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.


user

user


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? sociable, hardworking, intelligent, willing, polite, efficient
5. How should a good clerk speak a foreign language?

fluently and clearly

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 PLAY HERE
d. logically i. sociable

e. difficult j- intelligent
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3.

N

a.
b.
c.
d.
e.
f

= Q

salary=pnviaiog p1o0og,
clerk=uTtdAANAOC ypapeiou,

5.

PopoTw

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

. world

. salary

. creative

. write

. logically
argue

. reports

. messages
efficient
elegant

. fluently

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/\WWorkers 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.
wage=pepokapato, work=gpyaaia, business=emixeipnon,
task=epyaaia-kabnkov, efficient=amoteAeopatikog

job=(ouykekpipévn)

Complete each sentence from (a) to (e) with one of the endings
from (1) to (5). Use each ending once only.

He is afraid that in his job .
One of the advantages of working in an office is that D
salary and better working conditions.

there are no promotion prospects.
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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? Athens News

What does it refer to? Job VVacant

What are the company looking for? A secretary

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

in the ad? send your Curriculum Vitae and any testimonials

What is Mr Yianniotis’ job? Sales Manager

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

7. Refer to some more qualifications that a secretary should have. sqciapie, good-looking

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

No, it doesn't. It containts information about your education,
working experience and personal interests.
18
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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 PLAY HERE

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 - T
efficient D
pleasant o
fast Lo IR
accurate [T
easy fro

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

a. reliable 1. foolish; stupid

b. clever 2. slow P LAY H E R E
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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
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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? Newspaper/magazine
What post did Maria send her application for?

Who is the letter addressed to? Mr. Yianniotis

What did Maria enclose with her letter of application?

Has Maria got any previous experience of working in an office?

How do you know? No.

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 PLAY HERE
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 in an application. form if you are interested in getting the job.

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

advertisements

appear in the newspapers.

.................. to your letter, we inform you that your offer has been accepted.

.................. with practical experience

, because your diet is poor.

c. /\PREATANCE isn't everything in life. (APPEAR)
d. Sheis a secretary with 5 years’e?ﬁp.e.r.iﬁﬂ.@.e.... . (EXPERIENCE)
e. We shall give your request careful C97SIderation (CONSIDER)
f. With reference
(REFER)
g. He wanted to supplement his theoretica
(KNOW).
h. You'd better get some food SUPP/€ment
(SUPPLEMENT).
Vocabulary

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

reply, aradvinon

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

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, cupTTAnpPWVW, CUPTTARPWHA
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
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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



user


Exercise

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

. the place where a person lives 2ddress .
. a condition that determines one’s formal or family position marital status
. the ability to understand, but not speak a language perfectly rf€ading knowledge
. the quality of speaking and writing a language in an easy smooth manner fluently
. an official paper showing that a person has successfully finished a course of
studies and/or passed an examination diploma
the act of keeping the accounts of money of a business company, a public office, etc.
book-keeping

® O 0 T o

—h

Activity 1

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

Read the advertisement on the left and
A secretary for an International Travel ~ fill in the form of the curriculum vitae
Agency. Must speak English fluently  that follows, trying to make sure that the

and either French or German, be pre- information you will mention will help you
pared to work long hours with extra  get the job.

money for overtime work. (ln the last |ine, under the Subheading
Single, young persons preferred. “GENERAL IMPRESSION”, you have to
Apply P.O. Box 9893 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=

—

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
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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
=OULOTOATIKI] ETIIOTOAN

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

What sort of business course has Maria attended?@ commercial course

What was she awarded? She was awarded the school’s Diploma

Which subjects did she gain particularly good results in?typing, book-keeping and English
Has Maria been an impolite and unwilling student? No. She was polite, willing showing good

Was Maria interested in school activities? ves. manners and respect.

According to Mrs Collins’ opinion, what kind of secretary will Maria make? energetic, reliable

and pleasant
secreatry

oablkowbd-=

B. Exercises

1. 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.

® O 0 T o

2. Write the opposites of these words.

suitable

glad
Eood . PLAY HERE
een (interest) ...,

confident

energetic

reliable

pleasant

Se "o o0 o

3. Complete the following sentences putting the verbs in the passive
tenses suggested.

a. She (be award) the School Diploma. ................. Past simple

b. The teachers must (respect) by the students. ................. Infinitive

c. Maria (teach) to be willing and polite. ................. Pr. Perf. Simple

d. Tom (send) to a school of commerce. ................. Future Simple

e. Their daughter (give) very good manners and an excellent education. .................

Pres. Perfect Simple
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Use the verbs do or make correctly.

. 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 TTOPEVPIOKOUAI (TTX. 0€ OEUIVAPIO)
follow: to understand clearly kartohoBaive

watch: to keep eyes fixed on something or someone TIPOCEY LW KATIOIOV/KATI
observe: to watch carefully TIOPOTNPW

Will you ..W"?l.t.gh ..... the candidate there, and see how she fills in the application
form for the vacant job? q
Our company’s personnel will ."?‘.tt?ﬂ ........ a lecture about marketing.

. Ican't .fOllOW. ... your reasoning.

Do not visit my boss tomorrow at 10.00 a.m. He"/! °¢ 21€19% meeting.

You have to ..WaICH..... your words when you talk to the manager.
They were 0hserved. 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

29


user

user
make

user
make

user
make

user
do

user
do

user
Make

user
do

user
do

user

user
παρευρίσκομαι (πχ. σε σεμινάριο)

user
καταλαβαίνω

user
προσέχω κάποιον/κάτι

user
παρατηρώ

user
watch

user
attend

user
follow

user

user
will be attending

user
watch

user
observed


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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