG,
KOVTPOA

convenience, dveon, BoAR

convenient, BoAIkdg, dveTog, EUKOAOG
conversation, ourTnorn, ouvouiAia

hold a conversation, éxw pia ocugnTnon
convey, petadidw, EKQpalw, PavePwVW
convince, Teidw

cooperation, ouvepyaaia

copy, avTiypago

good copy, TTITUXNG aTTouiunan

copy paper, AeTrTé XapTi (yio avTiypaga Je Tn
XPrion KapuT6v)

cordless, aocUpuarog

corporate, eVOWHPOTWHEVOG

corporation, cwyarteio, €Taipia, cUAAOYoOG
correct, dlopBwvw, cwaoTdG, CWOTA
correcting fluid, d10pBwTIKG UYPS

correctly, cwotd

correlation, cuoxeTiopog

correspond to, gipai 1I06TIpog/avaAoyog pe
correspond with (sb), aAAnAoypagw pe
correspond with (sth), avramokpivouai o,
€ipal oUPPWVOG e, TaIPIAdW PE
correspondence, aAAnAoypagia
correspondent, TTAPaArTITNG UNVUPATOG, OVTA-
TTOKPITAG

correspondent bank, avratrokpitpia TpdTTE(
corridor, dIGdpouog

corrupt, diIaBpwvw, KATAOTPEPW, dlaPOEipw
cost, kK60T0G, £€€0da

cut the cost, peiwvw T0 KOOTOG, TTEPIKOTITW
Ta £€00Q

cosy, GveTog Kal {eaTdg/ue BaATTwpn
counsel, GupBouAetw

coupon, KOUTTOVI, ATTOKOMUO

course, TTopeia, £EENIEN, oelpd padnudTwy
commercial course, KUKAOG EUTTOPIKWY Ha-
enudatwv

courteous, UYEVIKOG, aBpOg

cover, PAKENOG, TTEPITUAIYHA

create, dnuioupyw, TTapdyw

creation, dnuioupyia

creative, dnNUIOUPYIKOG

creatively, dnuioupyikd

credibility, alomoTia

credit, TioTwon, MoOTWVW

credit card, ToTWTIKA KAPTA

credit note, MOTWTIKG onUEiwWUa

crisis (TTAnG. crises), kpion

crisp, aTToQPACIOTIKOG

criterion (An@. criteria), kpiTrjpio

establish a criterion, opifw/Balw kpITHPIO
critical, KpITIKOG

critical question, kpioiyo epwTnua

criticise, kGvw KPITIKA

Cross, oToUPWVW

it crosses one’s mind, Trepva até 10 HUOAG
KATroIou

crossed legs, oTaupotodi

crossroad, cTaupodpouI

crowd, TTA60¢

crucial, KpioIoG, aTTOPACITTIKOG

currency, Tpéxouoa TIuf ouvaAAdyuaTtog/ vo-
Hiopartog

currency reference, (GuvoAayuartikr) oxé-
On VOUIOUATWYV

current, Tpéxwv, I0XUWV, (ETTKPATWY, ETTIKAI-
pOg, oUyxpovog

curriculum vitae, Bioypa@ik6 onueiwya
customer, TTEAGTNG

Customs (House), TeAwveio

Customs broker, ekTeAwWVIOTAG

(customs) clearance, ekTeEAwWVIOUOG
(customs) debenture, ioTOTTOINTIKG €TTAVE-
Saywyng

customs declaration, dnAwTIKOS (euTTOPEUNA-
Twv), TEAwvelakr dRAwaon/dlacdenan
customs duty, TeEAwvelokdg daoudg
customs entry, (TEAwvelakn) kataxwpnon
Customs officer, TeAwveIakog (UTTGAANAOG)
customs tariff, TeAwveiakr) daopoloyikr Ka-
TATOgN, TEAWVEIOKS SACHOAGYIO

cut, eAaTTWVW

be cut off, diakdéTITOpI (EVW MIAW OTO TNAE-
PWVO) BIOTI «KOBETAI» N YPOUUN

cut down, TTepiopidw, EAATTWVW

cut the cost, peiwvw 10 KOOTOG/TTEPIKOTITW
Ta £€§oda

cutting, KopudT
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c.v. (curriculum vitae), Bloypa@ikd onueiwpa
c.w.o. (cash with order), e§6@Anon poAig do-
B¢i n TTapayyeAia
cycle, modnAato

D

data (ev. datum), oToixeia, dedopéva

d. base (data base), Baoikd dedopéva
damaged, TTou é€xel uTToaTEl {NMIA,
KOTEOTPAUUEVOG

date, pavrefou

fix a date, kKAeivw pavteBol (TTPooWTTIKS)
deal, dogoAnyia, douAeid

the entire deal, n 6An diampayudrteuon, 10
KUpIo B¢épua

deal with, katatmavouai, acxoAouuai g, EXxw
OXEON ME, EXW va KAVW HE, dIaTnNPw ETTAYYEA-
MOTIKEG ETTAPEG PE, DIATTPAYUATEUONAI, IKAVO-
TTOIW, AVTIYETWTTICW

dealer, ¢utropog, vTiAep

debit, xpéog

debt, xpéog

decent, apudlwv, KOOUIOG, EUTTPETTAG
decide, ammo@agidw, emAEyw

decision, amégaon

decision-making, Afjyn amogdccwy

make a decision, Traipvw/AauBdavw pia atréd-
¢aon

deck, 6popog Asw@opeiou, KATAOTPWHA
declare, dnAwvw, opidw, KNPUCOW

decline, ékmrTwon, peiwon, TTwon, £6aoBé-
vian

decrease, peiwvopal, JEIWVW

deeply, Babia

defect, eAdTTWUO

defective, eAatTwpaTikog

defend, utrepaaTrifopal, TTpooTaTELW
defensive, apuvouevog, (0) EUPIOKOPEVOG O€
duuva

define, opiw, kaBopidw

definition, opiouog

degree, Babuog

delay, kaBuoTépnon

delegate, avabétw

delicate, kopywog

delicious, eUyeuoTog, voaTIUOG

deliver, mapadidw

delivery, Tapdadoon, diavoun

demand, {Tnon, amaitnon, amamw
demanding, amaiTnTIKOG

382

demonstrate, emodsikviw

demonstration, emideign

deny, apvoupal, dev TTapadéxopal
department, Turua (eTaipiag, KATAGTAPATOG,
K.ATT.), KAGSOG, uTTnpeaia

Exploration Department, Turjua Epeuvwv
Finance Department, Oikovopik6 Tunua
Head of the Account Department, AicuBu-
v\ AoyioTnpiou

Production Department, Turjua MNapaywyng
Sales Department, Turjua NwAnoewv
departure, avaxwpnon

depend on, eapTwual amd

deposit, kataBéTw XprpaTa, KaTdbeon xpnud-
TwV (yia @UAagn A eTévouon)

depress, Tpogevw KaTaBAIYn

deprive sb of sth, oTepw ka1 a1d KATTOIOV
deputy, uttodieuBuvTng, avaTAnpwTng (dieu-
Buvtng f TTP6edpOog)

description, epiypagn

deserve, dikaiouyal, You agicel

design, oxedIAdw, HEAETW, TTPOYPANMATIONAG,
TTAGVO

despatch/dispatch, amooTéAAw, aTTOOTOAN
destination, TTpoopiouég

detail, AemrTopépeia

detailed, Aerropepn|g, eTTIpEPOUG, EEXWPIOTOG
determine, TTpoadiopidw, kabopilw
determined, amo@acIOTIKOG

develop, avamtioow, e¢eAicow -opai
development, avaTTuén, eEEAIEN, BeATiwan
device, yéoov, GUOKeUN, uNXavnua

devise, £MVOW, EQPEUPITKW, AVAKAAUTITW
diagram, didypaupa

dial (a number) oxnuartidw apiBPd oTn ou-
OKEUN TNAEQUWIVOU, TTaipvw TNAEPWVO
dialling tone, o oG Tou TNAEPWVOU TTOU
utrodnAwvel 6T N ypauur gival eAelBepn
dictating machine/dictaphone, pnxavnua yia
UTTayOPEUON KEIUEVWV

dignity, agiompémeia

diploma, trTuyio, diTTAwpa

direct, dueoog, kateuBuvw, OTPEPW

direct flight, amreuBeiag Trron

direct mail, dueon dloenuUIOTIKA evnuépwan
pe aAAnAoypagia

direct mail letter, dia@NUIOTIKA evnuUEPWTIKA
€TMIOTOAR

direct marketing, auean diagruion TPoidvTog
directly, kateuBeiav



director, dicubuvTrg

divisional director, dicuBuvTrg TuARUaTOG/
TopéQ

directorate, dicUBuvon, dioiknon

directory, katdAoyog, eupeTrpio

telephone directory, TnAe@wVIKOG KATAAOYOG
disadvantage, peiovéktnua

disagree, dla@wvw

discharge, amodéopeuon, amaAAayr)
discipline, emoTnUOVIKOG KAGDOG, TOMEAG YVW-
oewv, TreIBapyia

discount, ékmTTwon

discover, avakaAUTITW

discreet, diakpITIKdg

discuss, oulntw

disk/disc, diokéta

floppy disk, diokéta

hard disk, okAnpdg diokog

resident disk, eowTepIKOG/EvOWPATWHEVOG di-
OKOG/ETTEGEPYATTNG

dispenser, 3don (yia oehoténtr), doxeio
display, ekBETw (o€ ekBETEIG TTpOiIdVTWY), OEi-
XVW, ETIOEIKVUW

disposal, di60ean

be at one’s disposal, cipal otn d1GOeon KA-
TTOI0U

dispute, ap@ioBATnon, @IAovikia

refer a dispute to arbitration, TTapaTéuTTW
Mia dlagopd g€ diaitnaia

disrepute, kakrj @Aun, avuttoAnyia
dissatisfaction, ducapéokeia

dissatisfied, SucapeoTnuévog

distant, pakpivog

distinct, 1di1aiTEpog, EUKPIVAG

distribute, diapoipadw, diavéuw
distribution, diavoun

sales and distribution system, cUoTnua TTw-
Aoswv kai diavoung

district, epipépeia

disturb, evoxAw

dive, BouTtw

divert, attooTIW) TNV TTPOCOXA

division, diaipeon, katapepiopdg

do my best, Badw Ta duvatd pou

document, £yypa@o, VTOKOUPEVTO, TEKUNPIO,
TiTAOG

documentation, (emionua) éyypaga, TeKUN-
piwon Or eyypagou

domestic appliance, oIKiakr) CUOKEUR
dominate (over), kuplapxw (o€)

don’t sell the ad budget short, yn AutrnBeig
Ta €000 TTPOKEINEVOU VO DIOPNUITEIG TO TTPOI-
OvTa oou

double decker (bus), diwpopo Aewopeio
doubt, ap@iBoAia

downturn, kKduyn, TTTWON, YEiwan

dozen, dwdekada, vrouliva

draft, TpaBnkTikA emTaYA

term draft, TpankTikA TTPOBECNIOg
dramatic, evTUTTWOIOKOG, GUVTOPAKTIKOG
draw upon, Traipvw/amooTw (TTANPOQPOopiEG)
atmo

drawback, moTpo@n (katd Tnv eaywyr)) Twv
OOOUWY EI0aYWYNG

drawing pin, mvéla

dream, Oveipo

dress-goods, TTpoidvTa évduong

drive, dladpopun pe autokivnTo, 0dnNyw
drugs, VopKwTIKE, @ApuaKa

due to, opeINduevOG o€

in due time, gv eUBETW XPOVW, OTNV KOTAAAN-
An wpa

it is due to, ogeieTal o€

dull, aviapdg, povéTovog

duplicate, dITTAGG

duty, kabrkov, epyaacia, dacudg

be on duty, exTeAw uTINPETia

excise duty, e6pog katavadAwaong (yia oivo-
TIVEUPATWON TTOTA Kal TOIYapa)

E

E.E.C. (European Economic Community),
EupwTraikr) Oikovopikr Koivétnta/E.O.K.
early reply, xwpig kaBuaTtépnon/aueon atmd-
vTnon

earn, Kepdilw

earphone, akouoTIKO
economic/economical, 0OIKOVOUIKOG
economic good, OIKOVOUIKO OPENOG/CUP@EPOV
economist, 0IkovouoAdyog

economy, OIKOVOUia

edge, dkpn, Auon

give oneself an edge, Ta Bydlw Tépa, Bpiokw
Auon/dkpn

editorial, ekdoTIKOG

in editorial form, oe €kd00EIG, OE POPP| EVTU-
TTOU

educate, evnuepwvw, HOPPUVW

education, yépewon

effect, emidpaon, ouvémeia
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in effect, katd oguvéTeia

effective, ammoteAeopaTikdg, amodoTikeg
efficiency, amodotikéTnTa

efficient, ikavog, emapkAg, KaAdg, (oTn dou-
Aeid), TTou S1a6£TEl Ta aTTaITOUPEVA TTPOCTOVTA,
ATTOTEAEOPATIKOG, OTTOSOTIKOG

efficiently, ammodorikd, ikava

effort, TpootdOeia

elastic band, AaoTixaki

elect, ekAéyw

electronic, nAekTpoviK6g

electronic mail, nAekTpovikg TUTTOG (CUVOE-
on pe telex, telefax, K.A1.)

elegant, Kopwag, eKAETTTUGEVOG, KaAQioBNTOG
element, oToIXEiO

eliminate, eaAcipw, TTepiopidw

embrace, aykdAiaopa, TepITTUgn, aykahidlw
emphasise, Tovidw 1BIAITEPWG, divw Eupacn
employ, epyodoTw, divw/TTapéxw epyaaia (o€
KATTOI0V)

employee, epyaldouevog

empty, adelog

en/on route, katd TNV TTOPEia, KaB’ 00OV
enable, kaBioTw IKavo, diIEUKOAUVW, TTapEXwW/
Oivw Tnv duvardtnTa (o¢)

encl./enclosure, €0wWkA€IOTO €yypago, Ou-
vnuuévo

enclose, eowKAgiw

end in, kataAfyw o€

endeavour, TTpocTIa0W

energetic, evepynTikog, dpaaTriplog
engaged, KaTeIANuPévVog

engaged in, TTou aoxoAeiTal pe

enjoy, ammoAauBavw

enlarge, eTekTeivw

enormous, TEpACTIOq

enquiry/inquiry, {fTnon TTANPOYOPIWY
ensure, emMReRaivw, eEaa@alidw, (d1)acea-
Aidw, diaBeBaivw, dlaBefaiwvopal, alyou-
pelw, alyoupelopal

entail, ouverdyopal, evéxw

entanglement, pmrAé€ipo, ummépdepa

enter, putraivw o€, €l0épyopal, yypdow, Ka-
TayXwpPidw

enterprise, mixeipnon

entertainment, diaokédaon

enthusiasm, evBouciaopog

entire, oAGkAnpog, 6Aog

entirely, evieAwg, TeAeiwg

entitle, e¢ouaiodoTw, divw T0 diKaiwPa
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entrepreneur, dIOXEIPIOTNG, ETTIXEIPNUATIOG
envelope, @akeAOg

window envelope, @akeAoG pe dla@avh PEU-
Bpdvn yia va @aivovtal To dvopa Kai n diev-
Buvan Tou TTAPAAATITN

environment, TTepIBaAAov

episode, £11€I06010

equally, egioou

equipment, eE0TTAIOUOG, £QOBIOOUOG, CUOKEUR
erroneous, e0QaApévog, A\avBaouévog

error, c@dAua, Addbog

escalator, Kuhidpeveg OKAAEg

escorted, opyavwuévog, ue utretBuvo odnyod/
Eevayo

essential, ouc1wdNG, oNUAVTIKOG

establish, divw éugpaon, diamoTwvw, oTnPi-
{w, KoBiEpwvw, ETTIBAAW

establish a criterion, opiw/Badw KpITAPIO
established, kaBiepwpévog

well established, kaAd edpaiwpévog, Kabie-
pPWUEVOG

estimate, uttoAoyidw, eKTINW, UTTOAOYIOHOG
E.U. (European Union), Eupwtraiki KoivéTn-
Ta/Evwon

evaluation, ektipnon, agioAdynon

even if, aképa kai av

evidence, amodeIgn, papTupia, oToIxEia
evidently, Trpo@avwg

evil, Kakdg, d1aBoAIKOg

evolution, e¢€NiEn

evolve, avatrtioooyal, eEgAicoopal
exaggerate, uTTepaAAwW

examination, €¢étaon

on examination, katd Tnv €&éTaan
excellent, Baupdoiog, eEaIpeTIKOG, GAPIOTOG
exceptional, e€aipeTIkdG

exchange, ouvaAlayua, aviaAhayr, cuvaA-
Aayn, ouvaAAdoow, ouvaAAdooopal
exchange rate, cuvaAAayuaTIKr 1I00TIYIQ, TIMA
OUVOANGYPOTOG

exchange reserves, cuvaAAaypaTik@ aTToBé-
pata

telephone exchange, TNA€PWVIKO KEVTPO
exciting, ouvapTTaoTIKOg

exclusive, aTTOKAEIOTIKOG

exclusively, atrokAeIOTIKG

excursion, ekdpoun

ex-directory number, pun kataxwpnuévog apid-
HOG TNAEQUIVOU

execution, eKTEAEDT, TTPAYUATOTTOINCON



executionally, katd Tnv ekTéAeon/diekTTEPQ-
waon

executive, avWTaTO BIOIKNTIKO OTEAEXOG, EKTE-
AEDTIKOG, EKTEAETTIKO Opyavo

executive secretary, ypappatéag avwtatou
OI10IKNTIKOU OTEAEXOUG

chief executive, yevikdg dIEUBUVTAG
exhibition, ékBean, emideign

existing, uTtTadpxwv

expand, eTTekTEiVW, €TTEKTEIVOMAI, avaTTUO-
gopal

expanding, avaTITUGOONEVOG

expect, ToTelw, VOUIdw, TTPOOBOKW, TTEPIUE-
v

expenses, ££00a

experience, euTIEIpia, TTEipa

expert, €10IKOG, E1OAPWY

expire, Afiyw

explicit, cagng

exploit, ekpeTaAAeUopal, eTTweAoUal, aglo-
TTOIW

exploration department, Tufua epeuvov
explore, e€epeuvw, EpEUVW

export, e¢aywyn

export trade, e€aywyiko eutrépio

exporter, e¢aywy£ag

express, ekQPAlw

extension (number) /(line), eawTepIkdGS apIB-
pog/ypappn TNAEPWVOU

extensive, eKTETAPEVOG, EVTATIKOG

extent, éktaon, péyebog, Babudg

to the same extent, oTov D10 BaBud/ékTaon
external data bases, TTnyég Sedouévwv/TTAn-
POPOPIWV EKTOG TNG UVANNG TOU UTTOAOYIOTH)
extremely, e€aipeTikd, TTapa TTOAU, UTTEPBOAIKG

F

f.a.s. (free alongside ship), 6pog Tou on-
Maivel 6T o1 Tiuég oupTTepIAaPPBAavouv Ta £€o-
00 METAPOPAG EUTTOPEUNATWV PEXPI TO AIAVI
TIPOEAEUONG, XWPIG TN GOPTWON OTO TTAOIO.
fabric, Upaopa

face, TpOOWTTO, AVTIETWTTI(W

facility, eukoAia, dieukdAuvon, eEuttnpéTnan,
davean, duvatoTnTa

facsimile/fax, pnxdvnua avaTiTTwong Kal Je-
TAO0ONG TTAVOUOIOTUTTIWY Kal PadIOTNAEPWTO-
YPA®IWY, @ag, TNAEOUOIOTUTTIO

fact, yeyovég, ouupav

factor, Tapdywv

key factor, Baoikdg TTapdaywv

fair, dikaiog, €vripog

fairly (+ adj./adv.), apketd

fairly and squarely, capwg Kai Katnyopnuo-
TIKWG

faith, eymoToolvn

faithfully, moTd, agooiwpéva

yours faithfully, Me Tiur/Yuétepog (yia etriho-
YO ETTIOTOAWV)

fall, Té@Tw, peivopual

fail into, katavéuopal, a@opw, EPTTITTITW

fare, €i01TpI10, VaUAog

fascinating, eAKUOTIKOG, yONTEUTIKOG

fault, c@dApa, eubuvn

favourable consideration, euvoikn avTipeTw-
mon

fax, TnAeopolotuTria, TNAEQWTOTUTTIQ

feature, Tapouciddw, Tovidw, XaPAKTNPIOTIKO
highly featured, pe XopaktnpIoTIKA UWNAARG
TTo16TNTOG

feed, Tpépw

be fed up with, dev aviéxw, €ipal PTTOUXTI-
ouévog, Bapiépal

feedback, TTAnpogopieg

feel, aicBavopai

make someone feel at home, KGvw KATTOI0V
va a100aveTal oav OTo OTTITI TOU/GvETa
feeling, ouvaiobnua

female, 6nAukdg

field, 6¢ua, edio, Topéag

fierce, dypiog, cpodpdg

figure, @iyoupa, avBpwrivn yop@r], OIAOUETA,
EUQAvion

file, pakeAAog Tagivéunong eyypdowv, viooié
filing, apxeioBétnon

final, TeAIKOG

finally, TeAika

finance, xpnuatodoTw

finance department, Tur)ua OIKOVOUIKWY
financial, oikovopikdg

financial muscle, oikovouikég Trapdyovrag/
ovTOTNTA, KYEPG» OIKOVOMIKA

financial people, ol epyal6uevol GTO 0IKOVO-
MIKG TUAPa

financing, oikovouikd 6éuaTta, xpnuaTodoTn-
on (ETIXEIPAOEWG)

find my way through, Bpiokw dkpn o€

fine, TpdoTIUO

finger, ddakTuAO (xEPIOU)

finish, TeAciwpa, @vipiopa
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firm, eTaipeia, @ipya

first class, TpwTng T4ENG, ApIOTOG

first-time user, Tpwrtdpng oTn Xpron, TTou
XPNOIUOTIOIE KATI yIa TTPWTN QOopda

fit, appolw, xwpdw

fit (in), Taip1Gw

fit out, e@odIGlw, emMTTAWVW (Ypapeio)

fix a date, kKAeivw pavteBoU (TTPOCWTTIKO)
fixed, KaBoPIOPEVOG, TUYKEKPIPEVOG

flag, onuaia

flexible, eAaoTIkOG, EUEAIKTOG, OXI ATTOAUTOG
flight, rrrion

floppy disk, diokéta

fluency, cuxépeia (Adyou), euppddeia
fluently, pe euppddeia, ue dveon (oTnv opiAia)
fluid, uypod

correcting fluid, 510p0wTIKS UYPO

f.o.b (free on board), 6pog TTou onuaiver OTI
ol TIUEG oupTrEPIAaPBAvouv To KOOTOG Kal Ta
£€000 HETAPOPAG TWV EUTTOPEUNATWV PEXPI KOl
N POPTWOT) TOUG OTO AIJAvI TTPOEAEUONG
focal, onuavtikdg, 0TIOKOG

focus, eoTiddw/ouykevipwvw (CUVABWG TNV
TPOoOXN)

fold, diITTALVW

folded arms, otaupwuéva xépia

follow, akoAoubw

be followed up, akohouBoUpai

following, TTapakdTw, KATWTEPW

foolishly, avonta

for instance, yia TTapddeyua

forbid, amayopslw

force, duvaun, duvauikod, 1I0XUG

forecasting, TTpoBAswn

forgery, TTAacToypa®ia

form, TpoTOG, pETOV, PopP®R, TUTTOG, POPHA,
EVTUTTO, OoXNMaTi{w, axnuariopai
application form, évtuTio aitnong

in editorial form, oc ekdoOOEIG, O POPPR
evrUTToU

in the form of, pe Tn popen (Tou)

format, (yevikd) oxédio, oxAua

formalities, diaTuTTWOEIG

forming, oxnuatiopog

formula, T0TTOG, CUVTAYN, POPUOUAT
forthcoming, peAAovTiKGG

forward, TrpowBw

fountain pen, oTUAO peAavng

frank, eIAikpivrg

fraternity, opydvwon, cwparteio
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marketing fraternity, cwpareio/opydvwon eTTi-
XEIPNMATILV

freedom, eAeuBepia

freight, vauAog

freighter, optnyd mAoIO, VAUAWTAG/ETTIXEIPN-
JaTiag eopTnywy TTACIWV

frequency, cuxvoTnTa

frontier, cUvopo

fuel oil, uypd kauciya

fulfil/fulfill, ekTTAnpwVW

full, TARpPNg
full board, TTAfipng diaTpo®r| (o€ evodoxeia
K.ATT.)

full range, TTAfpNG oeIpG

function, Asitoupyia, Aeitoupyw, epyadopal
functional, AeiToupyikdg, xpAOINOG

funny, aoTeiog

furnished, emmAwpévog

furniture, emiTTAwon, Ta £EmMITTAQ

further, Tepaitépw, TTapatdvw, €TTi TTAéOV

further details, TTepIoc00TEPEG AETITOPEPEIEG
furthermore, smiTAéoV

G

gadget, unxaviké eTmvonua, HapagETi

gain, TTaipvw, atroKTw, KEPBICw

game, TTaIXVidI

gap, xaopa

gather, GUANEYW, CUYKEVTPWVW

general, yevikog

general belief, yevikn memmoibnon

general partner, ouveTaipog TToU €UBUvVETQI
aTTEPIOPIOTA KAl «OAANAEYyUa» yia Ta Xpén
TNG ETAIPIOG TTOU CUHMETEXEI

generation, yevid

get across the truth, «mepvw»/peTadidow Tnv
aAnBeia/To urivupa

get in touch with, épxopail o€ eraen pe, -
KOIVWVW HE

get on (well) with someone, 10 TTGwW KAAG
JE KATTOIOV

get satisfaction, ikavorroioUpai, pévw Ikavo-
TTOINUEVOG/EUXAPIOTNHEVOG

get used to (sth), cuvnbBidw (k1)

give a break, xapifw/mapéxw/divw éva did-
Aeippa

give ground, divw agopun/aitia/Aapn

give sb a lift, Taipvw kaTmoiov oTo auTokivnTo
Mou yia va Tov TTdw KAtrou



give myself an edge, Ta Byddw mépa, Bpiokw
akpn

glad, euxapiotnuévog

glance, BAéupa, pamda

at a glance, pe pia pamdé

globe, yn, udpdyeiog

gloomy, peAayxoAikog, okuBpwTTdg

go across, diooyilw

go into partnership, cuvetaipifoual

go through, Trepvw, avTigeTWTICW

go to the trouble of, yraivw oTov k61O VO
go up, avépxoual, augavw

golden, xpuodg (e1m6.)

good, KaAGg

be good at, cipal KaAog o€ (KATI)

good order, kaAn didTagn

good-looking, epyg@avioipyog

goods, TTPoiovTa, EUTTOPEUPATA, EUTTOPEUNA,
ayaba

gossip, KOUTOOUTTOAEUW

government, kuBépvnon

gradually, oTtadiakd

graduate, amo@oITOg

grant, Tapéxw, Xopnyw, IKAVOTTOIW
graphics, ypa@Ikég TTapaoTaoElg
grateful, euyvwpwv

greenness, BAGoTNON

greeting, Tpoo@wvnon €MIOTOANG
grossly, xovdpoeIdwg, Katdpwpa
growth, avamrugn, avénon

new growth, veOovaTITUGOONEVOG
grumble, pepyipoipia, TTOPATTOVO, YKPIVIa
guarantee, £yyunorn, eyyuwyai

guard, ¢poupdg, OKOTTOG

guide, eAéyxw, kaBodnyw

guided tour, Trepijynon pe ouvodo
guideline, kaBodrynon

H

habit, ouvrBsia

half board, nuidiatpogn (o€ Eevodoyeia K.ATT.)
handle, xeipiCopal, dIEKTTEPAIIVW, EAEYXW
handling, xeipiopog, xpAon, diekTTepaiwaon
hang, kpepw

hang up, kAgivw (TNA. ypapun)

hardly, petd Biag, oxeddv kabéAou
hardware, UAIKO, oUvoAo unxavnuatwy H/Y
hat-stand, kpepdoTpa yia katréAa

hate, piow, amexbdavoual

have a dramatic effect, éxw «@oBepr» emidpaan
have in mind, £xw katd vou, AapBdavw utroyn
head of the accounts department, dicubu-
VTG AoyloTnpiou

headed notepaper, £éviutro pe Tnv TAUTOTNTA
NG eTaIPiag

heading, emwvupia kai dietBuvon/TautdTNTa
eTaIPiag

letter-heading, ¢vtutto aAAnAoypagiag pe Tnv
TAUTOTNTA TNG ETTIXEIPNONG YIO TNV TTPWTN O€-
Nida EUTTOPIKWYV ETTIOTOAWV

health, uvyeia

hear from (someone), £xw véa amé (KAToliov)
hedgehog, okavt{dxoipog

hero, npwag

hidden, kpuppévog

high, ynAdg, uwnAou emirédou

high-quality, e¢aipeTikij TTO16TNTA
high-ranking, pe upnA6 Babus/6éon

high tech pitch, texvoloyia uwnAoU emiTTé-
dou

highlight, emAéyw, Tovidw, divw éugpacn o€
highly, TTOAU, o€ uwnA6 Babud

highly featured, pe xapokTnPIoTIKG UWNARG
TToI0TNTOG

hint, uTtaiviooopai, uttovow

hire (someone), TpocAaufdvw (katoiov) yia
OUYKEKPIPEVO XPOVO 1] €pYO

for hire, eAeUBepog (yia Tagi)

history, (10) 10TOpIKS, I0TOpPIO

hold, kpatw

be held, hauBdavw xwpa, yivopai, dieEdyopai
hold a conversation, éxw oulrtnon, oudnTw
hold a meeting, cuykaAw ouvéAeuon

hold on, TTepipévw, avapévw OTO AKOUTTIKO
holder, kGTox0G, KOMIOTAG

hole, TpuTTQ

hole punch, diaTpnTIKG Pnxavnua

home repair, £TTIOKEUA OTO OTTITI

home trade, gyxwpio eutépIo

honest, évtipog

honorably, Tipia, évripa

hour, wpa

irregular hours, akavovioTo wWPAEPIO

peak hours, wpeg aXUNg

the hours are long, ol WPEG €ival TTIOAAEG
huge, TepdaoTiog

humiliating, TommeIvwTIKOG, EEEUTEAIOTIKOG
hurry, Bidlopal, oTreldw
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idea, 10¢a

identical, 6uolog, idlog

identification, otoixeia TautéTNTOg

letter of identification, €TioTOAr TTOU €TTIRE-
Baiwvel TNV TOUTOTATA KAI TV UTTOYPOQH KO-
TOXOU TTIOTWTIKNG KAPTAG

identity, TautétnTa

ignore, ayvow

illegal, TTapavopog

illicit, mapdvopog

illustration, eikovoypdenaon

imagine, @avraouail

immediate, dueoog, xwpig kaBuoTépnon, ypn-
YOpog

immediately, apéowg, xwpig kaBuaTépnon
immutable, apeTdBAnTog, 0TABEPSG

impact, cuvETTela, aTTOTEAETUA, AVTIKTUTIOG
imperfection, aréAcia

implementation, TTpakTIKr} epappoyn
imponderable, aoTdBunTog

import, eilcaywyr| (EuTTopeUPATOG)

import quotas, TToo00TWOEIG/OPOPEG ElIoayW-
yig

importer, eiIcaywyéag

importance, omroudaidTNTa

impose, emRAAW

imposing, emBANTIKOG

impress, evIuTTwoladw, TTNPEALW

improve, BeATIOVW

improvement, BeAtiwon

in advance, €k Twv TTPOTEPWV

in case, ¢ TTEPITITWON TTOU

in due course, v eUBETW XPOVW, OTAV £pBEI N
wpa, oTov KatdAAnAo xpovo

in editorial form, oe ekddoeig, o€ popYn
evTUTIOU

in effect, katd ouvémeia

in my opinion, KaTA TN yvWWn Jou

in no time, auéowg, og xpovo pundév

in part, v pépel

in question, o utté culATnNON, 0 £V AdyWw

in return of, oe avramédoon

in spite of, Tapd, Tapd 10 yeyovog Ot

in the form of, ye Tn popen (Tou)

in the queue, oTnVv oupd, oTn oeIpd
inanimate, Gyuxog

inappropriate, akatdAAnAog

incentive, kivntpo

include, (cup)mepIAapBavw
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income, €1060nuaA, OIKOVOUIKG (0Ua.)
incoming post, cioepyxopeva (£yypoga, ETTi-
OTOAEG, K.ATT.)

inconvenience, avaoTdTwaon, olyxuon, evo-
xAnon, eacapia, YeAdg

increase, aufavw, augavopai

indecision, avatro@acioTikdTnTa, dIoTAYUOG
indicate, dnAwvw, deixvw

indicator, ammodeIKTIKO OTOIXEIO, EVOEIgn
individual, dtopo, atopikag, EEXWPIOTOG
industrial, Biounxavikog

industry, Biounxavia

inexhaustible, ave¢avtAnTtog

inexpensive, e xaunAo KOOTOG, un datravnpog
inferior, katwTepog

inflation, TTAnBwpiouo6g

influence, eTnpeddw, emppon, emidpaon
inform, TTAnpo@opw

information, TAnpogopia, TTAnpo@opieg
required information, amaitoUpeveg/{nToupe-
VEG TTANPOPOPIEG

initial, apyikog

initiative, mpwTtoBouAia

injury, TpaupaTiIondg, BAGRN

ink, peAdavn/-vi

innovate, KaIvoTopw, vewTepidw

innovation, kaivoTopia, vewTepIoPOg
innumerable, avapiBunTog, apétpnTog

input, €i00d0¢ TTANPOPOPIWV GTOV UTTOAOYIOT)
inquiry/enquiry, ¢ATnon TANPO@oPILV
insecurity, avao@aAsia

insert, eil0ayw, evOéTW

insist (on), emyuévw (o€)

inspect, eAéyxw, €mOewpw

instalment, d6on

instant, Tapwv/Tpéxwyv (PAVAG, XPOVOGS, K.ATT.)
instead of, avti yia

instruct, (kaB)odnyw, divw odnyieg
instruction, odnyia

instrument, £yypago, 6pyavo

insurance, ao@dAcia

insurance policy, ac@aNioTriplo, aoc@aNioTI-
KO oUNBOAaIo

integrate, evowpatwvw, EVOTTIOIW
intelligence, e§utvada, vonuoouvn
intelligent, eugung, £Eutrvog, KaAAIEpYNUEVOg
interact, aAAnAoemdpw

inter-com (inter-communication), cuoTnua
€vOOOUVEVVONONG, ECWTEPIKO TNAEPWVIKO OU-
aTNHA ETTIKOIVWVIOG JETAEU TUNUATWY OTO idIo
KTipI0, EVOOETTIKOIVWVIQ



interest, (10) evdiagépov, TOKOG

be of interest to (sbh.), Tapoucialw evdiapé-
POV yia KATTOIoV

take a keen interest in sth., deixvw peyaAo
evOIAQEPOV VIO KATI

interested, evdiapepouevog

interference, avaueign, eméupaon
intermediary, peod{wv/evdiGuecog, HETITNG
intermediate, peaddwv, evdiduecog
international, d1€Bvig

interview, pavreoU yia ouvévteugn, Traipvw
OUVEVTEUEN

interviewer, autdg TTou TTaipvel ouvévTEUEN
in-tray, Orkn yia eicepyxdueva (£yypaga)
introduce, cuoTivw, elI0ayw

introduction, eicaywyn, kaBiépwan, Xpron
invade, €I0BaAw, TTapaBiadw

invalidate, akupwvw

invariably, ouvexwg, oTtaBepd

invest in, eTevolw

investment, eTévouon

invincible, afTTNTOG, OKATAVIKNTOG

invoice, TIHOAGYIO

involve, cuptreplIAapBavw

be involved, ¢éxw oxéan

be involved in/with, aoxoAoUuail pe
involvement, avauign

iron out, e€opaAUvVW, €TTIAUW, eCOAEiPW
irregularity, avwpuaAia

irrevocable, avékkAnTog, OpIOTIKOG, AUETAKAN-
TOG

irrevocable letter of credit, avékkAnTn eyyun-
TIKA/TTIOTWTIKI ETTIOTOAR

irritate, ekveupidw

irritating, ekveupIoTIKOG

issue, £kdoan, kdidw

issuing office, ypageio diektrepaiwong

item, €id0g, KOUUATI, TTPAYUA

J

job, emayyeAua, douAeid

apply for a job, kGvw aiTnon yia (va TTpocAn-
@Ow) oe douAeId

join, CUPNETEXW, Yivopal OTEAEXOG, GUUTTPAT-
Tw, ouvepyadlopal

join someone, ouvodelw KATTOI0V
journalist, dnuooioypdgpog

journey, 1agidl

judge, kpivw

junior, vedTtepog

justify, eaivopal avtégiog, dikaiwvw, SIKAIOAOYW

K

keen, 0&Ug, e€QIPETIKAG onuaciag

be keen on/to, pou apéael KaT, BEAW KATI TTApa
TTOAU

take a keen interest in sth., deixvw peyaAo
eVOIQQEPOV YIa KATI

keep, pUAGOOW, KPATW, BIATNPW

keep (+ing), ouveyilw, e¢akoAoubBw

keep in mind, AauBdavw uttown, €xw Katd vou,
Bupdual

keep in touch, épyxoual o€ eTTaQr, ETTIKOIVWVW
keep off, kpaTiéual pakpud

keep sb busy, ammaocxoAw kdatoiov

keep something in one side, Badw/kpaTw
KGTI O0TNV dKpn

key, AUon, KA&Idi, TTARKTPO

key factor, Bagikdg TTapdywv

key supplier, onuavTikdg TTPoUNBEUTHG

key tasks, onuavTikég epyaaieg, KUpia Kabni-
KovTa

keyboard, TTAnKTpOAGYIO

kill, kataoTpéQw, OKOTWVW

kilt, okwTo£Qikn @ouoTa

kind, euyevikdg, €idog

kiosk, KI6OKI, TrEPITITEPO

knock at, kTuTiw (TT6pPTAQ)

knock off, oxoAdw (a6 TN douAcid), TEAEIW-
VW TNV £pyacia TG nuépag

knowledge, yvwon, yvwoeig
knowledgeable, yvwoTng, eviuepog, TTAnpo-
popnuévog

L

labour, k61T0G, €pyacia

lack, éAAeyn

language, yAwooa

body language, yAWOOQ TOU CWHATOG
laser printing, ekTUTTWON pE (aKTiVEG) A€ICEP
last, diapkw, TeEAeuTaiog

last but not least, TeAcutaio aAAG e&ioou on-
MaVTIKO

lasting, diapkng

law, vouog, apxn, kavévag

lawful, vépipog

leader, apxnyog, odnyog

market leader, TTpwTOTT6pPOG OTNV ayopd
lead to, 0dnyw o€

least, eAdxi0TOG
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legal, vopipog, Bepitég

legal responsibilities, vouikég eubuveg
legality, vopipoétnTa

legistation, vopoBeaia

length, prikog, péyebog

let one know, yvwoToTrolw O€ KATTOIOV, €VN-
MEPWVW KATTOIOV

letter, ypdupua, emaoToAR

letter-heading, évrutro aAAnAoypag@iag pe Tnv
TAUTOTNTA TNG ETTIXEIPNONG YIO TNV TTPWTN O€-
Aida EUTTOPIKWYV ETTIOTOAWYV

letter of credit (L/c, LC.), mioTwon, moTwTI-
KA €TTIOTOAR

body of the letter, KUpio BEa €TTIGTOARG
business letter, utropiky aAAnAoypa@ia/eTTi-
OTOAR

direct mail letter, dIA@NUICTIKI) EVNUEPWTIKA
ETMIOTOAN

level, etriredo, 01d0OUN, PACN

liability, eubudvn (vop.), uTraimioTNTO

library, BiBAI0BAKN (cuAhoyn BiBAiwy, dwud-
TIo BIBAIOBAKNG)

licence, adcia

licensee, 0 KATOX0G GdEIOG, VOUINOG EKTTPO-
OWTTog

lie, Bpiokopai

lifestyle, Tp61TOG (WG

lifetime, didpkeia {wng, {wn

lift, aveAkuoTApPAG, aoavoép, GNKWVW

give sb a lift, Taipvw KAETTOIOV PE TO AUTOKI-
vNnTO JoU

light, pwg, eAagpug

well-lighted (well-lit), ue KAAO PWTICUO
likelihood, TBavéTnTa

likely, mBavov, mlavwg

limit, 6pio

limitation, Trepiopiopog

limited, Tepiopiopévog

limited partner, cuvetaipog TTou euBUvETaI PE-
XP! TOU TT000U TNG GUVEICPOPAG TOU OTNV £TAI-
pia TTOU CUMMETEXEI

line, ypaupn, o€ipd eUTTOPEUNATWY

be on line, Trepiuévw 0€ TNAEQWVIKN YPAUURA
(va pIAjow o€ KaTToiov)

on the right lines, cta oCwWoTA TTACiOIA, HE
owaoTé apIBud apddwy

opening lines, ypapuég TTPoAGYou/apxng ETTI-
OTOAAG

product line, c€Ipd OPOIWV EUTTOPEUNATWV
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subject line, B¢pa, ypauun 6€uatog (o€ €TmI-
OTOAEG K.ATT.)

link, cuvdéw

list, katdAoyog, avaypdew TIuA o€ TIHOAGYIO,
XPEWVW, KaTaypdew/eyypdpw o€ KaTdoTaon
price list, TipokaT@AOyog

literate, eyypdupuarog, ikavég atn yAwooa
literature, éviutra (SI0QNMICTIKA K.ATT.)

sales literature, 51a@nUIOTIKO UAIKO

lively, {wvtavég

load, Tpog@odoTw, opTwVW

loading, o6pTwon

local, To1TIKOG, EyXWPIOG

locate, evroTidw, emonuaivw, £EakpIBWVW
location, TomoBeaia, Trepioxn

logic, Aoyikr, OKETTTIKO, TPOTTOG OKEWNG
long-term, pakpotpéBeapog

loo, TouaAéTa (aTTOoXWENTAPIO)

look for, wayvw, ¢nTw

look forward to, epipévw avuttépova, Tpo-
OMEVW, TTPOCOOKW

look into, e€eTddw

look into the matter, peAetw/egeTdlw 10 BEP
look through, Ee@uAAICw, wayxvw (o€ BIBAIO)
look up, wayvw (o€ UPETNPIO, AEEIKO, K.ATT.)
loss, atrwAsia

loud speaker, nxeio, peydewvo

low, xapnAdg, pikpog

loyal, ToTOG

loyalty, epymmoToouvn

luck, TUxn

lucky, Tuxepog

lucky you, TTOAU TuxepOG €ioal..., TUXEPAKIA...
luggage, ammookeuég

lush, opyIooTIKOG, TTAOUGIOG

machine, unxdavnua, unxavr, CUCKEUR
automatic ticket machine, autopaTtn pnxavn
£€kdOONG €10ITNPIWV

machinery, ynxavrparta

madam, kUpia (XPNOIYOTTOIOUYE TNV TIPO-
opwvnon «Dear Madam» aveEdptnta av
TIPOKEITAI VIO KUPIEG 1) OETTTOIVIOEG, EKTOG av
QAVAPEPOUE KAl TO ETTWVUHO OTTOTE YPAPOUUE
“Dear Miss/Mrs+Surname”)

mail, €mMoTOAR, TaXudpopEio, UAIKS yia Taxu-
dpounon

by mail, TaxudpouIKWG



direct mail letter, dIAQNUICTIKI) EVNUEPWTIKA
ETMIOTOAN

mainframe, peydAa uttoAoyIoTIKA GUOTANATA
mainly, Kupiwg

maintain, emuévw, 1Ioxupidopal, diatnpw, ou-
vTNpWw

maintenance, cuvtipnon, diaTrpnon

major, onuavTikeg, aroudaiog

make, yivopal, Kavw

be made up, oTteAexwvoual, ouykpoTtoUal,
artroteAoUpual

make a decision, Traipvw/AauBdavw pia atéd-
paon

make a hit with, éxw eviuTtwaoiakn emiTuyia,
Kavw Tarayo

make a mistake, kdvw AdBog

make an appointment, kAcivw pavtefou
make known, yvwaoToTToIWw, KABIOTW yVWwaTd
make my way to, kareuBUvopai TTpog

make plans, kavw ox£dia, TTpoypaupaTidw
make someone feel at home, kdvw kdTmoiov
va aI00aveTal oav OTO OTTITI TOU/GVETA

make sure, alyoupelw, £Eac@aiilw

make the arrangements, TpoypappaTidw,
opyavwvw, SIEUBETW, TAKTOTTOIW

make the most of sth., ekuetaAAetopal oto
£TTaKPov/600 KaAUTepa PTTopw (KATI)
manageable, eUxpnaTog, eUKOAOG
management, dielBuvan, diaxeipion, dioiknan
product management, dI0XEipIon TTPOIOVTOG
senior management, yevikn/avwrépa digl-
Buvaon

manager, d1euBuvTAG

marketing manager, d1eUBUVTAG HAPKETIVYK
office manager, TTPOIOTANEVOG YpaPEioU
personnel manager, 51eUBUVTG TTPOCWTTIKOU
sales manager, d1€UBUVTAG TTWANCEWY
managerial, 51euBuVTIKOG, SI0IKNTIKOG
Managing Director, ["evikog AigubuvTég
manipulate, xeipifopuai

manner, TPOTTOG (CUNTTEPIPOPAS)
manufacture, Tapdyw, kataokeuddw (Bloun-
XQVIKG TTpoidvTa)

manufacturer, KaTaoOKEUAOTAG, BIOPAXAVOG
mark, papkdpw, onuadelw, ypdow onueia/
onuadia

market, ayopd, eutropgUoual

market leader, TpwToTTOPOG OTNV AYOP&
market price, ayopaia TIpf, TpéXouoa TiUA

EUTTOPEUPATOG

black market, paupn ayopd

fringe market, ayopd 1TpoidvIwy
OUOKEUOaiag

grey market, uttepTiunon, avatiunon

open market, e\eUBepn ayopd

marketability, kaTaAAnASTNTO TTPOIGVTOG VIO va
KUKAOQOPATEl OTNV ayopd

marketable, europeloIuog, KatdAANAOG TTPOg
TTWANGCN

marketer, emixeipnuaTiag, EUTTOPOG
marketing, TEXVIKI| EUTTOPIAG, EUTTOPIKI) CUVOA-
Aayn, JapkeTivyk, diadikaaia Tng Tpowenong
TWV ayabwyv oTnv ayopd

marketing director, d1EUBUVTAG HAPKETIVYK
marketing fraternity, cwpuateio/opydvwon etmi-
XEIPNMATILLV

marketing jobs, eumopikég epyaaieg
marketing manager, d1euBuUVTAG HAPKETIVYK
marketing tool, péoov/6pyavo PYGPKETIVYK, UE-
gov TTPoaéAKUaNG (Tou TTEAGTN) OTO EUTTOPIO
direct marketing, duson dilo@AUIoN TTPOIGVTOG
telephone marketing, TrpowBnon/dloQAUIoN
TTPOIOGVTOG HETW TNAEPWVOU

marks and numbers, onueia kai apiBuoi (TTou
avaypd@ovtal o€ KIBWTIa cuoKeuaaiag) avi
OAOKANPNG TNG ETTWVUHIAG YIS ETAIPIOG

mass media, péoa Padikng evnuépwong
master, KATEXW, YVWPIGW TEAEIQ

it is mastered, ¢xel karavonBei TéAeiq, ival
opyavwHEVo TEAEIO

material, UAIKO

raw material, TTpwWTEG UAEG, AKATEPYATTO UNIKO
matter, 6ua, {ATNUO

look into the matter, peAeTw/e€eTAdW TO BEPQ
no matter how, aveapTnTta amd, AOXETA UE
subject matter, Kupiwg Béua

mature, ToAIOG, yVWOTOG, WPIPOG, TTOU EXEl
ETMKPATATEI

mean to, oKOTTEUW va, OKEPTOUAI VO
meaningless, xwpig Tepiexduevo/vONUa
means, yéoov

meanwhile, 1o pyeTOgU

measure, JETPW, UTTOAOYI(W

mechanism, pnyaviouég

media (evik. medium), yéoa (evnuépwaong)
media bookings, kataxwproeig ota péoa
EVNUEPWONG, «KKPOATAOEIS» YIa dla@AUIoN OTa
péoa evnuépwang
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medicine, 10TPIKA

meet with approval, avriyeTwidw BeTIKE, €TTI-
SOKINGdW

memo/memorandum (plur. -da), utrevbuun-
TIKO GNUEIWHA, UTTOUVNHO

memorable, agéxaoTog, agiouyvnuoveuTog
memorial, yvnueio

memorise, aTTouVNUOVEIW

memory, pvripn

mention, onueILVW, avaeEépw
merchandiser, euTTOPEUOUEVOG EUTTOPOG
merely, aTTAWG, Pévo

message, Ufvuua

personal message form, ¢vTuTio yia TTpOOW-
TNKEG ONMEIWOEIG, ONUEIWHA

take a message, Kpatw/Taipvw privupa/ on-
Meiwpa

meticulous, oX0AaOTIKOG, AETTTOAOYOG
micro/microcomputer, YiIKpoUTTOAOYIOTHG
mind, voug, okéyn

have/keep in mind, £éxw katd vou, AapBavw
uttéwn, Bupdpuai

it crosses one’s mind, Trepvd até TO HUOAS
KGTTOI0U

minefield, vapkotrédio

ministry, uttoupyeio

misinform, TapatAnpo@opw, TTapaTTAavw
mislead, e€amatw, TTapaTTAavw

miss something, pou diapelyel KATI
mistake, AdBog

make a mistake, kGvw AaBog

mix, peiypa, ouvouaouog

be mixed, avakaTeUopal, uTrepdevoual
modern, gUyXpovog, JOVTEPVOG

modest, TTI0G, YETPIOTTOONG

moment, oTIyun

at that very moment, exeivn akpIwgG Tn oTIiyun
monitor, 6pyavo TTapakoAouBnong Kai eAEy-
XOU, JovITop, 086vn, xeipifopal, EAEyxw 1 TTa-
pakoAouBw (AeiToupyia pnxavApatog ae 086-
vn), emueAoUpal

monthly, pynviaiog, punviaia

more or less, TTAvwW-KATW, TTEPITIOU, KATA TO
MAAAoV 1) ATTOV

motivate, TTapakivw, KIvnToTToIW, divw Evauoua
motivational research, épeuva KivATpwV (yia
TNV ayopd TTP0oidvTog)

move, Kivnon
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move around, TpIyupidw, TTEPIPEPOUQI
multiple, TTOAATTAGG, TTOAWYV €15WV
mutual, apoiBaiog

myth, puBog

N
naive, aQeAng
NPD (new product development), avamtugn
KaIvoUpyIou TTPOIOdVTOG
nature, puon
necessary, avaykaiog, amapaitnTog
negatively, apvnTika
negotiable, diarpayuareloiyog, culnTAGIPOG
negotiate, diammpaypaTevopal
net, kaBapdg (yia BEPog Kai TIYEG), AUIYAG
network, dikTuo
be networked, ammoteAw dikTUO, CUVOEOUQI
networking, dikTuo eTTeéepyaciag
new growth, veoavaTITuGOOUEVOG
newsagent, TTpAKTOPOG EQnUEPIdWV
no matter how, ave¢dpTtnTa amo, doxeta pe
no wonder, dgv €ival va ATTopEi KAVEIG, XwpPig
au@IBoAia
non-communicative, ouykparnuévog, un dia-
XUTIKOG
notable, afloonueiwTog
note, onueiwpa
note-pad, onpeIWPATAPIO, UTTAOK CNUEILCEWV
notepaper, eMOTOAOXOPTO, XapTi aAAnAoypa-
Piag
headed notepaper, £vTuTiO UE TNV TOUTOTNTO
(dnA. Ta oToIxEia TNG €TaIPIAG), XOPTi WE €TTI-
KePOAiIda
notice, avakoivwon
notice board, TTivakag avakoivwoewy
notify, yvwoToTTOIW, KOIVOTTOIW
novelty, kaivotopia
number, apIBu6g
extension number, E0wWTEPIKOG APIBUOG/ YpOu-
un (TNAEQWvou)
numerate, IKavog oTa PaBNUATIKG/UTTOAOYI-
opoug
numerous, TTOAUGPIBUOG

o

obedient, uttdkouog
objective, avTiKEIUEVIKOG OKOTTIOG, OTOXOG, AVTI-
KEIUEVIKOG



oblige, uttoxpewvw

obliged, uttoxpewpévog, uTTOXPEOG

observe, Taparnpw, dIATTICTWVW

obtain, e§aoahidw, Taipvw

obvious, @avepog

obviously, TTpogavwg, eavepd
occasionally, epioTagiokd, amd Kaipou €Ig
Kalpov

offer, TTpoc@opd, TTPOCPEPW

special offer, €101k TTpocPoOPaG

office, ypageio

office manager, TpoioTAUEVOG ypageiou
office supplies, epodiacudg ypageiou
officer, avwtartog uTTGAANAOG

official, utTnpeciakdg, UTTAAANAOG, EKTEAEDTI-
KO OTEAEXOG, ETTIONUOG

officially, emionua

omnipotent, TTavroduvapog

on behalf of, yia Aoyapiaoud Tou

on condition that, pe Tov 6po 61

on foot, ye Ta TédIa, TTECH

on request, epéoov {nTnBei

on/en route, Katd Tnv TTopeia, Kab’ 0dov

on the basis, pe Bdon, Bdoel (Tou/TnG)

on the contrary, avtiBéTwg, kaBe dAAo

on the right lines, ota cwoTd TAaiola/peyédn
once, A1ag Kai, EpOcoV, aTTé T OTIYUA TToU
open account, avoikTog Aoyaplaouog

open L/c, ioTwon dveu €181IKwvV 6pwv
opening lines, ypauuég TpoAdyou/apxng Kel-
uévou

opening paragraph, eicaywyikn TTapdypagog,
avoiypa, TTpoAoyog

operate, xeipifopai/xpnoipoTroiw (unxavnua)
operation, xeIpIouog, Aeitoupyia

operator, xeIpIOTAG (UNXAVAUATOG I CUOKEU-
NS), TNAEPWVNTAG

opinion, yvwpn, dmoyn

in my opinion, katd Tn yvwpun pou
opportunity, eukaipia

opposed, avTiBeTog

as opposed to, avtiBeTa We, OE avTiBean pe
optional, TTpoaipeTIKOG

order, ocipd, didragn, TTapayyeAia, diatayn,
TTapayyéAAw, divw TrapayyeAia

be out of order, dev AsiToupyw (y1a pnxavnua)
book an order, kKA\eivw TTapayyeAia

good order, KoAR} diaTagN

place an order with (someone), divw TTapay-
yeAia o€ (kaTTolov)

take orders, Traipvw dI0TAYEG

trial order, SOKIUQOTIKN TTapaAyyeAia
organisation, opyaviopog

organise, opyavwvw

origin, TTpoéAsuon

original, apxikog, TTpwWTOTUTTIOG

otherwise, 010QOPETIKG

out of order, xahaopévog, «dev AsIToupyein
(y1a TnAé@wvo, unxavnua, K.ATr.)

outdoor advertising, diagruion og e§wrepl-
KO XWpo

outgoing post, e¢epxoueva (£yypaga, EMOTO-
AEg, K.ATT.)

outlive, W

outsider, £&vog, o a1’ €¢w, TPiTOG

overall, OuvOAIKOG, YEVIKOG

overall running, yevikn diaxeipion
overcome, EETTEPVW, AVTETTECEPXOMAI
overdue, kKaBuoTePNUEVOG, ANEITTPOBETOG
considerably overdue, ekTpd0eop0g €0W Kal
TTOAU KaIpd

overestimate, UTTEPEKTIPW

overlook, TTapaBAéTTw

overseas, OTO £§WTEPIKO

owner, IBIOKTATNG

P

p.c. (personal/pocket computer), atouikdg
UTTOAOYIOTHG/UTTOAOYIOTAG TOETTNG

p-p- (per pro), a.a. (avt’ autoul)

P.R. (public relations), dnudoieg oxéoeig
pack, cuokeudlw

package, TTaKETO

benefits package, (10) OQEAN, «TTOKETO» QTTO
OQEAN

packaging, cuokeuacoia

packer, cuoKeuaOTNG

packing, cuokeuaoia

pre-packing, cuokeuaaia TTPOIOVTWY TTPIV ATTO
Tn &1G6e0T| Toug OTNV ayopd

pale, TaA, 6x1 évtovog, axvog, EeBwplacpévog
paper, xapTi

paper-clip, ouvdetrpag

carbon paper, kaputov (e101kd xapTti diatro-
TIOUEVO PE XPWHO YIG TNV OTTOTUTTWON QVTI-
Ypdpwv)
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copy paper, AeTTTo XapTi yio avTiypagpo KATw
atd KapUTTIOV

paper knife, xapTokd1TTNg

plain paper, Aeukd XopTi, XapTi Xwpig YPAUUES
paragraph, TTapdypagog

opening paragraph, €i0aywyiKr) TTapaypagpog,
Aavorypa keipévou, TTpdAoyog

parcel, 6¢éua

parent company, UnTpIkr eTaipia

part, Turpa, uépog

in part, ev pépel

particular, 1310iTEpOG, OpIoPEVOG, HOVAdIKOG
OUYKEKPIPEVOG

particularly, e€aipeTikd, €10IKd, 1010iTEPO
partition, xwpiopa

partner, ocuveTtaipog

general partner, GUVETQIPOG TTOU €UBUVETQI
ATTEPIOPIOTA Kal «GAANAEYYyUO» yia Ta XpEn TNG
ETAIPIAG TTOU CUUUETEXEI

limited partner, cuveTaipog TTOU €UBUVETQI
MEXPI TOU TTOOOU TNG OUVEICPOPAG TOU TNV
ETAIPIOA TTOU CUMMETEXEI

partnership, cuvepyacia, GuveTaipIopog

go into partnership, cuvetaipifopai, yivopai
OUVETAIPOG

party, kKOuua (TTO0A.)

pass (something) on to someone, TTpowdw/
METARIBACW (KATI) (XEPI ME XEPI) OE AAAOV
passenger, €1IRATNG

passive role, TabnTik6G pOAog

passport, diaBarfipio

patient, uTtopoveTIKOG

pattern, dciyua, utrdédeiypa, TTPOTUTIO
pavement, TT1eC0OPOUIO

pay a visit, EToKETTTONAI, KAVW ETTIOKEWN
pay off, eEopAw

pay phone, kepuatodéKTng (TNA.)

payable, TTAnpwtéog

payment, TAnpwpn, €E0QANCN, EKTTANPWON
XPNHaT. uTToXP£WONg

against payment, i TTAnpwur, hE TNV €£0-
pAnon

peaceful, €1pnvikog, APEPOG

peak hours, wpeg aixung

peak selling season, eTToxr| Tou ol TTWAROEIG
BpiokovTal o€ aixun

pen, oTUAS

ball-point pen, oTuAé diapkeiag

fountain pen, oTuNG peAavng
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pencil, HOAUBI

pencil sharpener, UoTpa

penknife, couyidg

people from all walks of life, avBpwTrol ammd
OAa Ta KOIVWVIKA OTpWUATA

per, avd, KaTd

percentage, TToooGTICIO avaAoyia
perfection, TeAciéTnTCO

perform, ekTeAW, EKTTANPWVW, BIEKTTEPQIWVW,
ETTITEAW

performance, Asitoupyia, atrédoon, eKTEAEDN,
EKTTANPWON, ETTITEVYMA, BeaTPIKA TTAPAaTACGN
permit, divw Tn duvaroTnTa, EMTPETW, divw
adela, adeia (TTou Xopnyeital até TG apxEg)
personal, TTPOOWTTIKOG

personal computer, atouIkdg UTTOAOYIOTHG
personal message form, £vTuTio yia TTpoow-
TTNKEG ONMUEIWOEIG, ONUEIWPT

personnel, (T0) TTPOCWTTIKO (ETAIPIOG, KATAOTA-
HaTOG K.ATT.)

personnel manager, dIEUBUVTAG TTPOCWTTIKOU
persuade, Treibw

persuader, TTOU PTTOpPE Va TTEIBEI
persuasive, TEICTIKOG

philosophical, piAoco@pikdg

phone, TNAépwvo

phone book, TnAe@wVIKOG KaTGAOYOG

phone box, TnAepwvikdg BaAapog
phonecard, kdpta TnAepwvou, TNAeKapTa
phone-call, TnAcpwvnua, TNAEPWVIKI) KAon
card phone, kKapToTNAéQWVO

pay phone, KepuaTOdEKTNG

photocopier, QWTOTUTTIKO pnxavnua
physics, @uoikn

pick up (the receiver), onkwvw 10 AKOUGTIKO
piece, KOUUATI, TOT (YIO TO UPACHATA)

pin, KAPPITOWVW, KAPPITOa

pitch, etritredo, Babudg, ekTivagn

high tech pitch, emTedypata uwnAng TEXVO-
Aoyiag

pitfall, cpdAua, Trayida

place, TOTTOBeTW, BETW, ETIBAAAW

place an order with (someone), divw/ava-
BéTw TTapayyeAia o€ (katolov)

plan, oxédio, oxedidlw

make plans, kKdvw ox£01a, TTpoypPappaTi(w
planet, TTAavATng

planning, TTpAypauua, TTPOYPAPUOTIONOG, OXE-
dloopog



platform, xwpog, edio, TAaTQSpUa
pleasant, cuxdpioTog

pleasantly, suxapioTta

pleasure, aréAauon, euxapioTnon

pluck, Tpafw armréToua, aTTOCTIW

be plucked from the air, cipa1 GoxeTog/oupa-
VOKaTERATOG

plug into, BouAwvw

be plugged into, epapuolopal

plus, ouv, emITTA£0V, TTAEOVEKTNUO

pocket computer, KOuTTIOUTEP TOETING

point, onueio

come to the point, utraivw o010 B

point out, utodeikviw, Tovilw, Sivw éugacn
point to, Tovidw, emonuaivw

policy, ac@aAioTripio, GUPBOAAIO, TAKTIKH, TTO-
NITIKA

insurance policy, ac@aAicTIKO cupfdAiaio,
ac@aAioThpIo

polite, euyevikdg

portable, popnTdg

pose, moldpw, TTé6la, 0TGN

poser, auTog TTou TTolApEl, JOVTEAO

position, otdon, 6éon

positioning, ToroB£TNON

possessions, 1010KTNCia, TTEPIOUTIa

take possession of (sth), yivouai kdroxog
post, T60T0, B¢0n, Taxudpopeio, Taxudpdunan
by return of post, ye 10 £TOPEVO TAXUSPO-
peio, apéowg

ingoing post, i0epxoueva (éyypaga, ETTIOTO-
AEG, K.ATT.)

outgoing post, eepxdueva (£yypaga, ETMOTO-
AEG, K.ATT.)

post room clerk, utTTdAAnAog uTTEUBUVOG yia
TNV diavour] Kai TTpowBnan TG aAAnAoypagiag
(emmxeipnong, K.ATT.)

postscript (P.S.), uotepdypagpo

potent, duvapikog

potential, mBavdg, uTtownRiog, duvaTtdg, du-
vaTtéTNTaA, TTOU UTTOPEI Va Yivel

power, duvaun, IoxUg, duvaToTnTa

powerful, iIo0xupdg, duvatdg

practical, TTpaKTIKOG

practice, epapuoyn, TeXVIKr, pé6odog
practise, eSaokw

practitioner, erayyeAparTiag, (0) aokwv eTdy-
YEAUQ

praise, ETTaIVW

precept, apxn, kavovag

precise, akpIBAg

predictable, TpoBAéWIUOG, EUTTPORAETTTOG
prefer, TTpoTIpW

preferable, mpoTiunTéog

prejudiced, TTpokaTEIANUUEVOG

prepared, TTPOETOINACUEVOG

present, 10 TTaPSV, TTAPWV

for the present, TTpog 10 TTAPOV
presentation, Tapouaiaon
self-presentation, autoTrapouaciaon
presenter, TTapouciaoTig

press, TUTTOG, £QPNUEPIBEG, TTEPIODIKA, TIECW,
TUTTWOVW

pretty (+adj.), apketd, TTOAU

pretty fast, oAU yprjyopog

previous, TTPoNyoUuEVOG

price, TIur, KGOTOG

price freeze, Tadywua TIHWV

price list, TipokardAoyog

bid price, TIuf TTPOCPOPAEG CUUUETEXOVTOG OE
dlaywviouo

marked price, n TIU TTOU avaypAPETAl TTAVW
aTa TpoidvTa

market price, ayopaia TIPr}, TpEXouca TIUA
EUTTOPEUPATOG

mean/middle price, evdiaueon TiUN

offered price, TTpoc@epdUEVN TIUA

total price, oAk TIUN

unit price, TIuf povadag

primary, TpwTelwY, TTPWTAPXIKOG

of primary importance, TTpwTapxIKNAG onUaaciog
prime, KUpIOG, TTPWTEUWYV, BACIKOG, TTPWTAP-
XIKOG

principal, di1euBuvTg (oxoAgiou, KoAeyiou,
KATT.)

principle, apxr, kavovag, vOuog

print, (eK)TUTTWVW, EKTUTTWOT, TUTTWHA
printer, TUTTOYP&®OG, EKTUTTWTAG

printing, exTUTTWON

laser printing, ekTUTTwWON e (aKTiVEG) A€ICEP
prior to, piv amé

priority, TTpoTepaIdTNTA

privacy, 101wTIKr {wr, EKkoUCIa OTTOPOVWON
private, 181WTIKOG

private secretary, I3I0ITEpa ypauuaTéQg
pro-forma invoice, TpoTtigoAdyio (TTou divel
Tn duvartdtnTa oTov TEAATN va Ogl TTOoo Ba
KOOTiOEl pia TTapaAafn EPTTOPEUNATWY, Kal va
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TOKTOTTOINOEI TNV €E0QANCN Tou AoyapiaopoU
péow TpaTTeECaG)

proceed with, ouveyilw, TTpoxwpw

process, TTopeia, diadikaaia, diepyaaia, eTTe-
Eepyaoia

the telephoning process, n diadikaaia TnAe-
PWVIKNG ETTIKOIVWVIaG

product, Trpoiév

product line, o€ipd opoiwy EUTTOPEUNATWY
product management, diaxeipion TPoIGVTOG
production, Trapaywyn

be in production, Trapayopai, Bpickoual oTnv
Tapaywyn

production department, Tufua Tapaywyng
productivity, Tapaywyikdtnta, ammodoTIKOTNTA
profession, erdyyeAua

professional, eTayyeApaTikog

professional people, erayyeAuarieg
professionalism, emayyeAyaTiopog

profit, kKEpdog, weéAeia

programme, TTpOYPANNA, TTPOYPAUHATICW
programmer, TTPOYPAUHATIOTAG
progressive, TTpO0OJEUTIKOG

project, oxéd10, TTPOYPAUUA, HEAETN
promise, UTTOOXEDT, UTTOOXOMAI

promote, TTpowBw (TTPOiIGVTA)

promoter, o TTPOWBWV KATI

promotion, TpowBnan (15¢ag, oxediou, TTWAN-
ang TTPOIGVTOG, K.ATT.), TTpoaywyr, dla@ruion
promotional, TpowBNTIKOG

promotional activities, evépyeieg Tpowbnong
prompt, Guecog, ypriyopog, TaxUg, TTOPOKI-
VW, TTPOTPETTW

properly, 6TIwG TTPETTEl CWOTA, KATAAANAQ, 0pB&
property, Tepiouaia, ayabd

propose, TTpoTEivW

proprietor, 1510KTTNG

prospect, TTpooTITIKA/mMBavoTNTA EEENIENG TWV
TTPAYUATWY

prospective, TPOOSOKWHEVOG, TTPOPAVIG
prove, ammodeIkvUw/-oual

provide, TTapéxw, TTApAXWPEW, dNUIOUPYW, TTPO-
pNBelw

provide a right, divw/mmapéxw 10 dikaiwpa
provided that, ye Tnv mpoUdBeaN/TOV 6pO OTI
provoke, TTpokaAw

p-s. (postscript), uoTepdypago

psychology, wuxohoyia

public, dnpdaoiog, To KoIvod
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public relations, dnudoieg oxéoeig

public sector, dnudoiog Topéag

the public interest, T0 evdIa@EPOV TOU KOIVOU
publicity, dnuooiétnTa, dilapAuion

punch, diatputiw, avoiyw/kavw TpUTTa

hole punch, diaTpnTIkd Pnxavnua

puppet, papiovETa, KOUKAQ

purchase, ayopamwAnacia, ayopadw

repeat purchasing, eravahauBavoueveg/ ou-
XVEG ayOpEg

purpose, oKoTTog, TTp60eon

put, TorroBeTw, BAlw, EKBETW

you won’t put anything over on me, d¢ev |JoU
TN OKOG, OEV TA «XAPTW» £YW AUTA, dev UE €CO-
TTaTdg

put down, kateBalw, aprvw KATW

put off, avaBaAiw

put one through, divw TNAEQWVIKA ypapun o€
KATTOI0V, OUVOEW

put out of sight, e€agpavilw, KpUBw

put (someone) into trouble, B&lw kdtToloV
g€ UTTEAG

put (someone) through (to), cuvdéw (kG-
TT0I0V) OTO TNAEQPWVO (ME)

Q

quadruplicate, TeTpaTTAOG

qualification, (TutTikO) TTpOCOV

qualified, TTou d106£Tel Ta TTpoCdvTa, IKAVOG,
SImAwparouxog

quality, ToidétnTa, €idog

high-quality, ¢aipeTikn TOIOTATA

quantity, ToodétnTa

quarterly, Tpiunviaiog, ava Tpiunvo
question, epwTtnon

in question, o uTTd oulnTNON, 0 €V AOYW
queue, o€Ipd AVAPOVAG, OUPA, TTEPINEVW OTN
oeipd/oupd

queue up, TEPIPEVW OTN O€Ipd/oupd, PuTTaivw
aTnVv oupa

in the queue, oTnVv oupd, OTn CEIPA

jump the queue, TTapaBiadw Tnv oupd/oeipd
quota (quotations), Tpéxouaeg TINEG, avaAo-
yia/TrooooTiaia diavoun (adeiwy eI0aywyngs i
egaywyne)

quote, TTPOCPEPW/OPITW (TPEXOUTEG) TINEG

R

raise, augavw



raise money, &ICTIPATTW/ONKWVW XPAUATA
(atré Tpdrreda)

range, o€Ipd (OMOIWV QVTIKEIUEVWV)
complete/full range, TTA\pnG/oAOKANPN CEIp&
rapidly, paydaia

rarely, omavia

rate, Ty}, KOOTOAOYNON, avaAoyia

raw material, TTpwTEG UAEG, AKATEPYATTO UAIKO
reach, Bavw, TTpoceyyifw, TTPOCEyyIon
within easy reach, TTapa TTOAU KOVT&
reaction, avtidpaon

reader, avayvwoTng

catch the reader, 1pafw/eAKUw TO eVOIOPE-
POV TOU avayvVwWaoTn

readily, apéowg

ready to help, mp&6upog va Bonbriow
realise (realize), avriAapdavopal, avayvwpidw
reality, TpaypaTikOTNTa

reason, AGyog, aitia

reasonable, Aoyikog

reassure, e€00@aAifw, kaBnouxalw

recall, épvw oTn pvrun

receipt, mapaAafn

be in receipt of, (Trapa)Aauavw

upon receipt, ye TNV TTapaAafn, HOAIg TTapa-
AaBape/mapardBoupe

receive, Traipvw, (Trapa)AauBavw, Traipvw/ Aay-
Bdavw unvuua

receiver, TTAPOAATITNG, OKOUGTIKO TNAEPWVOU
recent, Tpdo@aATOG

receptionist, uTTGAANAog uTTOSOXNG, pPETEWIO-
vioT, o €TTi TNG UTTOBOXNAG

recipe, ouvtayn

recognise, avayvwpidw, TTapadéxopail
recognition, avayvwpion

recommend, CUCTAVW

record, Kataypd@w, KaTaxwpw, eyypapw, Ka-
TaXWPENON, MNTPWO, QAKEAOG, apXEio, KaTaypa-
@1, KPATW TTPAKTIKA/UNTPWO

redial, {avakaAw

reduce, JEILVW, EAATTWOVW

reduction, ékTrTwon

redundant, epITTog, TTAOVAlWY
reengineering, avadiopydvwaon

refer (to), avagépopai (o€)

refer a dispute to arbitration, Tapaméumw
Mia diagpopd ae diaitnoia

referee, autdg tou divel OCUOTACEIG YIO KA-
TToloV GAAO EPTTIOTEUTIKA, EYYUNTAG

reference, avagopd, cuoTACEIG

with reference to, ava@opikd e, 600V ago-
pa (o€)

refine, kaBapilw, kaBapifopal, e§euyevidw

be refined, BeATiwvoual

reflection, ouvémeia, avravdakAaon

refund, emoTpo@r xpnuaTwWyV

refundable, eTIOTPETITEOG, TTOU PTTOPEI VO ETTI-
oTpaQEi (yia XprjuaTa)

refuse, apvoUpail, dev atmodExoual

regard, Bewpw, Kpivw

regarding, ava@opikd pe

regardless of, doxeta ammo

regime, KaBeaTWG, BEOUOG

register, KaTaypaQw, Kataxwpiw

regret, Auttdipal, gETaAVOW

regular, Kavovikog, OJaAOG

regulation, kavoviopdg, 6pog

participation regulations, 6pol CUPUETOXAG
rejoining, ouvévwon, eTTavévwaon

relate, £xw oxéon pe, oxeTidw, oxeTiopal
relation, oxéon

public relations, dnuooIEG OXETEIG
relationship, oxéon

relax, xaAapwvw

relaxation, xaAdpwan, Eekolpaon

relaxed, pepog, xaAapwpévog

relevant, oxeTikog

reliability, afiomoTia

reliable, agiommoTog

relieve, avakou@ilw

rely on, Bacifoual o€, eummiaTelopal

remain, TTAPAPEVW, SIATEAW

remarkably, afioonueiwTta

remind, utrevBupidw

remit, eyBadw (1T1ood xpnudaTwy)

remittance, éuBacua

remuneration package, TTA60¢ / «TTOKETON
atrd 0QEAN

renowned, {0KOUOTOG, TTEPIPNUOG

rental period, xpovikn Tepiodog PIobwuarog
repair, €TMOKEUAW, ETTIOKEUR

repay, e£0pAW

repeat, erravaAaudavw, eTavalauBavouevog
repeat purchasing, emavaiauavopeveg/ou-
XVEG ayopEg

repeatedly, eTravelAnuuéva

repetitive, yepdrog emavaAqyelg, eTavalap-
Bavéuevog
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replace, ETTavaToTIONETW

replanning, eTavaoxedlaopog, avacuoTaon
reply, amrdvrnon, amaviw

report, avagopd, TTopIoua, AuN

report to, avagépopal o€

reporting, avagopd

representative, avTiTpOowITog

sales representative, avTITTpPOCWTTOG TTWAN)-
gEwv

reputation, utTtoAnyn, eAUN

request, {AiTnon, atmmaitnon, {NTW, ATTAITW

at his request, cUp@wva Pe T0 KAAETUA TOU,
OTIWG 10 {NTNOE

on request, epécoov {nTnBei

require, {nTW, ATTAITW

required information, amairoupeveg/dnTolpe-
VEG TTANPOPOPIEG

requirement, armaitnon, ¢nTnon

research, épeuva

researcher, epeuvntig

resemblance, opoioTnTO

to bear a close resemblance, ¢éxw peydAn/
@ofepn opoldTNTA

reservation, kpdtnon 6¢ong

reshape, avaoxnuaTifw

resident (disk), eowtepiki/evowpatwpévn (O1-
OKETQ)

resort, BEpeTPO, TOUPIOTIKS KEVTPO, TOTTOG AVa-
wuxng

respect, oeBaopodg, apopw, EvOlaPEPOUal
with respect to, ava@opIka Pe

respond to, avTatrokpivouail o€

response, aTTOKPION, ATTAVTNON
responsibility, euBuvn, utreuBuvoTnTa, KaBA-
KOV, TTPWTOROUAIa

legal responsibility, vopiki euBivn

take on responsibility, avahaufavw gubuvn
responsible, utreUBuvog

be responsible for, cipal uTTEUBUVOG yIa

be responsible to, cipal UTTOAOYOG O€

rest with, evammokeipai/eTagiepal oe
restoration, ammédoon, €MCTPOPH, ATTOKATA-
ataon

restrict, mepiopidw

restriction, Tepiopiopdg, 6pio

result, ammotéAeopa

result in, kataArlyw o€, éxw oav aTToTEAEGUQ
retail stores, kataoTApaTA AIAVIKAG TTWANGNG
retailer, éuTropog AlavikAg TTIWANGNG
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retailing, Alavikij TwAnon

retain, kpaTw, dl0TNPW

retaliate, ekdikoUpai

retention, diatipnon

return, emoTPEQW, ETTIOTPOPN, KEPON, €000
by return (of post), ue 10 €TTOUEVO TOXUDPO-
peio, auéowg

in return of, o€ avrammodoaon

short and long-term returns, Bpayxutrpd0Be-
OMa Kal JakpoTrpdBeopa KEPON

reverse, oTTioBia OYn/TTAeupd

revocable L/c, avakAnTA TTioTwaon

revoke, avakaAw

revolve, TTepioTpEéQoOal

revolving, avaveoUPEVOG QUTOUATWG
revolving L/c, €TTIOTPO@IKI) avavEOUPEVN AU-
TOUATWG TTIOTWON

reward, avrapoifn, emRpdpReucn, IKAVOTTOin-
an, avtaueifw, empBpaBelw

right, dikaiwpa

ring, KaOAW TNAEPWVIKWG, TNAEQWVW

ring binder, vTooié pe kpiko deoipaTog
ringing tone, Tévog KAfoNg (TNAE@Wvou)
rise, al¢nan, aveBaivw, auédvw, auédvoual
risk, kivduvog

bear the risk, avahapBdavw TnVv €uBlVN, dia-
Kivouvelw

role, poAog

passive role, TabnTIkdG POAOG

room, Xwpog, KEVO

rough, Biaiog, kakog

route, TTopeia

shipping route, BaAdooia Tropeia

routine, pouTiva, cuvnBICPEVOG Kal TETPIPME-
VOG TPOTIOG EVEPYEING

rubber, yopoAdoTixa

rule, kavovag

rumour, @run, d1ddoaon

run, d1euBUVW

run a business, dicuBuvw/diayeipifopai/diol-
KW PIa ETTIXEIPNON

run out of (something), pou TeAsivel/ €€a-
vTAgiTan (kGm)

running, Kivnon

overall running, cuvoAikA TTopeia, yeviki dia-
Xeipnon

smooth running, opaAr Asitoupyia/Tropeia
rush hours, wpeg aixung

ruthless, adioTakTog



S
sacrifice, Buoia
safe, ao@aAig, XpnUaToKIBWTIO
sail, atTToTTAéw
sake, xdpn
for the sake of, yia xdpn Tou/TnNg
salary, pio66g
sale, TTWANON
sales and distribution system, cUoTnua Tw-
Mogwv kai diavoung
sales department, TuAua TWARCEWY
sales literature, d1a@nuIGTIKO UAIKO
sales management, dic0Buvon TTwWACEWV
sales representative, avTITTpOOWTTOG TTWAN-
gEwv
telephone sales, TWANOEIG HEOW TNAEPUWVOU
salesman, £utropog, TAaCIE
terminal salesman, TTWANTAG TTOU OTNPICEI TNV
ATTOTEAECUATIKOTNTA TOU OTIG TTANPOPOPIEG TTOU
TIAPEXEI TO TEPUATIKO» TOU NAEKTPOVIKOU UTTO-
AOYIOTA TG €TTIXEIPNONG
sample, deiypa
samples without value, deiyuaTa xwpig xpéwan
satellite, dopupdpog, dopugopikr) ouvdean
satisfaction, ikavotroinon
get satisfaction, Bpiokw Ikavotroinon, pévw
IKOVOTTOINMEVOG
satisfactorily, ikavotroinTika
satisfactory, ikavotroinTikog
satisfied, ikavotroinuévog
satisfy, Ikavotroiw
save money, kepdifw XpruaTta
save time, kepdilw xpoévo
saving, €£oikovounaon, olkovouia
say, oG TToUpE
scarce, OTTaviog
scare, TPOUAdw
scatter, diackopTilw
scent, pupwdid, dpwpua
schedule, Tpoypappa, Tpoypapparticw, xpo-
vodIaypappa
time schedule, wpdpio
school of commerce, eptropikr) oXoAR
science, €TOTAUN
scientific, emoTnuovikog
scientist, emoTtuovag
scope, EuKaipia
season ticket, eioiTApio/kapTa diapkeiag

seat, kGBiopa

take a seat, kdBouai

secret, JUOTIKO

top secret, Akpwg ATTOPPNTO PHUCTIKO
secretarial position, 6¢on ypappatéa
secretary, ypapparéag

executive secretary, ypauuatéag avwtaTou
BI0IKNTIKOU OTEAEXOUG

private secretary, 1I3IQITEPA YPOUPATEAG
security, ac@daAeia

section, Topéag

sector, Topéag

public sector, dnNudCI0G TOPEAG

see, BAéTTw, avriAapBdvoual, @povTidw

see to sth/sb, gpovTidw yia KT/KTT

seek (sought-sought), TpoTiyw, avalnTtw,
QTTOOKOTIW, WAXVW

select, emAéyw

selection, guAAoyn (€10wWv), etTIAoyn
self-motivated, pe Tpwrofoulia
self-presentation, autommapouaiaon

selling activity, SpaotnpidtTnTa TWARCEWY
selling tool, 6pyavo/epyaAeio TTwARCEWV
send, oTEAVW

senior management, yevikr dielBuvon
sense, £€xw TNV aiodnon (611), vouidw
sensible, Aoyikdg, opBdg

sensitively, ye euaiobnoia, e egumvada
separate, ({g)XwpIOTOG, XWPIidw, atTroxwpidw,
ATTOO0TIW

serious, cof3apdg

seriously, coBapda

serve, (e¢)utrnpeTw

service, eEUTTNPETNON, UTTNPETIQ

at your service, atn 0166¢01 oag

unused services, UTINPETieg TTOU OeV £XOUV
EKTEANEOTEI

service charge, TTapoxn uTTnNpecIwy

set, ogipd, gUvoAo

set of skills, oeipd emdegioTTWV

set up, opyavwvw, GTOIXEIOBETW

settle, TokTOTTOIW, OTTOKABIOTW, £E0PAW Aoya-
pPIOCHO

settlement, €¢6pAnon, TakTomoinon Aoyapia-
oMoU, dIaKaVOVIOHOG

shade, amméxpwaon

shallow, pnxog

share, poipadopai, poipdalw

shareholder, pétoxog
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sharing, katavopun, poipaoid

sharp, akpifrg, kaBapdg, diauyng, ogug
sheet, pUAO (xapTioU)

continuation sheets, évtutta aAAnAoypagiag
ME TNV ETTWVUHIA TNG ETTIXEIPNONG YIA TIG UTTO-
AoITTeg (€KTOG TNG TTPWTNG) TEAIOEG TWV EPTTO-
PIKWV ETTIOTOAWV

shelf, pagi

shift, Tpowbw, Bapdia

ship, TTAoio, PopTWVW KaIl HETAPEPW
shipment, @opTwON KaI HETAPOPE EPTTOPEU-
MATWV

shipping agent, vauTik6g TTpaKkTOpag
shipping route, 6aAdooia TTopeia
shop-assistant, TwANTAG/UTTAAANAOG KaTaOTH-
paTog

short and long-term returns, Bpayutp60e-
OO Kal JOKPOTTPOBeTa KEPDN

shortage, éAAeiyn

shorthand, atevoypagia

shorthand writer, otevoypdagog

shortly, cuvtopa

show, d¢gixvw, amodeikviw

side, akpn, TTAcupa

keep sth on one side, Bafw/KpaTw) KATI OTNV
akpn

sight, eikéva, B€a, 6paon

put out of sight, eSagpavilw, KPURW

term sight, TpafnyTIKr) TTPOBECHiOG

sight bill, TpaBnkTikr dwewg

sight draft, cuvaAAaypaTikr/TpafnkKTikh dwewg
sign, onua

signal, onuadi, privupa, évoeign

signature, utroypa®n

significance, otroudaidTnTa, onuacia
significant, a§loonueiwtog

simple-minded, atrAoikdg, atrovrpeuTog
sincere, €IAKPIVAG

single, dyauog, povog

site, TepIOYN, OIKOTTEDO

size, péyebog

skill, emde€i6TNTA, IKAVOTNTA, dEgIoTEX VIO
skip, TTapaA&iTw

slight difference, eAdxiotn diapopd

slot, oxioun

smile, xapoyeAw, xauoyeAo

smooth running, opaAn Asitoupyia/mropeia
smothering, ao@QUKTIKOG, ATTOTTVIKTIKOG
sociable, KoIvwvikdg

social, KoIvwvikdg
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anti-social, avTIKOIVWVIKOG

socialize, €ipal KOIVWVIKOG, €XW KOIVWVIKEG
Ox€0€Ig

society, KoIvwvia, KOIVwVIKO gUVOAO
socio-economic, KOIVWVIKO-OIKOVOMIKOG
sociology, koivwviohoyia

sofa, kavaTrég

software, AoyIouIKO

sole, povadikog, £évag kal pévo

solution, AUan

solve, AUvw

solvent, pepéyyuog, agidxpeog

someone, KATToI0g

it’'s down to someone, evaTTOKEITAI O€ KA-
TTOI0V

it is up to someone, evaTTOKEITAI OE KATTOIOV
some time, KATTOTE, KAPMIG QOPA

somewhat unusual, KdTTwg/KaTI TO ACUVABIOTO
sort out, Tafivopw Balw ot ocipd

sound, Axog, (i Aeyouévwv) divw TNV €vTU-
TTWaon, Joiadw, Qaivoual, akouyoual, copapog
PePEYYUOG

source, TTNyN

space, Xwpog, diIdoTnua

span, didpkeia, didoTnua

special offer, €101kr| TTpocPOPG

specialise / -ze (in), (e§)cIdikeVw, €EeIDIKEU-
opal

specialised, e¢e1dikeupévog

specialist, 0 €181kOg, 0 €18pWV

specialists on call, €1dikoi oTnV TNAEPWVIKA
ETTIKOIVWVia

specialization, (£€)eidikeuon

speed, TaxuTnTO

spend (time), TTepvw (TOV KaIpod pou)

spirit, TveUpa (BaBuTepn évvola)

spoil, kataoTpépw

spokesman, eKTTpOCWTTOG

sponsorship, xpnuatodotnon/mpoo@opd (Be-
OMETWY K.ATT.)

spontaneous, auB6punTog

spot, guvtoun TNAEOTITIKN SIOQAMION
spreadsheet, AoyIoTIKO QUANO

staff, Tpoowké (eTaipeiag, K.ATT.), eTavdpw-
VW, OTEAEXWVW

stage, otddio, pdon

stance, otdon, 6¢on (évavTi piag KaTdoTAONG,
K.ATT.)

aggressive stance, emBeTIKr) B€on/oTdon
stand, Tepimrepo (o€ ekBEoEIG TTPOIGVTWY),



TTAYKOG, AVTEXW, KONKWVW»

stand out, @aivopal, utrepéxw, Eexwpidw, dia-
Kpivopal

standard, Tutrotroinuévog, oTavTap

staple, ouvdetrpag oe oxAua aykUAng Trou
TOTTOBETEITAI OTO CUPPOTITIKG PNXAvNUa yia
ouppaer] UAAWY xapTiol

stapler, cuppatTiké pnxavnua

start off, {exivw, apyidw

state, dnAwvw, deixvw, KardoTaon, ToAITeIa,
KPATOG

stated, cuppwvnuévog, (kaB)opiouévog
statement, katdoTaon (£yypago), ekkabapion
(AoyioTikn), AioTa

station, o1don, oTabuog

underground station, cTaBu6g (Tou) UTTOYEI-
ou a10nNPodpouou

stationer, xapTomwAng

stationery, XapTikd UAIKO, XOpPTIKG

status (marital status), oikoyeveiaky katd-
aTaon

stay with the company, (TTapa)uévw moTog
oTnv eTaipia

steady, oTaBepdg

step, Brpa

stimulate, Tapakivw

stock, améOepa PTTOPEUPATWY, OTOK
storage, amoBrikeuon

store, KOTAOTNA, ATTOBNKEUW, KPATW OTN PVA-
MN yIa UTTOAOYIOTEG

have in store for, (em)QuAdoow yia

retail store, katdoTnua AlOVIKAG TIWANONG
straight L/c, BeBaiwpévn kai avéKKANTOG TTI-
OTWTIKA ETTIOTOAN

straightforward, cagrig, kaBapdg, pavepdg
stranger, ¢évog, ayvwaoTog

strangle, oTpayyaAidw, Tviyw

strategically, oTparnyika

strategy, oTpaTnyikA

strengthen, gvioxUw, (ev)duvapwvw
stretch, dmAwpa, Téviwpa

a stretch of one’s leg, éva TEvIwua TOU TTO-
dlou, éva BAua

strict, auoTnpdg

strictly, auotnpd

stride, peydho Briua, dpackeAid

strike, amepyia, KTUTTW

string, oréyyog

strong call to action, Gueon Tapdrpuvon yia
opaon

stuck, koAAnuévog

be stuck in, KoOA\dw o€

stuffy, TTviynpog, atmoTTvikTIkog

subject, utrokeipevo, drouo, BEua

be subject(ed) to, uTrokelpal o€

subject line, 6éua, ypapun Béuatog (o€ €TmI-
OTOAEG)

subject matter, kupiwg Béua

subjectively, uttokelpevika

subsidiary, Buyatpikn eTaipia, eTaipia (e§ap-
TNUévn a1 eAéyyxouoa €Taipia)

substantial, ouci100TIKOG, ONUAVTIKOG
subtract, apaipw, aroocUpw

success, £TmTuxia

successor, d1Gd0x0G

sue, JIWKW (TToIVIKE), evayw

suffer, uTto@Epw, uTTOPEVW, avEXOUaI
sufficient, eTapkng

sufficiently, eTrapkwg

suggest, TpoTeivw, €Ignyouual

suitability, kataAAnAdTHTO

suit, avratrokpivopal (o€ avayKeg r\ €TTOUNieg
KATT0I0U), TaIPIAdW (HE/OE)

it suits me fine, pe e§utnpPeTEi TTOAU (QUTO)
suitable, katdAAnAog

sum, TToodv, dopoicua

sunny, WTEIVOG, NAIGAOUOTOG

sunshine, Alakdada

supervise, emMTNPW, EAEYXW, ETTIBAETTW
supervisor, mTNENTAG, EAEYKTAG
supplement, CUPTTANPWVW, CUPTTARPWHO
supplier, TTpounBeuTAg

key supplier, onuavTikog TTPOPNBEUTAG
supply, TTapéxw, TpounBelw, £QodIalw, TPo-
@OodOTW, £POdIOCTHOG, TTPOUNBEIA, TTIPOCPOPA
supposedly, dnBev, Tadxa

suppression, KOTOOTOAN

sure, giyoupog, BéRaiog

make sure, o1lyoupelw, £§ac@alidw
surprising, TTou TTPoKaAei €KTTANEN
surrender, TTapadidw

survey, £pEUVa, EPEUVW, MEAETN

switch my attention, oTpépw TNV TTPOCOXNA HOU
switchboard, mivakag/TaptTAWw TNAEQPWVIKOU
KEVTPOU

swivel chair, TrepIoTPEPOPEVN KAPEKAT
syndrome, gUv3pouo

T

tactful, S1akpITIKAG, AETTTOG
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take, aipvw, Aappavw

take (the) advantage of, emw@eAolpal, OpdT-
TOMAI TNG EUKAIPIOG

take a keen interest in sth, deixvw peydho
evOIAPEPOV VIO KATI

take a message, kpatw/Taipvw privupa/on-
peiwan

take a seat, kGBopai

take care, @povTilw, TTepITTOIOUUAI

take for granted, aipvw/Bswpw wg dedopévo
take immediate action, AappBdavw dueoca pé-
TPA, EVEPYW APECWG

take into consideration, Aapdvw utréwn
take on, avaAapBavw

take orders, Taipvw diatayég

take over, avaAauBdavw dioiknon, (e§ayopd-
{w eTaipia)

take possession of (sth), yivopar kdroxog
take responsibility, avaAappdavw guBivn
talk on the phone, pIAw aTo TNAEPwWVO
tangible, a11T0G, X€IPOTTIOOTOG, TTPAYUATIKOG
tape, payvnroTaivia

tape recorder, payvntopwvo

target, o16X0G, OKOTTOG

tariff, daopoAdyio

customs tariff, TeAwveiaké daopuoAdyio

task, kaBrkov, uttoxpéwan, £€pyo, Epyacia
task in hand, rpokaBopiouévog aTdxog
taste, dokipadw, yetopai

tax, popog

tax implications, @opoloyikd 6éuarta/eti-
TITWOEIG/OUVETTEIEG

tech (technology), TexvoAoyia

high tech pitch, emTelyyaTa uPnAng TEXVO-
Aoyiag

technique, TeXVIKN

technology, TexvoAoyia

tedious, aviapdg

telecommunications, TnAeTTIKOIVWViEG
telegram, TnAsypaenua

telegraph, TnAcypaow

telephone, TnAépwvo

telephone directory, TnAe@wvikdg katdAoyog
telephone exchange, TNAc@wVIKO KEVTpO
(telephone) kiosk, TnAe@wvik6g BGAapog
telephone marketing, mpow6non, diagnui-
on TTPOIOGVTOG HECW TNAEPWVOU

telephone sales, TwAAC€IG pEoW TNAEPWVOU
telephoning process, diadikacia TNAEQWVI-
KAG ETTIKOIVWVIOG
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teletext, TnAekeipevo

television, receiver, TNA€OTITIKOG BEKTNG, TN-
Aebdpaon

telex, TNAéTUTTO, TEAEE

tempting target, deAeaoTIKOG OTOXOG

tend, Teivw, pETTw, KAivw

term, 6pog

terminal salesman, TwANTAG TTOU OTNPEICEl
TNV ATTOTEAETPATIKOTNTA TOU OTIG TTANPOPOPI-
€G TTOU TTOPEXEI TO KTEPUATIKO» TOU NAEKTPOVI-
KoU UTTOAOYIOTA TNG ETTIXEIPNONG
testimonial, cuoTarTikr €TIOTOAN

text, keipevo

textile, Upaopua, upavto

thanks to, xapn og, éveka

theoretical, BswpnTiKOG

theorist, (0) BewpnTikdg

therefore, emopévwg, wg ek TOUTOU

thick, ayug

thin, AeTrtég

thinks for itself, oké@TeTal ammé pévo Tou
this is not always the case, autdé dev oup-
Baivel TravtoTe, dev gival TTAVTA ekei TO TTPO-
BANua/BEua

thorougly, AeTrTopepwg, £OVUXIOTIKG

threat, atreiAf

thrive, eudokipyw, avamTUoooal, HEYAAWVW
throne, Bp6vog

through, dia pécou

get through to sb, cuvdéopal Ye KATTOIOV OTO
TNAEQWVO

throughout a period of time, oe Ao 10 xpo-
VIKO d1doTnua

thus, €101, Y’ autdv TOV TPOTTO

ticket, ei01mpIo, kKAonN (yia TTPSCTIUO)

ticket collector, eAeykTrg €101TNPiWY
automatic ticket machine, autopartn punxavi
KOTTAG €I0ITNPIWY

season ticket, i01TApIo/kapTa dlapKeiag
tidiness, voikokupoouvn, Ta4¢n

time, xpovog

time bill/time draft, TpafnkTikr TTPOBECIOG
(time) schedule, wpdpio

at times, PEPIKEG POPEG

in no time, apéowg, o€ XpOvo uNdEv

it takes time to work, amaitei Xpovo yia va
@épel atroTéAeCUa/V’ aTTOdWOEl KAPTTOUG
leisure time, yxpovog aveuehidg, eAeUBepOg
Xpoévog

save time, kepdi{w Xpovo



sometime, KATTOTE, KAPMIA POPA

spend time, Trepvw ToV Kaipd (Pou)

tool, epyaAeio

top secret, dkpwg amdppnTo (UUCTIKS)

total, (ouv)oAikdg

total price, oAk} Tiun

totally, ¢ oAokArpou

touch, smaen

get in touch with, épxoual o€ eTTAQR YE, ETTI-
KOIVWVW ME

keep in touch, diatnpw/kpaTw AP

tour, epinynon, Tagid

guided tour, Trepiynon Ye ouvodo

trade, eumépio, eutropeUopal

trade fair, eptropikr €ékBeon TTPOIGVTWV

trade mission, euTTOPIKA AVTITTPOOWTTEIQ
domestic trade, eyxwplo EUTTOPIO

export trade, eEaywyIK6 EUTTOPIO

home trade, syyxwplio eutépIo

trader, éutropog

trading, epTmopIKOG

traditional, Tapadoaoiakdg, KAAGIKOG

traffic, Tpoxaia kivnon, odIkr KukAogopia
traffic jam, yTroTIAIGPIOPA, KUKAOQOPIOKK) GU-
@dpnon

tragic, Tpayikog

trainer, ekTTaIdeuTAG

training, extaideuon

certain amount of training, eTTapkng ekTai-
deuon/katdpTion

transaction, cuvaAAayr|, docoAnyia, epTTOpI-
KA TTPAgn, ouvdiaAAayn

transfer, petaBiBadw

transferable, petaBiBdoiyog

transit, diaueTakopion, TPAVTYITO, WETAPOP-
Twon

translate, peta@pdaldw

transmission, perddoaon, petaBipaon
transmit, petadidw, petaBiBalw

transport, petagopad

transportation, petagopd

transportation company, peTaQopIKr eTalpia
travel agency, TagIOIWTIKG YpaPeio/TTPAKTOPEiO
traveller’s L/c, TagIBIWTIKA TTIOTWTIKI ETTIOTOAR
treat, avnipeTwidw, XeipiCopal

treatment, petaxeipion

tremendous, @oBepAg, KATATTANKTIKOG
trend, Taon, potmn

trial order, dokipaoTIKA TTAPAyYEAia

trip, Tagidi

triplicate, TpITTAGG

trouble, pacapia, p1reAGg

put (someone) into trouble, BAalw Katolov
g€ uTTeAd/@acapia

trust, epmoTedopal, ToTelW, EPTTIOTOCUVN
truth, aAnGeia

get across the simple truth, «Trepvw»/peTa-
Sidw/peTagépw TNV atrAn aAnBeia/To uRvupa
truthful, eIAikpivAig, aAnBivog

try, TpooTTaBw

tube, uTTOYEIOG 01BNPOBPONOG, PETPO

turn off, orAvw/kAcivw (To wg, padidpwvo,
K.A.TT.)

turn out to be, ammodeikvuopuai 6T gipai

turn to, oTpépopai o€

turn up, epgavifopai (Tuxaia  aipvidia)
turning, oTpogn

turnover, cuvaAhayn

type, dakTuhoypa@w

typewriter, ypagopnxavr

typewriter ribbon, Taivia ypagounxavrig
typing, dakTuloypagia, dakTuhoypdenaon
typist, dakTuAoypdpog

U

ugly, doxnpog, duouopPog

ultimately, TeAikd

unattended, xwpig TTapakoAolBnaon
unattractive, un eAKUOTIKOG

unavoidable, avamégeukTog

unconfirmed L/c, evéyyuog rioTwon pn Pe-
Baiwpévn atd Tn yecoAaBouca Tpdrrela
underestimate, utoTIUW

underground railway, utréyeiog o1dnpddpo-
HOG, HETPO

underground station, atabudg (Tou) utdyel-
ou 01dnpPddpouou

undermentioned, o TTapaKkdTW AVaPEPOUEVOG
undermine, uttovopsliw

understanding, katavonon

undertake, avaAauBdavw

undoubtedly, avaupifoia

unemployment, avepyia

union, évwaon

unique, povadikdg

unit, povdada

unit price, Ty povadag

universal, TTaykOouI0G

unjustly, adika

unlike, 6x1 6TTWG, avTiBeTa (aTTd)
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unlimited, amepidpioTog

unpack, amoouokeuddw/avoiyw (déua, KIBw-
TIO, K.ATT.)

unpleasant, duocdpeoTog

unpredictable, amrpoBAeTTTOG
unsatisfactory, pun ikavotroinTikdg

unsure, aBépaiog

unused services, UTTNPEaieg TTOU Ogv EXOUV
EKTENEOTEI

unusual, acuvABioTog

somewhat unusual, KATTWG/KATI TO AOUVABIOTO
up-to-date, povrépvog, olyxpovog, EVAUEPOG
updating, ekguyxpovIGu6G

upon receipt, pe Tnv TapaAiafny, yéAig TTapa-
A&Boupe

urge, TTapOPUNON, T4on, WOW, TTAPOTPUVW
urgent, eeiywyv, -ouoaq, -ov

urgently, eTelyovIwg

use, xpron

two-in-one uses, P OITTAR xpAon

common use, KOV} Xpron

user, XpnoTtng

first-time user, TTPWTAPNG OTN XPNON, TTOU
XPNOIKOTIOIET KATI YIa TTPWTN QOpa
utilisation, xprijon, xpnoipotroinan

utilise, epapudlw, xpnoidoTToIw

utility, xpnoipétnta

utterly, améAuta

vV

vacant, kevog, d1a6£a1og

vacation, J10KOTTEG

valid, éykupog, Iox0wv

be valid, 1o0x0w

valuable, TTOAUTIHOG

valuables, TTOAUTIUO QVTIKEIPEVA, TINAAPR
value, atia

samples without value, deiypata Xwpig Xpé-
warn, dwpedv deiypata

variety, ToIKIAia

various, TT0IKIAOG, dIGPOPOG

varying, 1ToikiAog, d1dpopog

venture, emixeipnon, SouAeld, TOAUNUQ, €yxei-
pnua

verbally, TTpo@opikd, auToAeEei, KaTa AéEn
vessel, TA0i0, OKAPOg

via, dia, dia péoou

victim, B0pa

videodisc, diokog Bivreo
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videotext, uetddoon Keipévou PEow KAEIOTOU
KUKAWPOTOG

view, dmmoyn, BAETTW, TTapakoAoudbw

viewer, BeaTrg

violent, Bialog, emOeTIKOG

visa, adeia €10600u Ot {Evn xWwpa

visit, eTiokewn, emokETTTONAI

pay a visit, KGvw €TTIOKEYN, ETTIOKETITOMAI
visitor, eTTIoKETTTNG

vital, {wTikdg, {wTIKAG onuaciag

voice, Qwvr

volume, 6ykog, TToooéTNTa

whatever to volumes, 600ov a@opd Tov OyKO
(TWV TTWAATEWY K.ATT.)

voucher, TapaoTaTikd, dikaioAoynTIKO, OEATIO

w

w/process (word process), £TTe¢epyaaia Kel-
pévou

wages, nuepouiabia, BOouadIaTiko

wage freeze, TTaywpa TIWV

walk of life, koivwviki Béon A eayyeAua
walking the box, aAAayr kavaAiou (ThAedpa-
onG K.ATT.)

wallet file, pdakeAog pe autd

wanted, {nreital

warden, TpPOXOVOUOG

warehouse, atmoBrkn (euTTOPEUPATWYV)
waste, oTTaTOAW, XAVW

waste of money, xdoiyo xpnuaTwv
wastepaper bin, doxgio/kaAdd atroppippaTwy
way, OpOuOG, TPOTTOG

be under way, (kata)pBdavw, gipal kad’ 0dov
find my way through, Bpiokw akpn PE
make my way to, kateuBUvopual TTpPog
weakness, aduvapia, TTpoRANua

wealth, TTAoUTn

wealth of memories, TTAoU0IEG avauvAoelg
weigh, ekTipw, Cuyidw

welcome, KaAwaopifw, UTTOdEXO WA

welfare, eunuepia

well-lighted (well-lit), ye kaAd ewTiopd

well established, kaA& edpaiwpévog/kabiepw-
pévog

whatever to volumes, 6cov agopd Tov 6yko
(TwV TTWAACGEWY K.ATT.)

who is to blame, 1T016¢ €ival uTTeUBuUvOG,
10166 €ival G&log HOPPAG, TTOIOG PTAiEl
wholesale, xovdpikr TTwANCON



widen, dicupuvopal, eupuvw, dieuplvw
widespread, TTAatid d10dedopEVOG

width, TTAdTog

will, 8éAnon

willing, mp66bupog

window envelope, @AkeAOG Pe dlapavr) PeW-
Bpavn yia va gaivovTal To Gvoua Kai n dieubuv-
on Tou TTaPAAATITN

wire, KoAWJIO, cUpPa

wish, em0Bupia, edxoual

with reference to, avagepduevog o€, avago-
PIKG pg, ooV agopd (o€)

with respect to, avagopikd pe

withdraw, amooUpw (xpruaTta), kKdvw avain-
YN (XPNHATWV)

withdrawal, avaAnyn (xpnudTtwv)

within, péoa og, eviog

within easy reach, TGpa TTOAU KOVTG
wonder, avapwTiEual

no wonder, dev gival V' aTToPEi KAVEig
woolen (woollen), pdAAivog

word processor, unxavnua eegepyaciag Kel-
MEVOU OTOV NAEKTPOVIKO UTTOAOYIOTH

work, AeIToupyw, epyadopal, EXw aTToTEAEoUATA
be at work, douAelw, epydadlopal

it is working, éxel BeTIKO ATTOTEAECA, TA KA-
TaPEPVEI

workforce, pyatikd duvapuikéd

working conditions, ocuvbrikeg epyaaiag
world-wide, TTaykoopiwg, ava Tov KOOHOo
worth, agia

be worth, agilw

It’s (well) worth, agicel Tov KOTTO

worry, avnouxw

X

xerox-paper, xapTi Enpoypagiag/mapaywyng
PWTOAVTIYPAPWV

Y

yard, yuapda (0.914 Tou pétpou)

yearn, 106w, AaxTapw

yellow pages, Xpuo6g odnyog

yellowish, KiTpivwTrog

yours faithfully, pe nipn/Ypérepog (yia etmilo-
YO ETTIOTOAWV)
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