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MNa To padbnrn

To BIBAio TTou KPATAG OTO XEPIA OOU €ival ATTOTEAECUA PIAG HAKPOXPOVNG TTPOCTIA-
Beiag kal Ba o€ BonBroel oTnv eKPAdnan TNG AyyAIKAG YAWOOAG Kal TNG OXETIKAG UE TOV
TOpEQ 00U opoAoyiag.

O1rwg Ba dIaTIOTWOEIG KI €0U, TO BIBAIO QUTO dIAPEPEI OTTO EKEIVA TTOU XPNOIPOTIOI-
ouvTal yia TNV €KYABNON TWV YEVIKWYV AYYAIKWY, ETTEION yPAPTNKE €10IKA yia Oéva, TO
padnti ng I T.E.A. Tou Topéa Oikovopiag kai Aloiknong.

210 BIBAio autd Ba diIdaxTEIG KEipeVa Ta OTToia COU TTApPEXOUV T dUVATOTNTA VA KO-
TAVOEIg Kal va Xelpifeoal Tn YAWooa TTou XpnolhoTrolEiTal eupUtaTta atov Topéa cou. I’
auTov aKpIBWG TO Adyo dev AKOAOUBEITOI HETW TWV CUYKEKPIMEVWV KEINEVWV WIA YPA-
MOTIKA 1] OUVTAKTIKI KAIJAKwoN, aAAG yia k&Be evotnTa €mAEEQUE BEpaTa ouyyevr| pe-
Tagu TOUG, TTOU a@OPOUV ATTOKAEIOTIKA TOV TOUED OOU Kal EUTTEOWVOVTAI E TIG AOKNOEIG
TTOU aKoAouBouv.

MNa tn dikr) oou gukoAia, TTapaBéToupe AeEIAOYIO TTOU BeV KOAUTITEI HOVO TV opoAoyia,
aAAG Kai TIG 0N YVWOTEG 00U AEEEIG - TUP@WVA TOUAAXIOTOV PE TO AVAAUTIKO TTPOYPaU A
yia TNV dI0a0KaAIa TwV ayyAIKWV OTIG TTPONYOUUEVEG TAEEIG.

Eidikd yia Tnv TpiTn evoTnTa TTOU avagépetal otnv Eptropikry AANnAoypagia, Ba BéAa-
ME VO TOVIOOUNE TTWG OI TTPOTEIVOUEVEG, JETA ATTO KABE EUTTOPIKN ETTIGTOAN, PPACEIG OEV
divovTal yia va atropvnuoveuBolv atrd Toug pabntég, aAlAd Asitoupyolv gav BoRénua
yia TIg dpaaTnpioTnTeG (activities) Tou akoAouBouv, 1| kai yia GAAeg TTou Ba doBouv atrd
Tov di1ddokovta kabnynTr. Tig Bewpnoaue eEaAAOU avaykaieg, oav epodia yia TOUG Ja-
OnTéG TTOU Ba AOXOANBOUV €IOIKOTEPA E TOV TOUEQ AQUTOV GTO PEAAOV.

EmimAéov, mapaBétoupe ato TEAOG Tou BIBAiou aApaBnTikd Ae€iAdyio, To oTroio Ba
o€ BonBnoel oe TrepiTTwaon TTou dev eTTavaAapBaveral KATToIa AEEN 0TO KATA KEPAAQIQ
Ae€IAbyI0.

Me n BonBeia Tou BiBAiou auTou, TaTeloupe OTI Ba ATTOKTACEIG TN duvaTOTNTA, OXI
MOVO va KATAVOEIG KAl va XEIpidecal TN YAWO OO TTOU €ival OXETIKA JE TOV TOPEQ GOU, AAAG
Kal OTI JETA TNV ATTOQOITNCT 00U, Ba £XEIC éva €pOdIO OTA TTPWTA OOU ETTAYYEAMATIKA
BruaTa, dikalwvovTag €Tal TNV TTPOCTTIABEId Jag va yivel n Bewpia Tpagn.

H ouyypa@iki opada



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 15t February 1989
February 1, 1989 or February 1t 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 Mepiopiopévng Eubuvng).

21 MeydAn Bpetavia 6pwg yia va ouotaBei etaipeia Ltd. amaireitan
Owog kepaAaiou TTepiTrou i00 pe autd TTou amaiteital otnv EAAGSa yia
va ouoTaBei A.E. (Avwvuun Etaipeia).

Vocabulary

keep in mind, AapBdavw uttdwn, £€xw Katd vou,
Bupdpai

business letters, gutmopikry aAAnAoypagia
company, taipio/eTaipeia

heading, emwvupia kai dietBuvon/TautdTnTa
eTAIPIOG

essential, ouo1wdng, oNUAvVTIKOG

address, dieubuvon

telex, TNAETUTTO, TEAEE

cable, TnAeypaonua

type, SakTUAOYpaPw

headed notepaper, £vTutto pe Tnv TQUTOTNTA
TNG ETAIPIOG

receiver, TTOPOAATITNG

proceed with, ouvexidw, TTPOXWPEW
greeting, TPOCQPWVNON ETTIOTOANG

subject line, Béua, ypauun B€uatog
opening paragraph, sicaywyikfj Trapdypa-
@Og, Avolyua eTTIOTOANG, TTPOAOYOG

body of the letter, kUpio Bépa €mMIOTOANG
complimentary close, euyevikd KAgioIpO €TTI-
OTOAAG

signature, utroypaon

correlation, CUOXETIONOG

abbreviation, cuvtopoypagia

ZHM.: H epunveia Twv cuvTogoypa@iwy divetal aTo Katd KEQAAaia Ae¢IAGyIo.
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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
to buy things - Offering
to sell things - Acquiring
vocabulary - Speaking

Correcting mistakes

- Wh-questions - Definitions

- Puzzle - Prepositions

- 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
- Reporting statements

- Multiple choice - Antonyms
- Reported speech

14.

The staff
responsibilities

Describing (the personnel’s)
duties - Asking for and
giving information

- Acquiring vocabulary

- Revising the passive voice

Prepositions - Definitions
- Vocabulary practice

- Formation of nouns

- Active — Passive

15.

The manager and
the secretary

Giving advice - Making
suggestions - Describing
people - Acquiring
vocabulary - Speaking

Definitions - Antonyms
- Prefixes and suffixes
- Acting out a dialogue

16.

Rumours at the
backstage

Expressing ideas and
opinions - Exchanging
opinions

- Acquiring vocabulary

- Reporting statements

- Revising the passive voice
- Speaking

Making up questions

- Synonyms - Vocabulary
practice - Prepositions

- Reported Speech - Active —
Passive - Acting out a dialogue

17.

Ads may help you
find a new job

Dealing with ads - Acquiring
vocabulary - Writing an
application and a CV

- Speaking

Sentence construction

- Definitions - Derivatives

- Responding to ads by writing
an application letter and a cv

18.

Keeping a client
busy

Making proposals - Asking
for and showing directions
- Acquiring vocabulary

- Telling the time - Revising
Tenses - Listening

Derivatives - Prepositions
- 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?

this? or this?

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.



Well! 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 o you can have fixed working hours and a fixed salary.
b If your boss wouldn’t have fired you.
Colf v, you won't be a good secretary.
d.If o, you would meet the manager.
e. If you send me the book, | ...................oos 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
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. ldentify which of the words is a verb, a noun, an adjective or an

adverb.

. world (noun)

.salary L
. creative L
write
Jlogically
argue
.reports L
.Mmessages  eeeeennn
efficient
elegant L
fluently L

XU T SQ o000 o

. 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 isto putan ............

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.
S you have fixed working hours.
Vocabulary

business, emixeipnon, eutépIo, SoUAEId
advantage, TTA€OVEKTNHO

fixed, kaBopIoPEVOG, CUYKEKPIUEVOG
promotion, Trpoaywyr)

prospect, TTpoOTITIKA

creative, dnNUIOUPYIKOG

initiative, rpwTofouAia

keep in mind, £xw katd vou, AapBavw
uTToYn

ability, IkavoTnTa

argue, €TIXEIPNUATOAOYW, XPNOIPOTTOIW
ETIXEIPAMATA

report, avagopda

secretary, ypapuaréag

manager, 01EUBUVTAG

telex, TéAEE, TNAéTUTTO

facsimile/fax, TnAeopolotuTria, @ag
message, uAvupa

memorandum (-da 1An®.), (uTTevluunTIKO)
onueiwpa, uTTOPVNUa

client, TeAATNG (KUpiwg ypa@eiwy,
BIKNYOPWY, APXITEKTOVWV K.ATT.)

record, KaTaypaQw

episode, €TeI000I0

task, kaBrkov, uttoxpéwon

clerk, uttdAAnAog

efficient, ikavog, eTTapkng

willing, Tp6Bupog

sociable, koIvwvikég

intelligent, eugung, £€EuTTvog, KOAAIEpYNUEVOG
elegant, KOUWAOG, EKAETITUCOUEVOG

fluently, pe euppddeia, pe dveon

(oTnVv 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?

HPoppE

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@ ~"P o0 o

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 - WU
efficient D
pleasant Co e
fast o IR
accurate €. e
easy fo

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

. 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.

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, TTapakdaTw, KATWTEPW

ad (advertisement), ayyeAia, diagruion
appear, eygavicopal, Trapouaidadoual
vacant, Kevog, dlaB€aiuog

reliable, agiémoTog

clever, €Eutrvog

efficient, ikavog, KaAdg (oTn douAeid)
sociable, kolvwvikdg

good-looking, epgavioiyog
pleasant, euxdpioTog

voice, ewvn

pretty (+adj.) TTOAU, apKeTd

20

typist, dakTuAoypdpog

accurate, akping

shorthand writer, oTevoypdgog
energetic, evepynTikog, OpaCTAPIOG
lively, {wvtavég, dpacThpiog
initiative, rpwTtoBouAia

secretary, ypauuaTéag

sales department, TUApO TTWARCEWV
fascinating, eAKUOTIKOG, YyONTEUTIKOG
salary, pio66g

interested, evdlapepduevog
Curriculum Vitae, Bioypa@ikd Znueiwpa
testimonial, cuoTaTIKA ETTIOTOAR

sales manager, 01eUBUVTAG TTWARCEWY



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.

I 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.

I 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,

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?

arowpE

21



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 .................. athe sales
representative.

He wrote:

AR s reference ... s 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. I 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.

Lo 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 ................ , because your diet is poor.
(SUPPLEMENT).

Vocabulary

apply for a job, kdvw aitnon yia va TPooAn-
@Ow o€ douAeid

reply, amrédvinon

advertisement, ayyeAia, diagnuion
appear, egeavicopal

application, aitnon

post, éaTo, Béon

secretary, ypauuaTéag

sales, TTwAnoeIg

sales department, TuApa TTWARCEWY
sales manager, d1UBUVTAG TTWANCEWY
reference, avagopd, pveia

with reference to, avagepduevog og, ava-
QOPIKA JE

grateful, euyvwpwv

consider, JEAETW TTPOOEKTIKA, OKETTTOMAI
enclose, eowkAeiw

full, TARpPNg

curriculum vitae, Bioypa@iké onueiwya
copy, avTiypago

diploma, TrTuyio

commerce, euTTopIOo

testimonial, cuoTarTikr €TTIOTOAN
principal, dieuBuvTng (oxoAgiou)

willing, Tp6Bupog

further, Tepaitépw, €mITTAéOV
information, TTAnpo@opieg

be anxious to, avutropovw va
supplement, GUUTTANPWYW, CUUTTARPWHA
theoretical, BewpnTiKOG

knowledge, yvwon, yvwoeig

practical, TTpaKTIKOG

experience, euTreIpia, TrEipa

favourable consideration, guvoikn avTipe-
TWTTION

yours faithfully, getd TIHAG, e 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:
a. the place where a person lives

®oo0oT

studies and/or passed an examination

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

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

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

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: Lo
MARITAL STATUS: ...,
EDUCATION: ....ooviiiiicireeee
PRESENT JOB: ....ccooiiiiiiieiieeae
REASON FOR LEAVING: .......ccoceevnenne
LANGUAGES: ...,
OTHER QUALIFICATIONS: ......cccccovnvnee
PREVIOUS EXPERIENCE. ....................
GENERAL IMPRESSION: ......ccccoviiee.

Listen and answer

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

©oNo ok wN PR

H
©

Vocabulary

Curriculum Vitae (C.V.), Bioypagikd Znugiwpa

status (marital status), olkoyevelakn KoTd-

aTaon
single, ayauog

birth, yévvnon

qualification, TTpocdv, TiTAOG (OTTOUBWV)
fluency, euxépeia (Adyou)

knowledge, yvwon, yvwaoeig

diploma, diTmAwua

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, Eptropikf ZxoAn
shorthand, oTevoypagia

typing, dakTuloypagia

book-keeping, kpdTtnon/tpnon AoyioTIKWY
BiBAiwv

experience, euTreIpia, TreEipa

interest, (10) evdlagépov

referee, autdg 1oU divel OUOTAOCEIG YIO KA-
o010V dAAO

principal, o emke@aAng, diEUBUVTAG (TxoAgiou)



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 Ist 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

27



A.

NookwdE

B.

O O O T QD
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Questions

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?

Exercises

. 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

S@ e a0 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



B

® o0 oW

—

@+~ooo0C

Use the verbs do or make correctly.

Why can't you ................. him ... his job?
There’s nothing to ................. here.
Willyou ................. me a favour?

e 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 ................. 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.

lcan't .........coeeee. 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 ..........ccc... 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, cuoTaTikr €TTIOTOAN commercial course, KUKAOG EUTTOPIKWY Ha-
to whom it may concern, yia k4Be evdlage-  OnudTwy

POWEVO /TTPOG OTTOIOV aPopd award, aTTovéuw, avTapeiBw

attend, mapakoAoubw (pabriuata, SiaAéCelis  diploma, diTTAwpa

K.ATT.) gain, Traipvw, atroKTw, KEPdICw
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particularly, e¢aipeTikd, €10IK&

result, ammotéAeopa

typing, dakTuloypagia, dakTuhoypdenon
book-keeping, kpatnon/mpnon BIBAiwv
polite, euyevikdg

willing, mp6Bupog

manner, TpATT0G (CUUTTEPIPOPAS)
respect, oeBaopog

keen, 0&Ug, onuavTiKog

30

take a keen interest in sth, deixvw peydho
EVOIOQEPOV YIa KATI

activity, dpaoTnpIdTNTA

be confident, £xw Tnv eTOIBNON

make, yivopai

energetic, dpacTAPIOG, EVEPYNTIKOG

reliable, agiomaoTog

principal, dieubuvtng (oxoAgiou, KkoAAgyiou
K.ATT.)



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:-tu

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?

agkrwdE
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B. Exercises

1. Complete the following sentences with the right prepositions.

a. We have received your application ............... the post ............... 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
C. 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 | coeies |
receive | i |
apply | e |
manage | e [
emp|oy ........................................
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Vocabulary

interview, pavTeBou yia ouvévteuén

Madam, kupia (XpnoIUOTTOIOUNE TNV TTPOCPW-
vnon «Dear Madam» avegdptnta av TTPOKeITal
yla KUpieg 1 SETTTOIVIOEG, EKTOG AV AVAPEPOUNE
Kal To ETWVUPO otréTe ypdpoupe “Dear Miss/
Mrs + surname”)

receive, Traipvw, AappBavw

application, aitnon

post, éaTo, Béon

secretary, ypaupaTtéag

Sales Department, Turua NwAnocewv
glad, euxapiotnuévog

convenient, BoAikdg

let me know, gvnuepwoTe pe

try, TTpooTTOBW

arrange, Kavovi¢w

suitable, katdAAnAog

Yours faithfully, Me Tiun

p.p. (per pro), a.a. (avt’ autoul)
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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
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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?

A WwDN

O W oo ~N O 01
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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

|. 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 L,
limited
CONVENIENCE e

®Poo0oTe
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advantage
.possible
.commonly L
EXPENSIVE s
comfortable L
Jdegal
I. avoidable L

T o oa o

. Fill in the blanks with the appropriate preposition.

The tube is very crowded ............ rush hours and most ............ the times it’s difficult
............ find a seat.
. Passengers must keep their ticket ............ case the ticket collector asks ............ it.
The bus tickets are usually ............ the same cost............ coveeennn. the underground.
. You have ............ queue ............ when you wait ............ a bus stop.
Buses are likeable ............ people who want ............ discover the beauties
............ a town.
If you book a taxi ............ advance, you will not have ............ wait, until you see the
Sign “veee Hire " displayed.
. Put the verbs in brackets in their correct form.

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

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

If you (jump) ............ the queue, people around (protest) ............ .

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

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

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

service to you.

Vocabulary
means, péoov network, dikTuo
transportation, petagopd communications, PHETAPOPIKG PETT
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underground railway, utéyeiog 01dnNPOSPONOG,
METPO

tube, utrdyeiog 01dNPAdPOUOG, HETPO

commuter, TTPOOWTIO TTIOU XPNOIUOTIOIEI QOTIKA
GUYKOIVWVia

traffic jam, kukAo@opiakh oupedpnaon, UToTIAIg-
pIopa

rush hours, wWpeg aIxuAS

destination, TTpoopIouAg

in due time, ev euBETW XPOVW, GTNV KATAAANAN
wpa

invalidate, akupwvw

ticket collector, eEAeykTAG €l0ITNPIWY

explore, e&epeuviy

fare, €101TApIO, vaUAOG

unlimited, amepiépioTog

drive, diadpopr| (Je auToKivnTO)

inconvenience, OuoKoAia, @acapia, evoxAnon,
pTTENGG
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gqueue up, TEPIPEVW OTNn oelpd/oupd, pTTaivw
aTnVv oupd

jump the queue, TTapafidlw Tnv oupd / aeipd

it crosses one’s mind, TepVA aTmé 10 HUAAG KATTOI0U
strangle, otpayyoAidw, Tviyw

peak hours, wpeg aIxuAS

last, diopkw

double-decker (bus), dilpopo Aew@opeio

deck, 6po@og Acw@opeiou, KATAOTPWUA

in advance, ek Twv TTPOTEPWV

sign, ofua

for hire, eAeUBepo (yia Tagi)

display, ekBéTw, deixvw

put (someone) into trouble, Balw kdmoiov o€
PTTEAG

(traffic) warden, Tpoxovéuog

ticket, kAfjon (yia TpAaTIUO)

illegal, Tapdvopog

fine, mpdoTIpO



The first touch

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.

39



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.

N~ E

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 MANA .......cceierereiirineeee e e
IS 9.45. IMAIIA ...ttt
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b. A quarter of an hour later she found herself outside the building.

In five minutes from NOW SE .......ccooiiiiii e
c. When she arrived, they were already at work.

When you wake up tomOrrow, theY .......ccccviviiiieieiee e

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

M. YIANNIOTS ..t for all next month.

ME YIANNIOTS L.t e e 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 I. 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.

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

. 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.

o

- oQ o

4. How would you feel if, like Maria, you were going to be interviewed?
Nervous, excited, anxious, depressed, self-confident? Why?
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5. Fill in the blanks of the following table:

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

6. Fill in the blanks with the right prepositions.

A e 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 .o 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, eTagn at his request, oUpgwva Pe TNV TTPOOKANCH

interview, pavTeBouU yia ouvévteugn ToU, OTTWG TO {NTNOE
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prefer, TTpoTIUW

underground station, otaBuég utdyeiou OI-
Onpodpduou

crowd, TTAl6og

commuter, TagIBILTNG aATTO KATTOIO CnuEio
MIOG TTOANG O€ €va GANO

businessman, emixeipnuaTiag

secretary, ypauuaTéag

typist, dakTuAoypdpog

shop-assistant, TWANTAG 0¢ KATAOTNUA,
UTTAAANAOG KATAOTHHATOG

representative, avtiTpOowWITOG

manager, S1EUBUVTAG

accountant, AoyioTrg

salesman, £€uTTOpOG, TTAACIE

people from all walks of life, dvBpwtrol amé
OAa TO KOIVWVIKA OTPWHOTO

hurry, Bidlopal, oTTEUdW

post, 6éon, TéoTO

queue, ptraivw aTn ogipd/oupd (avBpwTTWYV)
automatic ticket machine, autépatn ynxavi
KOTTAG €101TNPIWV

season ticket, kapta/eigimpio diapkeiag
imposing, emBANTIKOG

sample, deiypa

modern, oUyXpovog, JOVTEPVOG
architecture, apyITekTovikA

make my way to, kateubuvoual TTpog
lift, acavoép, aveAkuoThpag
escalator, KuhNiopevn okaAa

corridor, d1adpouog

clerk, uttdAAnAog (ypageiou)
partition, xwplopa

knock at, KTuTTWw (TTOPTA)

enter, Ptraivw, EI0EPXOMAI

at that very moment, ekeivn akpIBwg Tn oTIy-
KN

well-lighted (well-lit), ye KaA6 QwTIOPO
pleasantly, euxapioTa

hang, kpepw

pale, TTaA, 6x1 €viovog

diagram, didypaupa

plan, TAGvo, oxédio

design, oxedialw

thick carpet, a0 xaAi

furniture, emiTAwon, Ta EmMITTAQ
place, TOTTOBETW

good order, koA dIaTagn
convenient, BoAIkdg, AveTog
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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
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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, I 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

ok wnE

" ® Q0T

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?

.Exercises

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....

“I have your application here”.

He explained to her that...

. “l will practise my theoretical knowledge soon”.

She said that...

. “I'll 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.

4
S

S0 Qo0 o

o T

4

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

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

c. ————— T———— . 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—e—— f. Mariawill ............ to do
all she can.

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

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

i W——————— i. Mr. Yianniotis ..................

Maria to their family.

. Fill in the blanks with the correct prepositions and write the que-

tion tags at the end of each sentence.
Maria wasn't stuck ............ the traffic jam, ............ ?
. Itwas easy ............ her ............ get..ooenee. the office, ............ ?
Yesterday, Maria had an interview ............ Mr Yianniotis, ............ ?
. Mrs Collins has written a good reference ............ Maria, ............ ?
The company are looking ............ Someone ............ ambition and initiative, ............ ?
They want to hire a secretary who will be good ............ typing and speaking English,
............ ?
The office hours are ............ 9.00 a.m. ............ 6.00 p.m,, ............ ?
Maria was grateful ............ Mr Yianniotis ............ giving her the job, ............ ?

. Correct the wrong words in the following sentences:

Mr Yianniotis asked Maria to take a sit.
. Maria wasn't struck in the traffic jam.
. The train shoots Maria fine.
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d. “I hope I 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 ............
» » » hasto be ............

» » » 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, AigubuvTig NMwARoewv be stuck in, kKoOAAdw o€
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traffic jam, pmomiAidpiopa, KukAogopiakr oup-

®opnon

it suits me fine, pe egumnpeTei TOAU
application, aitnon

previous, TTponyoUpuevog

experience, Treipa

reference, oUoTaon (yia TPdowTTO)
practise, £€aokw

theoretical, BewpnTiKOg

knowledge, yvwon, yvwoeig

look for, waxvw

ambition, @iAodogia

initiative, pwtoBouAia

confidential, éumoTog

sociable, koivwvikog

cheerful, euxapioTog

in addition to, ektég amo, emmTpdobeTa
be good at, sipal kahog o€

typing, dakTuloypagia, dakTuloypdagnon
realise, avayvwpidw
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do my best, Balw Ta duvaTtd pou
assure, diaBefaiwvw

prepared, TTPOETOINACHEVOG
fulfil(l), ekmAnpwvw
requirement, amaitnon, ATnon
salary, uig06g, unvidriko

per, avd, katd

amount, Tooov

low, xapnAég, pikpdg

chance, sukaipia

rise, atgnon

be worth, agidw

offer, Tpoogopd

accept, déxopal, amodExoual
grateful, euyvpwy
opportunity, eukaipia
endeavour, TTpooTabw, Taoidw
justify, @aivopal avtagiog, SIKAIWVW
confidence, epmoToolvn



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. A note 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. Anpiece 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.

c. 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.

- T 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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(o her manager’s desk there was an out-tray ............ letters ............ go
............ the post.

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

[T 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
plug |
correct |
enter |

Vocabulary

adapt to, Tpocapudlopal o€
environment, TTepIBaAAov

inter-com (inter-communication), cUoTnua
gevdoouvevvonong

in-tray, BiKn yia eiIoepxoueva (£yypaga)
out-tray, 6AKn yia eEepxoueva (Eyypaga)
fountain pen, oTuAS pe uypd peAdvi
stapler, cuppatTiké pnxavnua

punch, d1aTpnTIKG uNXavnua
paper-clip, ouvdetrpag

elastic band, AaoTixaki

file, pdakeAog, viooié

contain, TTepIEXw

dictating machine/dictaphone, pnxavnua
YIO UTTayOPEUCT KEINEVWV

record, KaTaypapw

type, dakTUAOYpOPW

thin, AeTTT6g

wire, KaAwdio, cUpua

lead to, odnyw o€

earphone, akouaTIkd

plug into, BouAwvw
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be plugged into, epapudlopal o€
stationery, xapTik6 UAIKG, XapTIka

sheet, UAAO

letter-heading paper, évtutto aAAnAoypa@i-
Qg ME TNV TAUTOTNTA TNG ETTIXEIPNONG YIO TV
TTPWTN OEAIdA EUTTOPIKWV ETTIGTOADYV
continuation sheets, éviutra aAAnAoypa®i-
0G MOVO PE TNV ETTWVUHIO TNG ETTIXEIPNONG N
Kol TEAEIWG AeUKA yia TIG UTTOAOITTEG (TTANV TNG
TTPWTNG) OEAIDEG TWV EUTTOPIKWYV ETTIOTOAWV
copy paper, AeTrtd XapTi yia avTiypa@r] KATw
aTTé KOPUTTOV

carbon paper, kaputov

window envelope, akeAAOG pe dlagavn PeP-
Bpdvn yia va @aivetal n dielBuvaon Tou TTapa-
AATITN

memo (memorandum), UTTOUVNHA, ONUEIWPO
show sb (a)round, ouvodelw/yupilw (Ka-
TToloV KATTOU), BEiXVw (KATI € KATTOIOV)
correcting fluid, d10pBwTIKS UYPO
introduce, cucTAVW

colleague, ouvadeApog



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 .............ccocoeee )
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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Bill

Shop assistant :

Bill

Shop assistant :

Bill

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
1. What does Bill Stavrou do?
2. Why does he want to buy a number of things at the stationer’s?
3. Who is offering to help Bill?
4. What kind of stationery did Bill first ask for?
5. Why did Bill ask the shop assistant to recommend him a good printer?
6. Who does Bill want a fountain pen for? Why?
7. How many pairs of scissors, penknives, balls of string and wastepaper bins does
Bill want?
8. Does Bill want any kind of files?
9. What does he need a hole punch for?
10. What things did the shop assistant recommend Bill to buy?
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

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

=H|[> | 4|0

<|m|m|Zz|0O

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.

A number 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.

A wooven 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, xapTommwAng

accountant, AoyioTrg

organise, opyavwvw

furniture, émAq, emTiTTAWON

list, ypaow o€ katdAoyo, KatapTidw KaTaoTa-
on, KardAoyog

fit out, epodialw, emTTAWVW (Ypageio)
stationery, xapTikd UNIKO, XOPTIKG
Xerox-paper, XopTi Enpoypagiag/TTapaywyng
PWTOAVTIYPAPWY

note-pad, GNUEIWPATAPIO, UTTAOK GNUEIWCEWY
plain paper, Aeukd xapTi, XapTi XWpPIG YPAUMES
dozen, dwdekada, viouliva

envelope, @dkeAog

recommend, CUCTHVW

printer, TuTTOypd&®og

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

card, ETIOKETTTAPIO, UTTIAIETO, KAPTA
ball-point pen, oTuAé diapkeiag

felt marker, papkadépog

fountain pen, oTuAd peAavng

ink, geAavn / -vi

high-quality, e€aipeTikr] TToI16TNTO

elegant, kopywog, kaAaiobnTog

suggest, TrpoTeivw, eIgnyouual

Scissors, YaAidl

penknife, oouyidg

ball, kouBdapi

string, oTrdyyog

wastepaper bin, doxeio / KaAdBI aTroppIPPaTWY
wallet file, pdkeAog pe autia

ring binder, vrooié

hole punch, diaTpnTIK6 Pnxdvnua

punch, avoiyw / kGvw TpUTTa

stapler, ocuppatTikd (UnXavnua)

paper clip, ouvdeTipag (xapTiou)
typewriter ribbon, kopdéAa ypagounxavig
adhesive tape, KOANTIKN Talvia, oeAoTénTr
dispenser, Bdon yia oeAoTéNTT

prove, ammodeikviw / -opal

drawing pin, mvéla

pencil sharpener, E0oTpa

rubber, yopoAdoTixa

paper knife, xapTokdTITNG

calendar, nuepoAdyIo (emITpaTTECI0/TOIXOU)
correcting fluid, d10pBwTIKS 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

58

. 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.
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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?

Ahal 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
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. 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?

. What is the word processor?”

. What is a filing cabinet?

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

Atypewriter 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 | e
il |
.......... holder
.......... announcement
.......... production
.......... manager
.......... information
.......... copy
draw | ...
correct | e
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.

l. 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.

0. Itis a metal tool for cutting holes.

~®o00T
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Vocabulary
exhibition, ékBean, emideign accompany, ouvodelw
equipment, €0TTAIONGG stand, TepiTTepo (¢kBeang)
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utility, xpnoiyotnta

ample, eupUuxwpog

huge, TepdaoTiog

swivel chair, TTEpIOTPEPOPEVN KAPEKAQ
revolve, TepioTpépopal

axis, agovag

bookcase, BIBAI0BAKN (ETTITTAO)

shelf, pai

answering machine, autopaTog TNAEQWVNTAG
sofa, kavatég

hat-stand, kpepdoTpa yia KaTTéAQ, KAAOYNPOG
notice board, Tivakag avakoIvwoewy
announcement, avakoivwaon

make known, KaBIoTW yVWOTO, YVWOTOTIOIW
use, XpNoIuoTNTa, OKOTTOG, XPRon

fax, @a¢, TnAcopoloTuTTia

electronic, NAekTPOVIKOG

photocopier, QWTOTUTTIKO pnxavnua

print, (eK)TUTTWVW

key, TTAAKTPO

keyboard, TTAnkTpoAGYyIO

strike, KTUTTW

finger, 6GkTUAO (XEPIOU)

press, méw, TUTTWVW

portable, @opnTdg

device, guokeur, ynxavnua

store, @QUAGOOW, ammoBNKeUwW, KPOTW OTN
pVAN.

analyse, avaAlw

perform, SIEKTTEPAIVW, EKTEAW

process, digpyaaia, eTegepyacia
complicated, TrepiTrAokog

screen, 086vn

monitor, yovitop, 6pyavo TrapakoAolbnong
Kal eEAéyxou, 086vn

unit, povada

floppy disk, diokéta

printer, EKTUTTWTNAG

record, apxgio, kataypagn

word processor, TPooécopag, MnNxavnua
emegepyaaiag keipévou otov HY

apparatus, pnxavnua, CUCKEUN

software, AoyiopIKO

operate, xeipifopal

filing cabinet, vrouAdm Tagivopunong uAikou/
apxeiou

mail, Taxudpopeio, UAIKG yia Taxudpounon
document, éyypago

deal with, aoxoAhoUpai pe

gadget, unxavikn emvonaon, HapogETI
stapler, cuppaTTIKO pnxdavnua

hole punch, diaTpnTiK6 Pnxavnua

staple, ouvdetripag oe oxnPa aykUAng Trou
TOTTOBETEITAI OTO CUPPOTITIKG HUNXAVNUO Kal
OUpPPATITEl QUAAO XapTIoU

bend, Auyilw
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Security in the office

Remember:

ogkrwbdrE

A.

1.

ok w
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Keep your money and valuables in a safe place.

Close all the windows and doors when you leave the office.
Turn all the lights off when you go out.

Don't scatter your papers about.

Always empty the ashtrays.

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

Questions

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

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

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

What would you do if you lost your bag?

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

.Exercises

Make the orders negative.

Keep your bag under the chair.
Come out of the room at once.
Turn the key quickly.

Close all the doors and windows.

. 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.

Don’t go near the fire.

Don’t play with matches.

Never sail without a life jacket on the yacht.
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 carefulhowyou ............... the typewriter; otherwise it will break easily.
1. do, 2.operate, 3.employ, 4.enjoy

. If you don’t mind, I 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 SUGOESIEA ..veeeee ettt ettt

Don't scatter papers about.

TREY 1010 US .t

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

HE 010 ME ettt
. Turn all lights off when you go out.
The personnel manager told ME ........cccocvviviieieneree e

Don't trust strangers.

The Mmanager adVISEA US ........cccoeiiiiiiiiieieesie e

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

HE EXPIAINEA ..ot et

Please don't tell anyone what happened.

The secretary asked Me POItEIY .......ccoviveiviiiereie e

Don't wait for me if I'm late.

The general manager told hiS SECTEtary ........ccccoceveiirereiiie i

. 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, puAdoow

valuables, TTOAUTIUO QVTIKEIPEVA, TIMAAPR
safe, aopaAng

turn off, oprvw / kAgivw (10 PWg, padidpwvo
K.ATT.)

scatter, dilaokopTriw
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trust, epmmoTevopal

stranger, £€vog, dyvwaTog (oua.)
avoid, atmopelyw

confidential, eymoTeuTiKdg
information, TTAnpo@opieg
empty, adeidlw

ashtray, Taodki, oTaxTodoxEio



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'dsaythat there 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.

A.

1.

akrwd

~N o
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Questions

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?

What is Miss Petrou going to do in the company?

.Exercises

. Choose the right preposition

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

Jenny works .., the Olympic Airways.

1. for, 2.against, 3.about, 4.o0n



Hedealt ..........coiviiiiiininnnn, this store for 20 years.
1. about, 2.off, 3.with, 4.of

. Tomisinvolved ............cccoeiviiiin, supplying goods to customers.

1.in, 2.0of, 3.for, 4.0n
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.

®o0 T

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 ......covviiieiiiiieeee e

. The post room clerk forwards the outgoing post.

ThE OULGOING POSE ..veveiieiie ettt sraene e
The receptionist will give the visitors any required information.
Any required iNfOrMation ..o

. The personnel officer hired some new staff last month.

SOME NEW STAT ... eba e



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, cang

asfaras someone/somethingis concerned,
6oov agopd o€ KATToIoV /KATI

staff, mpoowikd (eTaIpEiag, K.ATT.)
responsibility, eubuvn, kabrkov
briefly, ev cuvTopia, pe Aiya Adyia

detail, AemrTopépeia
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enable, kaBIoTW 1KavE, SIEUKOAUVW
colleague, ouvadeApog

task, épyo, epyaaia, kabrikov
company, eTaipeia

Managing Director, 'evikdg AleuBuvTig
overall running, yevikn dioxeipion
Sales Manager, AieuBuvTig NwAnocewv
supply, TTapéxw, TTpoundelw



goods, TTpoidvTa

customer, TeEAATNG

post room clerk, uttdAAnAog uTTEUBUVOG yia
TN Slavopn Kal TTpowBnon NG aAAnAoypagiag.
duty, kaBrkov

send, oTéAvw

forward, TTpowBw

outgoing post, efepxopeva (Eyypaga, €TTI-
OTOAEG K.ATT.)

distribute, diapoipadw, diavéuw

incoming post, giogpxopeva (Eyypaga, €TTI-
OTOAEG, K.ATT.)

smile, xapoyeAw

on the contrary, avtiBétTwg, kGBe GAAO
female, BnAukog

efficient, ikavog, TTou diabETel Ta aTTaIToUpEVa
TTpooovTa

delicate, kopwog, vieAIKATOg

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

face, mpoéowTO

move around, TpIyupidw, TTEPIPEPONQl
receptionist, peoewiovioT, uTTAAANAOG uTTO-
doxrig

answer the telephone, ammavtw oT1o TNAéQWVO
welcome, KaAwoopilw, uTTodéxoual

visitor, emMOKETTNG

required information, amaitoUpgveg/¢nTou-
MEveS TTANPOPOPIES

hire (someone), TpooAapudavw (k&tolov, yia
OUYKEKPIPEVO £pyO R XPOVO)

responsible, utreUBuvog

welfare, eunuepia

Personnel Officer, AicuBuvTrg MNpoowTTikou
be at one’s disposal, €ipai atn d1dBeon KT

Head of the Accounts Department, AicuBu-
VTAG AoyioTnpiou

be involved with/in, aoxoAhoUpai pe
payment, TTAnpwuni

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

wages, nuepopiodia, FOoPadIaTIKo

hold an executive position, Katéxw avwTaTn
(d1euBuVTIKR) BEON/TTOOTO

order, TTapayyéAAw

office supplies, epodiacuog ypageiou
arrange for, kavovifw

equipment, e€O0TTAICOG

repair, ETMoKeUAdw, €SI0PBWVW

smooth running, opaAnf Asitoupyia/tropeia
Office Manager, lNpoioTapevog Mpageiou
audio-typist, daKTUAOYPA®OG TTOU SAKTUAO-
YPa®Ei Eyypaga, akoUyovTag TO TTEPIEXOHEVO
TOUG aTTd KAoETa

type, SaKTUAOYpPOPW

report, avagopda

document, éyypa@o

content, TTEPIEXOUEVO

WOrry, avnouxw

urgent, emeiywyv, -ouoaq, -ov

private secretary, IBIQITEPA YPOAUPOATEQG
unlike, 6x1 6TTwg, avtiBeTa pe

material, UNikO

deal with, katammdvopai/aoyxoAolual pe
immediately, apéowg

general, yevikog

idea, 16¢éa

willing, Tp6Bupog

further details, TepioadTepeg/TTPOCOETEG Ae-
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?

N~ WDNRE
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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

i i (o I O B o B e I © i )
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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. Put these lettersinthe .................... , please. I'll mail them tomorrow morning.

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

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

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

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

g. Don'tbe SO ....ccccceveeirnne with slow learners. Just explain everything in a more
simple way.

h. | can't trust our new colleague. His behaviour is ..................... .

i. She is not very fond of being with people. She is a rather .................... person.

j. Joanis receiving a fair ..........cc.co..... in her job.

ACTIVITY

Act out the following role-play:

Student A (The manager) Student B (The candidate secretary)

Tell her to come in and have a seat. Thank him.

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

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

Answer that you have just left your

Ask her if she has got another job. o
previous job.

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

Ask if she minds working irregular hours | Say that you don’t mind, if the salary is
and joining you in meetings, conferences | satisfying and if everything is arranged
and business dinners, occasionally. in advance.

Tell her that you will take her case into
consideration and give her an answer | Thank him.
soon.
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Vocabulary

arise, TTPOKUTITW

face, avTigeTWTTICW

tangible, aT1T6G, X€IPOTTIOCTOG, TTPAYUATIKOG
classified advertisements, pikpég ayyeAieg
training, ekTmaideuon

welfare, eunuepia

communication, eTmkoivwvia, diacuvdean
negatively, apvnTikd

affect, enpeddw, emdpw

demanding, amaITnTIKOG

satisfying, IkavotroinTikég

rewarding, TTou avtapeiBel, TTou eRPaBeUEl
initiative, rpwTtofouAia

authority, e¢ouaia, dikalodoaoia
circumstances, TTepPIOTACEIG

filing, apxeloBétnon

correspondence, aAAnAoypagia

make an appointment, kKAeivw pavtefou
translate, petTa@pdaldw

boring, BapeTtdg

contradict, avTiAéyw, Slapwvw

achieve, emTuyXavw, KATOPEPVW
objective, avTIKEINEVIKOG OKOTTOG, GTOXOG
praise, emaIvVw

colleague, ouvadeApog

| deserve, pou agicel

appraisal, £€TTaIvog, ekTiunon

inspect, eAéyxw, €MBEWPW

take into consideration, Aaupdvw uttown,
MEAETW)

be about to, rpdkeiTal va

make a decision, Tmaipvw/AauBdavw atmoéga-
on

treat, peTaxeipiopal, avTILETWTTICW
confidential, eymoTeuTiKOG, EUTTIOTOG

put out of sight, e€agpavidw, KpUBwW

top secret, dkpwg aTTOPPNTOG/EUTTICTEUTIKOG
turn up, epgavifopar (Eapvikd)

fair, dikalog

treatment, peTaxXeipIOn, AVTILETWTTION

be aware of, €ipal evnuepwuévog yia, yvwpi-
{w KoAa

respond to, avTatrokpivoual o€

flexible, euéAikTOG, EAAOTIKOG

determined, ammo@aCIOTIKOG

patient, UTTOUOVETIKOG

tactful, S1aKPITIKAG, AETTTOG

persuasive, TEICTIKOG

accurately, pye akpifeia, akpIBwg

handle, xeipiCopai

text, keipgevo

take orders, Traipvw diaTayég

last but not least, TeAeutaio aAAG e€ioou
onPavTIke

irregular hours, akavovioTo wpapIo
conference, ouvédpio, dIGOoKEWN, TUCKEWN
join someone, ouvodeUw KATTOIOV
occasionally, epioTaciokd, 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, I 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.

[E

B.

1.

CLOYxNoOA~WNE

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 bbbt

. Maria has to get used to the long hours.

WAL ..ot b e ere e
Maria is lucky because Mr Yianniotis isn’t bossy.

VDY ettt bt re e
Maria usually talks with Noreen during the coffee break.

WREN bbbt
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
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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 detall
j- disturbed 9. make sad
k. depress 10. postpone
[. 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.

Y =V U OSSOSO PST RSO PRTTRSPN
They forbid smoking in the office.

SIMOKING oottt sttt e ettt reene e
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 0of the MEETING .....ccveiviiiie e

f. The office looked much better. Somebody had tidied it up.
The office looked much better. It ...
g. She doesn't like people telling her what to do.
She doesn’t lIKE DEING ..oviiiiieiiesee e
h. Hurry up! You know the manager hates people keeping him waiting.
Hurry up! You know the manager hateS hiS ..o
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. Theyare all fed .......c.ceev vevvverennne the customers’ complaints.
€. See ... the customers, please.
f. Shegets .............. well .............. everybody in the office.
g. An old 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, eriueg/diaddocig  polite, guyevikog
OTa TTAPACKAVIA meticulous, oxoAaoTIKOG, AeTTTOAOYOG
(coffee) break, didAcippa (yia KapE) demanding, ammaiTnTIKOG
hold a conversation, £€xw pia ouZnTnon at times, PePIKEG POPEG
private secretary, 1I31QITEpa ypaPPOTEQG get used to sth, ouvnBidw kT
be keen on sth, pou apéoel/0éAw TTOAU KATI (time)schedule, wpdapio
the hours are long, o1 Wpeg gival TTOAAEG handle, avTipgeTwTidw, xeipiopal
extremely, e€aIpeTIKA, TTAPA TTOAU satisfy, Ikavotroiw
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wish, emBupia

accuracy, akpipeia

tidiness, volkokupoouvn, Taén

lucky you..., TTOAO TuXepOG €ioal..., TUXEPA-
KIQ...

bossy, autapxikog

arrogant, utrepoTITNG, M€ OAQCOVIKA CUMTTEPI-
@opd

be fed up with, dev avtéxw, ptmouxTidw, Ba-
pIEPaI

department, TuAua (€TaIpEiag, KATAOTAPATOG,
K.ATT.)

enjoy, atroAauBdavw

breakfast, maipvw Tpwivé yelpa, TTPwWIVO
yeuua

habit, ouvnBeia

see to sth/sb, @povTifw yia KT/KTT

make the most of, ekueTaAlAetopal oTo £€TTQ-
KPoV, agloTToIw

working conditions, cuvbnikeg epyaciag
pleasantly, euxdpiota

furnished, emmAwpévog

sunny, ewTeIvog, NAIBAOUCTOG
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cosy, AveTog Kal (e0TOG/PE BaATTwen
stuffy, Tviynpdg, ammoTTvIKTIKOG

colleague, ouvadeApog

wonder, avapwTIEPal

forbid, ammayopetw

public sector, dnuodaiog Topéag

get on (well) with someone, 1o TGw KAA&
ME KATTOI0V

kind, euyevikdg

ready to help, TTp6Bupog va Bonbricw
turn up, epeavifopar (Eagpvikd)

loud speaker, nxeio, peydowvo

disturb, evoxAw

concentrate on, CUYKEVTPWVW TNV TTPOCOXNA
Hou o€

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

obedient, uttdkouog

sacrifice, Buaoia

depress, TTpogevw KaTaBAIyn

put off, avaBdAw

arrange, Kavovi¢w



Ads may help you find a new job

A.Questions

1.

N

aoow

EXECUTIVE SECRETARY
Where can you see an adver- For an International Company
tisement like the one on the | Dasedin Piraeus

right? CANDIDATES MUST HAVE:
gnt: . — Fluency in English and Greek (reading knowledge of French).
Where is the company based? ' Knowledge of typing and telex operation.
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? e Sl
Are you supposed to speak 41, Akti Miaouli
French as fluently as English? 185 35 Piracus
Who are the candidates going All applications will be treated in strict confidence.

to send their C.V. to?

“All applications will be treated in strict confidence”. Do you think this is right? Why?

Will they hire a secretary without any experience?
What can one write in a C.V.?

.Exercises
. Rewrite the following using the new prompts.

The company requires that the candidates should speak English fluently.
(O 130 1o & 1SRRI

It is essential to send a recent photograph of yours.

RS T=1 0o 1T SRS

She started working as a secretary eight years ago.

SHE NS ..o
. “If you want to succeed in getting the job, don't forget to send your C.V.".
The manager adviSEd NET ..o

. 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
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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

- L

3. Fill in the following table:
VERB NOUN

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

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

Who is answering the telephone?

Which post is Robert interested in?

NG~ E

Did Robert finally get an answer?

Vocabulary

executive secretary, ypauuaTéag avwToTou
OI10IKNTIKOU OTEAEXOUG

international, di1€Bvrg

based, pe £dpa, TTOU £X€1 £dpa

candidate, utroyn@iog

fluency, suxépeia

knowledge, yvwon

typing, dakTuAoypagia, dakTuloypdenon
telex, TéAeE, TNAETUTTO

operation, XeIpIoPog, AeiToupyia
experience, Treipa

apply (for) kdvw aitnon (yia)

C.V. (Curriculum Vitae), Bioypagikd onueiwpa
recent, TPOCPATOG

application, aitnon

treat, avripeTwidw, XeIpiopal

strict, auaTnpdég

confidence, exeuubeia, 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, avwTaTo SI0IKNTIKO OTEAEXOG
charming, yonTteuTikog

energetic, dpacTAPIOG, EVEPYNTIKOG

totally, €§ oAokAfpou

self-motivated, pe TpwToRouAia

require, {NTW, ATTAITW

involve, cuptrepAapBavw

deal with, aoxoAoUuai yeg, dIaTnNPEW ETTAYYEA-
MOTIKEG ETTAPEG PE

exclusively, atmrokA€IOTIKG

agency, TTpakTopeio

distinct, ca@ng, 1Idiaitepa EEXWPIOTOG, EUKPIVAG
advantage, TTAEOVEKTNUO

facility, eukoAia, dieukdAuvon

available, dia6éaipog

remuneration package, TTARBOG/«TTAKETON
atTé 0QEAN

current, Tpéxwy, 1I0X0WY, 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 I 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 I go across?
: No. When you arrive there, turn left and walk along, until you

reach the National Bank building.



Mr. Greg : Oh, Yes. | remember it. It drew my attention on my way here. It's
really so imposing.

Maria : 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.

Mr. Greg : Thank you so much for your assistance.

Maria : 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

. 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?

o e
NP OO®ONDUDWNE

B.Exercises
1. Fill in the blanks.

VERB NOUN

expect e
visit
meet
arrive
show ...
plan
manage ..o
constitute ...

S@ e a0 o
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o Qo

D Q tho oo
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[T order
| building

k turn -
L attention
M. s 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.

It's one .............. the best hotels .............. Athens.
This street leads .............. the Constitution Square.

e my way here, | met our manager.
. DOt the way | showed you.
You will see the guards who stand .............. duty ...ocoeveene front ...........

Memorial.
This kind .............. resorts attracts crowds .............. tourists.

. Tell the time in two different ways.

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

4.15
4.20
5.35
5.45

5.10
5.30
6.50
7.45

aoop
s@ ™o

. Put the verbs in brackets in their suitable form.
. He asked Maria to keep the visitor busy until the meeting (be) .............. over.
. She (keep) .....ce... 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) e 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:

. was expecting

. welcome

. knock off

. show (a)round

. wonder
give a lift

. opportunity

. draw someone’s attention
imposing
reach

T oQ o 0O 0 T

[5=Y
o

Listen and answer

. Where is Mr Greg flying from?

. Is Mr Greg’s flight arriving soon?

O ~NO O~ WN P

Vocabulary

client, meAdtng

keep sb busy, amacxoAw kd&toiov
welcome, kaAwoopidw, uTTodEXOUAl

mean to, oKoTTEUW va, OKEPTOPAI VO

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

wonder, avapwTiEPal

give sb a lift, yeTapépw K&TOIOV UE TO QUTO-
KivnTtd (Mou)

Constitution Square, MAareia Zuvtdypatog
on foot, ye Ta TédIA

. stop work for the day

. ask myself

. was waiting for

. arrive at

. greet a person when arriving at a place

. be a guide to someone on his (first) visit to a place
chance

. impressive

. excite sb’s interest

. take someone somewhere in my car

. What are Mr Yianniotis and Maria talking about?

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

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

crossroads, oTaupodpOI

go across, diooyidw

draw one’s attention, eAKUW/Tpafw Tnv TTpo-
ooxn Kartroiou

imposing, emBANTIKOG
turning, oTpo®n

assistance, Bonfesia

guard, @poupdg, OKOTTOG

be on duty, ekTeAw utTnpecia
memorial, pvnueio

kilt, okwTo£qIKn PoloTa
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Office machines

typewriters

intercom machines

dictating machine
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Electronic office machines

professional electronic typewriter with memory word processor

portable electronic typewriter printer

electronic telephone switchboard
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Consolidation exercises

1.

S@ P o0 o

~® a0
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Complete the following words:

A P I staff

D. A te : suitable

Co M i ly : atonce

Jo P e : money paid for minor offence against law

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

0. SKevoreeeere e | . experienced and clever

N Qo e : line of people

(TR o] (RN 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 oo 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.

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



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

a. Thereisno .............. from her office window, except for some factory chimneys.

b. His ............. at the office was not very welcome.

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

d. What sort of .............. did she have on her face when her manager criticised her?

e. Do you think the manager wrote down my name in the list of the candidates, with
- R of interest?

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

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

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

b. I'havent met himforalong .............. of time.

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

d. It'slunch ............. . Stop working and let's go out to have something to eat.

e. Is summer a peak .............. in Greek islands?

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

6. 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
AENTION e

o533~ AT TST@Toa0oTw

N 2 T S e e
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p. call

g. tourism

r. translation
S. speech

Lo telEPhONe

il

. 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 colleague
j. EXPERIENCE ... staff

k. FLUENCY .. English

. COMMERCE . correspondence
m. CONFIDENT ... letter

n. ACTIVITY woman

0. CONVENIENCE ... office room
p. SUITABILITY machine
g. THEORY knowledge
r. CONTINUE ...l sheet

s. PLEASURE ...l environment
t. DEMAND boss

u. PUBLIC Ll sector

v. WORK conditions
w. EXECUTE . position

X. AVAIL room

y. CURRENCY . salary
z.USsE information

. Match the two halves to form compound words.

under hand
with man
short phone



=y

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

. Why haven't you rung me back? Haven't you taken my ................ ?

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

93



a. The company fired him, because he was a very .............. person.

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

business letter.
c. “Creative” is a synonym for the word “..............

d. Peter is so competent in his job that he always receives .............. comments.

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

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

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

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

i. Whenever | ask him a favour, he is very .............. to do it; he never helps anyone.

j- The small metal tool used for sharpening pencils is called a ............... .

k. 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.
[T 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.

~» S2T OS5 3
T
(7]

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

a. turnup 1. add to

b. cable 2. try (hard)

c. proceed 3. appear (suddenly)

d. creative 4. field

e. fluently 5. telegram

f. intelligent 6. personnel

g. require 7. postpone

h. lively 8. be upset

i. supplement 9. continue; advance

j- reliable 10. expressing in a smooth manner
k. endeavour 11. switch off

l. sector 12. productive

m. stationery 13. too fond of giving orders
n. staff 14. demand
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0. put off 15.
p. turn off 16.
g. worry 17.
r. hire 18.
S. bossy 19.
t. stuffy 20.

12. Match the following so as to form twenty pairs of antonyms.

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 11
[. empty 12
m. briefly 13
n. hire (sb) 14
0. 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

idle; lazy

obsolete; old fashioned

in detall

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.

P00

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, .oeeeenne. (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. “l 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.

[. “lcantstand ............... (get) up so early in the morning”, he said.

15. Fill in the blanks with the right prepositions.

a. The company are looking ............... asecretary .............. 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 ......c....... 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 .coceevvenee. 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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j.

k.

the company, and she will be ............... your disposal ............... any problems you

might have while working here”, he said.

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

“‘Doyouget....cccenene well............... your colleagues?” He asked the new secretary.
As he was bossy and arrogant, they were all fed .........c..c.. oveveeenis him .............

the department.

16. Rewrite the sentences using the new prompts.

a.

b.

| should be obliged if you sent me a brochure.
I should be obliged if I ..............
Maria assured Mr Yianniotis that she would fulfil his requirements.

Mr Yianniotis .............. that his requirements ..............
The secretary was typing a letter.

Aletter ..............

We use a punch for cutting holes.

Apunch ..............

You should keep your money and valuables in a safe place.
Your money ..............

He gave the stranger confidential information concerning the company.
The stranger ..............

You needn't deal with this material immediately.

This material ..............

He has ordered some office equipment.

Some office equipment ..............

They forbid smoking in the office.

Smoking in the office ..............

Mr Markou will arrange the meeting.

The meeting ..............

17. Rewrite the sentences using the new prompts.

a.

b.

“What do you do for a living?”

He asked me ..............

“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”.
Shesaid ..............
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 asked me ..............
j. “What does a receptionist do?”
He asked her ..............
k. “Do most of these people hold executive positions?”
He wanted to know ..............
[. “What can a person write in a C.V.?"
She asked him ..............

18. Listen to the cassette and fill in the blanks in the following

passage.
Sheila once had a ................. ®  who Was 100 ivviiiiiiiii, @ @
and strict. He used to arrive................... 4 the office ten mmutes earlier than the
.................. and wait by the door to see who Was ......ooeeeennnn O,
Ifa.... 7 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 ..o B the out-going ..........cc.o... 49 in the ...ooooieiiiin (15)
and the .................. (6 ones in the in-trays. Twice or three .................. N a
day, he ........ocoeee. ® to walk round the .................. M . 20)
thatworkwas .................. @) normally. Although he .................. Chis ..,
.................. @ work .....oecevviee. @ they were all ... @ and
the ... @) that every person working for the ................ @) was
equally .................. @8 and was equally .................. @), created an extraordinarily
friendly ..........coco.e. (30),
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IT2

Chapter Function Language work
1. 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 - ldentifying 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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communications
and
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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 ......

P00 o

103



n

o e R =

w

o S@ e a0 T

4.

Correct the spelling of the given words, where it is necessary.

telefone L
extention e
appointment .
tauch L
posision L.
secreterial
circular L
taip
collegues
meating
entercom e
remaind e

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's gone out ............ 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.

ol

®o0 o

. Who uses the following devices in a company?

telephone
typewriter L
telexorfax
intercom L
dictating machine ...
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Vocabulary

communicate, ETTIKOIVWVW

act, evepyw

properly, katdAAnAa

case, TTepPITITwon

call, TnAepwvw, KaAw

ring, KAAW TNAEQPWVIKWG, TNAEQWVW
extension, €OWTEPIKN YPOUUN TNAEQWVOU,
ETTEKTACT

discuss, oulntw

firm, eTaipeia, @ipya

arrange, Kavovifw, SIEUBETW
appointment, erayyeAuaTIkO pavteRou
urgently, eTelyoviwg

get in touch with, épxoupai o€ eTTaQn pe, €TI-
KOIVWVW

company, eTaipeia

abroad, o1o €€wTEPIKO

telex, TéAeE

fax, TnAe@wTOTUTTIO, TNAEOMOIOTUTTIO
apply for, kdvw aitnon yia

secretarial position, 8¢on ypappatéa
fix a date, kKAcivw pavteBoU (TTPOCWTTIKO)
interview, Traipvw ouvévTteuén

circular, eykUKAIOG

record, KaTaypaQw

tape, Tavia (MayvnToQwvou)

distribute, diapoipalw

make known, yvwoTOTTOIW

pin, KAPPITOWVW

notice, avakoivwar, €150TToinonN

notice board, Tivakag avakovwoewy
memo (memorandum), uTtevBupunTIKO OnpEi-
WA, UTTOPVNHA

secretary, ypauuaTéag

let one know, yvwoToTrolw o€ KATToloV

note, onueiwpa

Sales Manager, AiguBuvTtig NMwARoewv
serious, coapog

matter, {ATNUa, BEua

colleague, ouvadeApog

hold a meeting, ouykaAw / opifw /“kKavw’
ouvedpiaon

intercom (intercommunication), ecwTePIKO
TNAEQWVIKO oUOTNUO  ETTIKOIVWVIAG  HPETAEU
TUNPATWY OTO iG10 KTipIo, EVOOETTIKOIVWVIT
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.

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?

N~ E

B.Exercises

=

Complete the sentences, drawing information from the text.

It is possible to avoid most of the worst pitfalls, if ........cccccooviiiiiiiee e
The letter is on the right INES, If .....ccooeieiiircee e
Ifthe letter ...cooevveveeecece e , it is time to start worrying.

If a sales letter is good, it AIWAYS ......c.covieiiiie e
If @ letter iS CriSp and PEISUASIVE ........cccooveieiiiiiieiee e

® o0 oW

2. Use the gerund or infinitive of the verbs in brackets to fill in the
blanks.

a. He hasn’'t come yet. Itistime to start .................. (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 | didnt .................. what he said.
a) listen, b) take, ¢) 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 .........cccoeee. 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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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 ........ccceeee 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.

e. Hewillgeta .................. for the registered letter.

f. He hasto put the parcel onthe .................. to see how much it weighs.

g. Hedoesn'twantit ..........cccoees cevviiiniiinnnn.

h. Tom told the post office clerk to make the parcel payable e —

i. Tom wants to know how long it will take the parcel to arrive at 1T .

J. Healsowantstosenda ........cccoocveer vevveviinneennnn, for 3,000 drs.

Vocabulary

mail, €moToAR, Taxudpopeio

minefield, vapkotrédio

professional people, eayyeAparieg
remarkably, agloonueiwTa

check, eAéyxw, ToekGpw

direct mail letter, dI0@NUIOTIKA EVNUEPWTIKA
ETMIOTOAN

paragraph, TTapdypa@og

state, dnAwvw, deixvw

offer, TTpoc@opd, TTPOCPEPW

technical, TexVvIKOG

detail, AetrTopépeia

product, Trpoidv

accuracy, akpifela, opfoTnTa

avoid, atmo@elyw

pitfall, o@dApa, Trayida

sales letter, dl0@NICTIKN ETTIOTOAN PJE OKOTTO
va TelcBoUlv ol TTEAGTEG yIa TNV ETTITUXIO KA-
TT0I0U (VEOU) TTPOIOVTOG OTNV ayopd
experience, euTreIpia, Treipa

field, 6¢ua, Tedio, Topéag

length, pnkog, péyebog

prime, KUpIOG, TTPWTEUWV

indicator, amodeIkTIkd aTOIXEIO, £VOEIEN

professionalism, emayyeAyaTIopNog

on the right lines, ota ocwoTd TTACiola, pe
owaoTé apIBud apddwv

crucial, KpioIPoG, aTTOPACIOTIKOG

polite, euyevikog

come straight out with, dnAwvw/papTupw
auéowg

Crisp, ammo@aacIoTIKOG

persuasive, TEIOTIKOG

the entire deal, n 6An diatrpayudreuon, TO
KUpIo B€pa

contain, (oup)TepIAauBAvVW, EPTTEPIEXW
catch the reader, TpaBw/eAkUw TO EVOIOQPE-
poVv TOU avayvwoTn

move, Kivnon

skip, TTapaAeiTw

entirely, evreAwg, TeAgiwg

post-script (PS), uotepdypagpo

sales, TTwANCEIg

strong call to action, dueon TTapdTPUVON YIa
dpdon

brilliant, Baupdoiog, eupung

start off, {exivw, apyidw
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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»?

agrwNE

B.Exercises

1. Fill in the blanks with the correct preposition.

a. The telephone is a device .................. primary importance.

b. A phone-call sometimes turns ................... to be an annoying experience.

c. When you finish the call you put the receiver ................... .

d. You are often cut ................... while speaking.

e. When you call the director of a company, his secretary usually picks ...................
the receiver and asks you to 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 .................. 1 (be) a very useful device. Nevertheless, it sometimes
................... 2 (turn) out to be a hateful tool. The line often ................... ® (engage)
and the caller has .................. 4 (dial) the number again and again. Even while
................... ® (talk), he can .................. 8(cut) off. In that case, he ................. 7
(replace) the receiver and ................... 8 (pick) it up again only to discover that the
liNes .......oeevvevene. ® (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. Ifyou 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 | knew their number, | ................... (call) them.

. I'would try to redial the number, if I .................. (be) you.

If she had been careful enough, she .................. (not make) so many mistakes.
Ifl................... (call) him an hour ago, we could have gone out together.

(o

D Qoo

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. hold on 8. come into being

J- queue 9. aline of people waiting for sth.

10. connect a telephone call(er) by telephone

Vocabulary

telephoning process, diadikacia TNAspwvi-  device, y£0OV, GUGKEUR ETTIKOIVWViAG
KAG ETTIKOIVWVIOG communication, miKoIvwvia
no matter how, ave€dpTnTa ammod, AoXeTa e tool, epyaAcio

112



of primary importance, TTpwTapxIKrg onuaciag
phone-call, TnAepwvnua, TNAEPWVIKH KAAoN
turn out to be, ammodeikvUopual 6TI gipal
irritating, ekveupIoTIKOG

experience, euTTEIpia

step, BAuA, evépyeia

achieve, eTuyaivw, TTPOYUATOTTOIW

lift, onkwvw

receiver, akouoTIKO

dialling tone, o AX0G TOU TNAEPWVOU TTOU
uTTOdNAWVEI OTI N YPaUUN €ival eEAeUBepn
finally, TeAika

dial the number, oxnuaTidw apiBPd TNAEPW-
vou

line, ypappn

engaged, KaTeIANpPEVOG

busy, @opTwpévog, KATEIANPPEVOG, OTTOOXO-
Anuévog

put down, kaTeRalw, a@rvw KATw

call, kaAw

company, €Taipeia, emyeipnon

operator, xeIpIoTAG (TNAEQWVOU)

put one through, divw TNAEQWVIKA ypauun
o€ KATtrolov, OuvOtw

arise, TTPOKUTITW

be cut off, diakdTrTopal (VW MIAW OTO TNAE-
QWVO) BIOTI «KKOBETAI» N YPOUUN

hold on, Tepipévw, avapévw (0T0 AKOUOTIKS)
breath, avdoa, avatrvon

dull, aviapdg, povoTovog

buzzing sound, BounTd (0TO AKOUGTIKO TnAE-
Pwvou)

replace, eTTavaToTrONETW

pick up (the receiver), onkwvw (To aKOUOTI-
KO)

out of order, xahaopévo, dev Aeitoupyei (yia
TNAEQWVO, uNYXAvNua K.ATT.)

lucky, Tuxepdg

ringing tone, T6vog KArjong (TNAe@uwvou)
conversation, ouZntnon

realize, avriAauBdvopai, avayvwpidw
stranger, dyvwoTog

redial, {avakaAw, Eavarraipvw apiBud TnAe-
PUwVvou

correctly, cwoTtd

be mixed, avakatevopual, ptrepdevopal

talk on the phone, pIAw aTo TNAéPwvo

in the queue, oTnVv oupd, oTn OcIPd
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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?

arwd

~No
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B. Exercises

1. Write the correct form of the adjectives.

Positive Comparative Superlative
- T more difficult ...
b. new L
C. important L s
do broader ..
€. MANY e 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 cansave ............. 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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c. The phone can save valuable time .................. ................... (cancel) journeys
that ... (notresult) ...........oeeee. new business.

d. Apoint ..........eevee (emphasise) is that an advantage ................... telephone
marketing ................... otherforms ................... direct promotion is that it easily
teeerrieeeen.s. (Monitor).

e. It can also readily .................. (refine) the basis ................... feedback during
the course .................. a campaign.

f. Acall,ofcourse,can................... (FOlOW) ..o ees e more detail
................... a letter.

g. A phone can ...........cceee.. (USE) tiiiiiiiiiiiinn, keep ..cooeviiiiinn, touch
eeerieeeeeen.s. CUstomers and ... (ensure) that they ........ . (be)
happy ......coovvevie. the service ................... (offer).

h. Telephone marketing ................. (take) people ................... a passive role

ser..eeeee @ MOre 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

I shifting 12. promoting

m. keep in touch 13. improve

n. iron out 14. call off

0. stance 15. use or develop fully so as to get profit
Vocabulary

specialists on call, €1dikoi 0TV ThAEQWVIKA

ETTIKOIVWVia
exploit, ekgeTaAevopal, agloToiw

selling tool, 6pyavo/epyaleio TTwARCEWY
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marketing fraternity, ocwpareio/opydvwon
ETTIXEIPNUOTIWV

to the same extent, atov idlo Babud/ éktaon
direct mail, dueon d1A@NUICTIKA evnuépwan



pe aAAnAoypagia

in part, ev pépel

control, xeipiCopal, XpNOIUOTIOIW

require, aTTaITW

skill, emdegioTNTA, IKAVOTNTA

expect, moTelw, VOUidw, TIPOODOKW
sensitively, pe egutrvada, pe euaiobnaoia
potent, SUVOUIKAG, IOXUPOG

cut the cost, pelwvw T0 KOOTOG, TTEPIKOTITW
Ta £€00Q

exist, uTTadpxw

customer, TEAATNG

potential, mBavdg, uTtowneiog, SuvaTog, TTou
MTTOPEI va yivel

alike, €ioou

save time, kepdilw Xpovo

valuable, TTOAUTIHOG

cancel, akupwvw

journey, Tagidl

result in, KOTOAyw O€, €KW OQV OTTOTEAETHA
point, onueio

emphasise, Tovifw, divw £upacn

particular, 1810iTepOG, HOVADIKOG

advantage, TTAEOVEKTNHO

telephone marketing, rpowBnon/diagnuion
TTPOIOGVTOG HEOW TNAEPWVOU

form, TpoTTOG, PECOV

promotion, TpowBnon

monitor, xeipifopai

readily, auéowg

be refined, BeATiwovopail

on the basis, pe Bdon, Bdoel (Tou/TnG)
feedback, mAnpogopieg

course, Tropeia, e€ENIEN

campaign, KOuUTTavia, SIQ@NUICTIKY EKOTPA-
Teia

recognise, avayvwpidw, TTapadéxoual
marketing, TeXVIKA €UTTOPIAG, EUTTOPIKF OU-
vaAAayn

alternative, evaAAakTIKA AUON, UTTOKOTAOTOTO
be followed up, akoAouBoUpai

detail, AetrTopépeia

achieve, emTuyxdvw, KATOPBWVW

broad, guplg

means, Jégov

objective, avTIKEINEVIKOG OKOTTOG, OTOXOG
shift, Tpowbw

product, Tpoidv

keep in touch, épxopal G’ eTTaQr], ETTIKOIVWVW
ensure, empBepaiwvw, eEacaAifw

service, €§uTTNPETNON

offer, Tpoo@épw

iron out, e¢opaAlivw, eTAUIW, eCaAeipw
satisfied, ikavotroinuévog

stay with the company, Tapauévw TTIOTOG
oTnVv €TaIpEia

bold, ToAunpog

step, Brua

passive role, TabnTikdg pOAOg

aggressive stance, emBeTIKr) B€on/oTdon

it takes time to work, amaitei xpovo yia va
@épel atroteAéopaTta/va atrodwael 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
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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.

A.Questions

akrwbdE

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?

How do you read a telephone number?

.Exercises

Fill in the blanks with the suitable words.
He wants to speak ................... Mr Gilford.
She is answering the telephone calls ................... the switchboard.
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Would you please putme ................... to the Sales Department?

. The line is busy. Will you hold ................... ?

| haven'theard ................... him for a long time.

They have to order some microcomputers urgently because they are running
...................................... stock.

D Qo

2. Rewrite the sentences using the new prompts.

a. “It's about last month’s order.”
Johnsaid .........ccoveeeneen.
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 managerthat ......................

3. Which adverbs derive from the following adjectives?

.actual L
.busy
. probable L
.urgent
.immediate ...

certain L.
.personal
.complete

sure

suitable

oK o 00 oo

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. Itwas about 11 o’ 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.

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?
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Vocabulary

message, Jrvupa

receptionist, o UTTGAANAOG UTTOdOXNAG, AUTOG
TTOU UTTOQEXETAI

call, KAAon, TNAeQWVW, KaAw

switchboard, TaptAd/mivakag TNAEQWVIKOU
KEVTPOU

actual, TTpayuaTIkdG

conversation, guvopIAia

put (someone) through (to), ouvdéw (ka-
TT0I0V) OTO TNAEPWVO (UE)

sales department, TuApa TTWARCEWY

ring, TNAEQWVwW

extension (number), ECWTEPIKN YPAUURA TN-
Aepwvou

hold on, epipévw (oT10 TNAEPWVO)

voice, ewvn

take a message, kpatw/maipvw urivupal/ on-
Meiwpa
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urgently, emmelyoviwg

microcomputer, JIKPOUTIOAOYIOTAG

order, TTapayyeAia

receive, (TTapa)Aappavw, Taipvw

hear from (someone), éxw véa amd (ka-
TTOI0V)

run out of (something), pou TeAeivel/ea-
vTAgiTan (kGT)

stock, améBepa, OTOK EPTTOPEUPATWV

take immediate action, AapBdavw dueca pé-
TPA, EVEPYW OPECWG

pass (something) on to someone, TTpowBw/
peTaBIBAW (kAT (XEP!I ME XEPI) O BAAOV
personal message form, TTpoowTIKG £VTUTTO
YIO ONUEIWTEIG, CNUEIWMaA

urgent, eTeiywy, -ouca, -ov

place an order with (someone),
TrapayyeAia o€ (KATToI0V)

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... ... hon-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?

agkrwdRE
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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

. “Avoid standing or sitting in such a way”.

Form some similar sentences of your own using “avoid+gerund”.

. Find the words in the text which mean the following:

. show; imply; denote

. viewpoints; points of view; aspects

. express; reveal

. considered

. not willing to talk; restrained
showing or feeling little interest

. free from worry; easy in manner

. refuse to accept (as a fact)
employer
depend on

DO o 00 oW

. Fill in the blanks with the infinitive or the -ing form of the verbs in

the brackets.

Poses of people sometimes indicate attitudes which the subjects do not wish

................ (convey).

. Sheisregarded as ................ (be) defensive and non-communicative.
He admitted ................ (pretend) ................ (be) casual and relaxed.

. lwarned her ................ (avoid) .......ccevnee. (sit) the way she does, when her boss
is present.
He refused ................ (give) me a straight answer.
People’s poses help us ................ (understand) some basic things about their
character.

. Discuss:

Refer to some other positions indicating the people’s character or mood.
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Vocabulary

body language, yA\booa Tou owuatog
pose, moldpw, Téla, oTdon

unattractive, un eAkuoTIKOG

signal, onuddi, yAvupa, évoeign

first class, mpwTng TG¢NG, GpIoTOg

subject, utrokeipevo, atopo
self-presentation, automrapouaiaon
indicate, dnAwvw

attitude, 6éon, dmown, otdon (WG TPOS TN
quon)

convey, PeTadidw, EKQPAdw, PavePWVW
fold, dimmAwvw

folded arms, otaupwpéva xépia

Cross, oTaupwvw

crossed legs, otaupotédl

position, atdon, Béon

regard, Bswpw

defensive, auuvopevog, eUpIOKOUEVOG OE AUU-
va

non-communicative, ouykparnuévog, un dia-
XUTIKOG

verbally, TTpo@opikd, auToAegei, Katd AéEn
translate, petappddw

keep off, kpamiéuar pakpid

admit, mapadéyouai

you won’t put anything over on me, dev
MOou Tn OKag, Oev Ta XAPTW EYW QUTA, OEV HE
€COTTOTAG

hedgehog, okavrgdxoipog
syndrome, clUvdpouo

poser, autog TTou TTolAPEl, HOVTEAO
cut down, Trepiopidw, EAATTWVW
communication, mkoIvwvia

aid, Bonénua, BonbnTikd pyéoov
dive, Boutw

hardly, peta Biag, oxedov kaBdAou
courteous, guyevikog, aBpog
supposedly, drbev, Taya

casual, Tuxaiog, dvetog

relaxed, ApepPog, XaAapwuévog
shallow, pnxog

basis, Baon

belong to, avikw o¢

mention, onueIvVw, avaeépw
deny, apvoupai

avoid, ammo@eUyw

rely on, Baaifopal o€

promise, utréoxeon
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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.

Activity 1

Note down the following details while you are listening to the cas-
sette for the first time:

T 0] (0 3T o USSR
D. NAME Of th8 CAIIBI: .ottt et e e s e e s s e e e s raeeeeans
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Estimated date of the cargo’s deliVEry: ...t
DEPAITUIE POIE: .ottt bttt et

NAME OF tNE VESSEL: ..ottt ettt et e et e e et e e et e s e e e e rreeesenees
The VeSSEl'S NAIONANLY: ....ccviiiiiieie e
OWNET OF tNE VESSEL: ..ottt e st e e s e e e s aaee e

S@ "o a0

Activity 2
Now listen to the cassette again and answer the following:

What phrases does Gilford use to introduce himself? ...........ccccccovvivievcvccccccn,
Does he explain the reason for his @abSENCe? ...
Does he thank the CAlIEr? ...
What reasons does Peter Stephens give for his call? ...........ccccocovvviieiciccccc,
Will he call back or does he want Gilford to call him? ..o

o0 oTw

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.

@rooo0oTye
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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- salil 10. import

4. Fill in the blanks in the following table:

Verb Noun
alestablish | e
b.| v answer
c.lcal | L
d.| . operator
€] i extension
f.larrive |
(o 1 I owner
[ T delivery
i.|export |
j-|despatch | ..

Vocabulary

record, KaTaypapw, £yypaew

message, Jrvupa

establish, kaBiepwvw

answerphone, (auTopaTog) TNAEPWVNTAG

on condition that, pe Tov épo/Tnv TTPoUTTé0E-
on o

dial, Traipvw/oyxnuartidw apiBuod TNAE@wvou
switchboard, mivakag/TaptAd (TNAE@wVIKOU
KEVTPOU)

telephone exchange, TnAe@wvikd kévipo
extension number, ecwTEPIKOG apIBudS (Tn-
Ae@uovou)

delivery, TTapadoon
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microcomputer, JIKPOUTTOAOYIOTAG

delay, kaBuaTépnon

cargo, @opTio (1Trhoiou)
despatch/dispatch, amooTéAAW, aTTOOTOAN
estimate, utrohoyilw

schedule, Tpdypauua, xpovodidypauua
vessel, okdgpog, TTAoio

sail, amroTAéw

flag, onpaia

freighter, @optnyd mAoio, VaAUAWTAG/ETTIXEI-
pnuaTiag eopTnywv TTAciwv



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?

oD
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B. Exercises

1. Complete the sentences with the appropriate word.

a. Thetelexis an essential ................ to business world.

b. Itsends ................ in no time.

c. Itworks as atelephoneanda ................

d. When you type your message on your machine, it ............... on your

correspondent’s machine.

2. 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

3. 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

4. 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

5. 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, TéAEE, TNAETUTTO

necessary, avaykaiog

aid, BonBeia, BoRbnua

accurate, akping

effective, ammoteAcopatikog

message, Jrjvupa

in no time, auéowg, og xpovo Pndév
machine, pnxdvnua, unxavr, CUCOKEUN
work, AeItoupyw, epyadopal
typewriter, ypagopnyxavr

dial (a number), oxnuaTtidw apIBuo (o€ KavTPav
TNAEPWVOU, TENEE K.ATT.)

correspondent, TTAPaAATITNG UNVUPATOG, avTa-
TIOKPITHG

type, SakTuAOypaQw

immediately, apéowg

even if, akopa kai av

side, dkpn, TTAeupd&

globe, yn, udpdyeiog
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“We think, therefore we are RAFAX”

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 COMPANY: ottt

ALAIESS: ..ttt ettt b ettt eneetenten
....................................................... PRONE: ...t

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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YOU'VE GOT IT IN ONE

133



A.Questions

1.

kv

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?

.Exercises

. MrsBarbaraBarclayisthe SalesManagerin“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

c. transmit
d. unattended
e. document

f. adjust

g. sharp

h. monitor (v.)

i. performance
j. demonstration

. send or pass from one person, place or thing to another
. (@ machine 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

security

communication

.................. real

competitiveness

.................. quick

.................. clear

.................. accurate

detail

.................. free
Vocabulary
therefore, emopévwg documents, éyypaga
transmit, petadidw, peTaBiBalw memorise, aTrouvnuovelw
receive, aipvw/Aapavw (UAvupa) location, TomroBeaia, Teploxn
unattended, xwpig TTapakoAoubnon business, emixeipnon
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facsimile, pnxdvnua avatuTmwong Kal PETA-
d00NG TTAVOUOIOTUTIWY KOl PAdIOTNAEPWTO-
YPA®IWY, TNAEOUOIOTUTTIO

range, ocipd (€idoug)

generation, yevia

it thinks for itself, oképteTal ammd pévo Tou
for instance, yia TTapddeypa

highly featured, pe xapakTnEIOTIKG UWNAAG
TT0I6TNTOG

inexpensive, pe xaunAd KOOTOG, XWPIG va €i-
vai akpIBog

advanced, Tponyuévng TEXvoAoyiag, TTpoxw-
pnuévog

memory, uvAun

enable, Tapéxw/divw Tnv duvartdtnTa

store, amoBnkelw, KPATW GTN MVAMN
automatically, autopata

adjust, puBpidw

speed, TaxXUTNTO

sharp, akpipng, kabapodg, diauyng
transmission, petadoon, petaBifaon

text, keipevo

136

check, eAéyxw

security, ac@dAeia

monitor, TTapakoAouBbw, eTTipeAoUpal
performance, Asitoupyia, arédoon
communication, TmKoIvwvia

edge, AUan, dkpn

competitiveness, avtaywvioTIKOTNTA
contact, erragn

customer, TTEAATNG

branch, utrokardotnua

key supplier, onuavTikdg TTPOUNBEUTAS
accurate, akpIpnig

coupon, KoUTrovi

further, Tapatavw, TepaITépw
corporation, cwpaTeio, eTaIpEia, TUAOYOG
Sales Department, TuAPA TTWARTEWY
call, kaAw, TNAEQWVW

position, 8éan, TTéoTO

brochure, dia@nuioTiké QUAAGSIO
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 aphone for the public which works with the use of a phonecard.
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Paul

Gregory
Paul

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul
Gregory

Paul

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?
Gregory

| 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 I 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?
Gregory

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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What did the telephone operator in the telephone exchange tell Mrs Papas, when
she tried to use a pay phone in a cafe?

Why does she have to hang up soon?

Who is waiting for Gregory at the reception room of the company?

What is a cardphone?

Where can someone buy phonecards from?

How much do we pay for them in our country?

What do you have to remember when you want to make a long distance call?
Where can you find a town’s or country’s code number if you don’t know it?
What do we call “exdirectory” numbers?

How does a mobile phone work?

How is each call made on a mobile phone charged?

Exercises

. Find the words or phrases in the text which mean the following:

waits to speak to sh. 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

. 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

. unlisted

. 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 ............. cooeevenni, order.
She has to hang ............. soon, because she’s running ............. ...coeeeeinns
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 just inserted 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?
b. Please call me tomorrow.
c. Don't forget to buy a phonecard.

d. The higher value phonecards
you buy, the more telephone
calls you can make.

e. Can you make long distance
calls with a phonecard?

f. A portable telephone works by
radio.

NEFE, NDNFE NP DN

N~ N -

Vocabulary

tele-communications, TnAeTTIKOIVWViEG
insurance, ac@daAeia

be on the line, Tepipévw (o€ TNAEP. ypapun)
YIO VO MIAACW PE KATTOI0

get through to sb, ouvdéopar pe kdrroiov
(oTo TNAéPWVO)

phone box, TnAepwvikdg BaAapog

be out of order, dev Aeitoupyw (yia pnxavn-
pa)

pay phone, keppatodékTng (TnA.)

telephone exchange, TNAe@wVIKO KEVTPO
extension (line), EOWTEPIKA YPOUMN TNAEQW-
vou

be engaged, €ipai kateIAnuuévog
cardphone, TNAépwvo TTou AsITOUpYEi PE KApP-
Td, KAPTOTNAEPWVO

hang up, kAgivw (TNA. ypapuR)

run out of sth, pou TeAeiwvel KATI

credit, TrioTwon

relieve, avakou@iw

(telephone) kiosk, TnAe@wvikég 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?

lsn'tit?

pavement, T1e(o0dpOUIO

phonecard, kdpta TNAe@wvou, ThAeKGpPTa
insert, el0ayw, evOETW

slot, oxioun

kiosk, mrepitTrTepo

newsagent, TTPAKTOPOG EPNUEPIdWV
available, diaBéaipog

branch, umokatdoTnua, TapdpTnua

long distance call, utTTepaaTIKO TNHAEPUWVNUO
code (number), KwdIKOG apIBUOS

look up, waxvw (o€ eupeTrpIo, AEEIKO K.ATT.)
telephone directory, TNAe@wVIKOG KaTtdAoyog
Yellow Pages, Xpuo6g Odnydg

list, kaTaxwpw

phone book, TnAepwvikdg KaTdAoyog
exdirectory number, apiBuog TNAE@WVOU pun
KOTOXWPNMEVOG O€ TNAEP. KATAAOYO
portable, opnTdg, KIVNTOG

mobile, kivntdg

cellphone, yneiakd TNAéQwvo

cordless, aocUpuarog



Consolidation exercises
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call

. communicate

urgent

. getin 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

O e e S el S SR T
O WoONOoOUA~WNLE

. 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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M e m : a note of something to be remembered

F e d : consider
Voo | : ship
B S le : amachine which produces exact copies or
reproductions of writing, pictures, etc.
do n : the show/display of a product
| I 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 ..., the files the office boy bought last week? | think they are
better than these ones.
i, driving home in the rain most times, last winter.

Willyou .......coccovvnns 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:

a. Does your manager ................... you smoke in the office?

b. Peoplearenot................... to smoke in public places.

c. Theydont................... making noise in the hospital.

d him go. He isn’t an important customer.

e. Customers shouldn’tbe ................... waiting for long before being served.

f. Don’t worry about the typing of this letter. ................... it to me.

g. Ourschedule ................... half an hour for a break.

h. Although | needed an immediate answer, they ................... a week go by, before

=4

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

6. ask, say, remark, explain, tell: Use each verb, at least once, in the

oo

e

correct form to fill in the blanks in the following sentences:

He ....ooooeiiinin her to fill in an application.
He oo that the meeting had been successful.
He oo her to be polite to her colleagues.

...................... him to wait for me. I'll be back in ten minutes”, he ......................
to his secretary.

Why didyou ...........coeeene that to him? It was supposed to be confidential.
He i, 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 .........ccccvvene. .

. ltwasrude of youto .............eveee upon her manners.
I'mafraid I can't ...........ccccvvnee you the exact time of his arrival.
He oo 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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. lThaven't ... him for a long time.
. - What are you doing there?
S for my stapler.
...................... me, as Soon as you receive my message.
. The manager’s line is busy. Willyou ...................... please?
Thelinewas ...................... while we were talking on the telephone.
. Their offer is a bargain. Let's ...................... them.
. Thetelexis .......cccooeevivnnne . Will'you call the technician?
Iltis difficultto..................e. for the next meeting as most managers will be abroad.
The company had t0 ............cc...n. the expenses after the recent government
measures.
...................... Mr Smith’s address in the customers directory.
We have ............cooeenn 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............ccccocevenene
. You ask the caller, if he/she can Wait. ..........ccocooeiiiiiiiicie
. You ask the secretary to transmit your information to her manager........................
. Leave your name on the anSWerphoNe. .......ccoccoveieiiiere s
. You want to change the date of an appointment. ..........ccocceveveiiiieir s

YOU Call SOMEONE DACK. ...ttt ettt et e e e e et e e e e s e e aeeeees

. Say you are glad you have Met SOMEONE. .........cceverieriereresese e
. Say you haven't quite understood somebody’s surname............cccccceeevvererieresnnnne.

You confirm the date of an appointment............ccccceiieii i
You offer to help SOMEONE. .......cveveiiiice s

. 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.

. If the 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.
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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 @Irange .........cceeeennnnes
1. aninterview, 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 strong call to ...................... .
1.act, 2.action, 3. activity
f. Hecan't...........oooeeeee his boss to increase his salary.
1. persuade, 2. make, 3. allow
g. Aphone-call canturnouttobeavery ............cooeeeee experience.
1. nervous, 2.exhausted, 3. irritating
h. If you are calling somebody in a company and there is a(n) ...................... ,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 ..............c.ee. when talking over the phone.
1. industrious, 2. quick, 3. noisy
[. Youshouldkeepin....................e. with customers, and make sure they are happy

with the service being offered.
1. touch, 2.communication, 3. influence

m. The phone can ...................... valuable time.
1. solve, 2.sell, 3.save
n. Shetold himtoring her ...................... later.

1. over, 2.forwards, 3.back
0. The telex works as a telephoneanda ...................... .
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. Itstime he (find) ................ ajoband (earn) ................ his own living.
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d. When a sales letter (be) ................ two or three pages long, it (consider)

................ (be) ................ onthe rightlines.

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) ....cccooeeenns .

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.

0. “Could you (ask) ................ him (ring) ......cooco.. me urgently, please?” He
said.

p. “I (pass) ........ccco.... 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...........ccccccee... .
If you want to discuss a serious problem with some colleagues, you................... .
YOU Wt & MEMO, if...viviiiiiiiieiste e .
It is possible to avoid serious mistakes while writing sales letters, if ................... .
The two crucial parts of the sales [etter are .........ccoevevercerceiieeieeieee e .
A good sales letter should come straight QUL ..........cccooeiiiiiieicire e .
The letter Should @ISO DE.........cviiiiiec .
When you want to make a phone-call, you lift the receiver, .........c.ccoceereninenn .
If the line is engaged, YOU PUL N .......coeieiiiiiieeee e
If you are calling somebody in a company and there is an operator, it is easy for
PIM OF NET s .
You had better be quick while speaking...........ccccccoeieiiiiiiii .
. When used cleverly, the phone can become a ... .
The phone can be used to achieve broader marketing objectives than................ .
The teleX SENAS MESSAGES ....cveveeeriirierie sttt re e ens .
If you are interested in a company’s products, you should ..............ccccevvverinnnne .

XU T SQ@ e o0 o

T o 5 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 POILEIY .......oivieieeeeiee e e
b. They will interview me next week.

She SAI (TNAL) ....cveeieiieee e
c. | want to discuss a serious matter with you.

The general manager announCed that...........ccociieiiiiiiiene e
d. The telephone will always be a tool of primary importance.

He Mentioned that ..o
e. I'd like to be put through to the Sales Department.

She SAIA (ENAL)....veeeeereeie e
f. Can | speak to Mr Gilford, please?

She asked POILEIY If ..o
g. May | have your extension number?

She asked ME I ..ocuiiiccc 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 mMe that...........cooiiiiii e
j- Choose one of them.

SNE 0N M e
k. Don't be in a hurry.

HE 010 M et raene s
[. - You should know the answer.

She SAId (TNAL) ......ueceeiecice s

14. Rewrite the sentences without changing their meaning, using
the prompts given.

a. Tom sent postcards to his colleagues.

POSEICAITS ...ttt b et b et bbb e re s
b. The secretary has distributed a circular to the staff.

ACITCUIAT ottt b bbb
c. They will send the letters registered.

The letters
d. Typists usually type letters everyday.

=] 1= USSP
e. The marketing fraternity have not exploited the telephone as a selling tool very

much.

THE TIEPNONE ...
f.  They must not see the telephone marketing as an alternative to the direct mail.

The telephone MarketiNg ......cccoovvereiiiee e



. They can use the phone to achieve broader marketing objectives.

THE PRONE ..

. The company need the order urgently.

TE OFUBT ..t bbbttt bbbttt
Many people regard folded arms or crossed legs as defensive and non-communi-
cative positions.

Folded arms OF CrOSSEU 180S ......cviiriiieiiieee e
Most companies have established a short break for their personnel to have lunch.
A SNOIDIEAK .....cciicee e
They use a telex machine as a telephone and a typewriter.

ATElEX MACNINE ...t
The Telephone Company list the customers’ phone numbers in the phone directory.
The customers’ phone NUMDETS.........ciiiiiiieee e

15. Write in the parenthesis the type of conditional of each sen-

o

=5 D

= oaQ

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. (...........ue... )

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)

. (for a few 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
- Listening

expressions for inquiries
- Writing letters of inquiries
- Completing gaps while listening

. Offers - Replies to

enquiries

Dealing with structuring
letters of offers and replies
to enquiries - Listening

Memorising standard phrases
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 | information - Acquiring definitions
export trade vocabulary - Antonyms - Derivatives
- Prepositions
- Correcting mistakes
10. Export financing Asking for and giving Completing sentences with proper
information - Acquiring words - Multiple choice
vocabulary - Expressing - Synonyms - Forming clauses of
purpose purpose
11. Customs; a Explaining terms - Giving | Derivatives - Forming meaningful
complicated information - Defining jobs | phrases - Identifying occupations
government - Acquiring vocabulary with their definitions - Completing
machine - Referring to people, things | sentences with relative pronouns

and facts
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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.,

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
atthe... 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 ................... " computer ................ @inthe centre of ..................00
and would like to know................... @aboutthe ............ccee. ® disks you advertised
in this week’s ................... © of the “Computer News”.

We would like to .....cccooevenes M if the disks are leading ............c..... ®
names, or made by small ................ ®  companies. We would also
................... 0 your ......cccvveeeeee.. M to send us some ... (2
so that we will be able t0 .................. ) if they are of the ..........ccceueee (4
WE v (9, 1f so, we will ........ A, (7 order. We would
also like to know if you ................... (18 any M 20),
Vocabulary

inquiry/enquiry, ¢ATnon (TTAnpo@opIwV)
trading, euTTOPIKOG

sales, TwAnoeig

sales representative, avTITTpOOWTTOG TTWAN-
gEwv

call, emokémToual

quality, Troi6TnTa, €idog

order, TTapayyeAia

enlarge, emmekTeivy

dress-goods, TpoidvTta £€vduong
department, TuApa

consider, JEAETW, OKETTTOMAI

addition, TTpooBrkn

stock, amébepa eUTTOPEUPATWY, OTOK
fit (in), TIp16dw

supply, €podidlw, TPOPOdOTW

cutting, KOppdTi

pattern, deiypa, uTTOdEIYUO

complete, TAfpNGg
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range, oeipd (E10WV)

production, TTapaywyn

be in production, mapdyopual, Bpiokouai
oTnV TTapaAywyn

competitive, avtaywviaTIKOG, CUVAYWVICIUOG
quotation, Tpéxouaa TIuA

place an order, kavw/divw TrapayyeAia
substantial, ouolaoTikdg, onuavTikég
decide, ammo@acifw

introduce, eicdyw

assurance, (em)Bepaiwon

firm, eTaipia

look forward to, Trepigévw avuttépova va
early reply, dapeon (xwpic kaBuoTépnon)
atrdvrnon

remain, TTapapévw

Yours faithfully, Me 1iun, Yuétepog (yia €Ti-
AOYO €TTIGTOAWV)

p.p. (per pro) a.a. (avr’ autou, avTi Tou)



chief buyer, TpoioTauevog TTWARCEWV
standard, otdvtap, TUTTOTTOINUEVOG
appropriate, kKatdAAnAog

opening lines, ypappég TPoAdyou/apxng
ETTIOTOANG

advertisement, dia@nuion

impress, eviuTtTwoialdw

selection, guAAoyn

display, ekB¢Tw (o€ ekBETEIG TTPOIOVTWYV)
stand, TrepiTITEPO (0€ €KOETEIG TTPOIOVTWV),
TTAYKOG

Trade Fair, eytropikr €kBean (TTpoidVTWV)
grateful, euyvwpwv

obliged, uttoxpewpévog, uTTOXPEOG

subject matter, kupiwg Bépa

inform, TTAnpog@opw

sample, deiypa

issue, ékdoaon

state, deixvw, dNAWVW

offer, Tpoopépw

detail, AemrTopépeia

article, €idog, Tpdyua

goods, ayabd, eutropedpara

ship, eopTwvw Kal PETOPEPW (UE YECO pE-

TaPopdg)

receipt, mapaiafn

term, 6pog

instruction, odnyia

price, TIiuN

satisfactory, ikavotroinTikdg

attractive, eAkUOTIKOG

regular, kavovikog

trial order, doKIJaoTIKA TTapayyeAia
payment, TTANpwr, €€6GAnCN

discount, ékmrTwon

purchase, ayopamwAnacia, ayopd

insist on, empévw (o¢)

prompt, Guecog, xwpig KaBuaTépnon
delivery, Tapdadoon

closing sentences, TTPoOTACEIG yIa £TTIAOYO
oblige, uttoxpewvw

appreciate, eKTINW

by return (of post), pe 1o eTéuevo Taxudpo-
JEio, auéowg

immediate, duecog

be under way (kata)@Bdvw, gipal kad’ 0dov
shortly, ocUvtoua
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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.

T
oneg
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%.

Listen to the cassette and fill in the blanks.

Dear Mr Foster,

It was a ....coooevvveeenns M t0 i, @ your letter today, and to
................... @ that you liked our ................... @ of bathroom curtains.

We can .................. ® you the ......ocoeevenen. ® discount you have asked
which can be .................. ™ off net prices for ................... ® over $ 5,000.
However, we would be .................. @10 e, (10 this, once we have
................... (Maconstant ................... 12 association with you.

If there is any ...........ccoeeee (¥ information you may ................... (4 please
................... 19 ys.

We hope we can .................. 8 an .o (0 on the ...oooeevvvvienne, (18)
quoted.

Vocabulary

offer, TTpoc@opd, TTPOCPEPW trading, EYTTOPIKOG

reply, amrédvinon acknowledge, yvwoToTroiw

enquiry/inquiry, ¢ATnon (TTANPOQOPIWV) receipt, TapaAafn
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instant, TpExwv (UAvag, XpOvog K.ATT.)

cover, @AakeANog

samples without value, deiypata Xwpig xpé-
waon

yard, yudpda (0.914 Tou pétpou)

width, TTAdTog

full range, TARpPNG oeIpd

attach, emouvamiw

attached, ouvnuuévog, TTOU ETTICUVATITETAI
price list, TipokardAoyog

quotation, Tpéxouoa Tiur, uTToAoyIou&G/ TTPO-
opopd TIHWV

promise, UTTOOXOUQI

discount, ékTrTwon

provided that, pye Tnv TpoUTdOeTN/TOV GpO
om

payment, e€6¢pAncn, TTAnpwun

settle, TakToTrOIL

Pro-Forma Invoice, poTigoAdyio (TTou divel
Tn duvardtnTa oTov TEAATN va el TTooo Ba
KOOTIOEI IO TTaPaAAfr| EUTTOPEUPATWY, Kal va
TAKTOTTOINCEI TNV €60QANCN Tou Aoyapiagpou
péow TPATTECAG)

request, {ATnoN, aTTaiTNON, {NTW, OTTAITW
exclusive, ammokA€IOTIKOG

sale, TWANON

somewhat unusual, K&TTwg/KAaTI TO acuvnoI-
aTto

be keen to/on, BéAw TTapa TTOAU

turnover, cuvaAhayn

willing, TpéBupog

grant, TTapéxw, Xopnyw, IKAVOTTOIW
concession, TTapaxwpenon

on condition that, pe Tov 6po/TTpolTTéBecn
om

order, TTapayyeAia

it’s well worth, a€icel Tov k6TTO

certain, BéBaiog, aiyoupog

quality, TToidTnTa

excellent, Baupdoiog, CaIPETIKOG, APIOTOG
satisfactory, ikavotroinTikog

look forward to, mepipgévw (Ue aywvia),
TTPOCOOKW

receive, Taipvw Aappdavw

attention, Trpoooxn

Yours faithfully, Me Tiur, Yuérepog (yia eti-
AOYO ETTIOTOAWV)

appropriate, KatdAAnAog

obliged, uttoxpewpévog, uTTOXPEOG

with reference to, ava@opikd pe, 6oov ago-
pda (o€)

subject matter, kUpio Bépa

separate, (€)xwpIoTOG

detail, AemrTopépeia

pattern, (uTTo)delyua

selection, cuAhoyn (e18Wv)

enclose, ecwkAgiw

term, 6pog

quote, kaBopifw/divw TIPA

goods, eutropelpara

estimate, uttoAoyiouég, utrohoyilw

supply, epodiaocuog, TTpounRdeia

export, egaywyn

include, (oup)mepIAapBavw

packing, cuokeuaaoia

carriage, yetagopd

delivery, Tapddoon

net, kKaBapdg (yia BAPOG Kal TIPEG)

freight, vauAog

case, Béua

f.o.b. (free on board), épog TTou onuaivel 6T
ol TIUEG oupTTEPIAOPBAvVOUV TO KOOTOG Kal Ta
£€6000 PETOPOPAG TWV EUTTOPEUNATWY WG TN
@OPTWOTN Toug 0TO AIdvi TTPOEAEUONG

c.i.f. (cost, insurance, freight), 6pog Tou on-
Maivel 611 o1 TIWEG GupTTEPIAAUBAVOUY TO KOGTOG
TOU EUTTOPEUNATOG, TNV AOPAAEI Kal TOV VOUAO
f.a.s. (free alongside ship), épog 10U ON-
Maivel 6T ol Tiyég oupTrEpIAaPPBAavouy Ta £Co-
00 HETAPOPAG EMTTOPEUNATWY PEXPI TO AIAVI
TIPOEAEUONG, XWPIG TN GOPTWON OTO TTAOIO
quantity, ToodtnTa

steady, o1aBepdg

rise, aveBaivw, audvw

fall, TépTw, peivoual

strictly, auotnpd

cash, peTpnTd, €69AnNCN O€ PeTPNTA

c.w.o0. (cash with order), e€6¢@Anan poAig do-
B¢i n TTapayyeAia

c.0.d. (cash on delivery), e€6¢gpAnon katd TNV
TTapadoon

invoice, TIHOAGYIO

monthly, pynviaiog, unviaia

quarterly, Tpiunviaiog, ava Tpiunvo
settlement, e€6@Anon, TaKTOTTOINON

require, amraitw, {nTw

bank/banker’s draft, Tpameikr) diarayr yia
TANPWHN

acceptance, amodoxn

bill of exchange, cuvaAAaypartikni
irrevocable, avékkAnTog, OpPIOTIKOG, QMPETA-
KANTOG
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irrevocable letter of credid, avékkAntn -  trust, moTelw, euTTIoTEUOUAI

OTWTIKA/EYYUNTIKN] ETTIOTOAN be confident, £xw Tnv eTOIBNON
appreciate, eKTIUW article, €idog, TTpaya

efficiently, ammodortikd, Ikava rely on, Baagilopal o€

satisfactorily, ikavoTtoinTikd requirement, atraitnon, ¢ATnon

serve, (€§)uTTnpeTW immediate, dueoog, xwpig kabuoTépnon
service, utrnpeaia remain, TTOPAPEVW

at your service, otn 816601 0ag
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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.,

Dbl

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.

Listen to the cassette and fill in the blanks.

We strongly M you to take into @ our special
G, We are ..oooeeiiiiienn, @ that you will ................... ®)
(o]0 ST © 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 wear or ................... (19),

If you have any further ................... (4 please ......oooeevennne. (5 our sales

................... (8 on 369-493-78, ......
................... (O youmay ........oeeevenea.

............. (7 14 who will give you any

Looking ............oeeuee. @0 to hearing from you soon,

YOUIS ovvvvvieiei, @1,

Vocabulary

special offer, €101k TTpocPopPE

circular, eykUKAIOG

fabric, Upaopua

manufacturer, KATAOKEUAOTAG, BIOPAXAVOG
textile, Upaoua, upavtd

concern, a@opw

entire, oAOkANpPog, 6Aog

blanket, kouBépTa

cease, OTAPATW, TTAUW

manufacture, Tapdyw, KaTookeuadw (Broun-
XQAVIKG TTpoidvTa)

woolen (woollen), p&AAivog

product, Tpoidv

take (the) advantage of, emw@eAolpal, dpdt-
TOMaAI TNG EUKAIPIOG

exceptional, e§aIpeTIKOG

opportunity, eukaipia

position, 6¢on
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offer, Tpoo@épw

renowned, {OKOUOTOG, TTEPIPNUOG
considerably, a§loonueiwta
market price, Tipr ayopdg
lifetime, didpkeia {wng, {wn
provide, TTapaxwpw, TTOPEXW
attractive, eAKUOTIKOG

line, ogipd euTTOPEUPATWY
forthcoming, peAAOVTIKOG

sale, TwAnon

enclose, eowkAgiw

price list, Tipokar@Aoyog
immediate, Gueocog, xwpig kabBuaTépnon
attention, Tpoooxn

order, TTapayyeAia

supply, epodidlw, TTpounBelw
limited, TTepiopiopévog

quantity, TooéTnTa
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brochure, pmpoooUpa, (evnuePwTIKO) QUA-
AGdIo

full range, TAARpPNG oeIpd

goods, eutropelaTa, EPTTOPEUNA

inspect, eAéyxw, €MOEwpPW

warehouse, atmmofrkn

on request, epdoov ¢nTnOei

we would strongly advise you, 6a oag
oupBouAelape/ouvioTouaape 181aiTEPa

avail myself of, eTw@eeAovupal

enclosure, E0WKAEIOTO/CUVNUPEVO (£yyPaPO)
representative, avriipOowITTog

call on (somebody), emmokéTopal (KaTolov)
complete range, TTARpNg o€Ipd, 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.,

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.

Listen to the cassette and fill in the blanks.

M please find our . 2 No. ET1728 for women .. e O

and .... handbags in dn‘ferent . 0, sizes, and

colours. We shaII SDon ofyour pro- forma v O,

We also .........cccc.... 9 your offer of a ................ " price for the Ieather
. ), but we think that the .. . couldnt stand an ..............c....

(9 of thls cevereen (19,

We .. (16) that you will give our order your . () attention and

wouId appreuate .. " within the next three .................. 19,

Awaiting your .................. @ by return, we thank you ................... @,

Vocabulary

order, TTapayyeAia

be in receipt of, £éxw TTapaAdBel
article, €idog, Tpdayua
meet with approval,
EMOOKINALW

be confident, cipal oiyoupog/mreTreiopévog
quality, TroioTnTa

market, ayopd

therefore, emopévwg, wg ek ToUTOU

decide, ammogaagidw

place an order, divw TTapayyeAia
undermentioned, o TTOPAKATW AVAPEPOUE-
Yoly

select, emAéyw

description, Tepiypagn

quantity, ToodTnTa

delivery, Tapd&doon

prompt, GUecog, ypriyopog

goods, eutropedpara

urgently, eTelyoviwg

require, ¢nTw, aATTAITW

despatch/dispatch, amooTéAAw, aTTo0TOAR
delay, kaBuoTépnaon

receive, Aaupavw

QVTIMETWTTICW BETIKA,

confirmation, (em)BeBaiwon

Pro-Forma Invoice, tpotigoAdylo (divel Tn
duvatotnTa aTov TTEAATN va del TTOoo Ba Ko-
oTiogl pia TTapaAafh EPTTOPEUPATWY, Kal va
€Co@Anoel Tov Aoyaplaopuo péow TPATTedag)
arrange, TOKTOTTOIW

settlement, TakToTrOinON Aoyapiaouou, €£6-
@Anon

banker’s transfer, Tpameikéd peTafiBacTi-
KO €yypago, Tpatreik petaBifaon (o€ GAAN
TpaTelQ)

await, avapévw, TrepIpévw (yia/va)

early reply, dueon (xwpig kaBuaTtépnaon) atd-
vTnon

appropriate, katdAAnAog

refer (to), avagépopal o€

quotation, Tpéxouoa TIUM, UTTOAOYIONOG /TTPO-
oQopd TIHWV

samples, delypatoAodyio, deiypara

enclose, ecwkAgiw

in case, o€ TTEPITITWON TTOU

separate, (€)xwpIoTOG

form, @opua, éviutro

instruction, odnyia
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supply, TTpounBelw, epodidlw

book, kAeivw (TrapayyeAia)

material, uNik6

match, Taipidlw

absolutely, améAuta

pattern, d¢eiyua, TTPOTUTTO

available, diabéaipog

for the present, mpog 10 TTOPOV
appreciate, ekTIUW

reduce, pelwvVwW

price, TINA

opinion, yvwpn, amoyn

stand, avTéxw, «ONKWVW»

require, ¢nTw, aTTAITW

immediate, Gueocog, xwpig kabBuaTépnon
shipment, @épTwon Kal HETAPOPE, ATTOOTOAR
delivery, TTapadoon
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regarding, ava@opika Ye

marks and numbers, onueia kal apiBuoi
(TTou avaypdagovTal gg KIBWTIO CUCKEUATIag
avTi OAOKANPNG TNG ETTWVUHIAG HIOG ETAIPIAG)
packing, cuokeuaaoia

shipping route, 8aAdoaoia Tropeia

invoice, TIHOAGYIO

duplicate, dITTAOG

triplicate, TpITTAGG

quadruplicate, TeTpaTTAOG

copy, avTiypago

remit, egRalw (TToodv xpnUAaTwy)

cheque, 10¢K, TPATTECIKN ETTITAYA

bank draft, patmeqixn diatayn yia TAnpwun
attention, Trpoooxn

expect, TepIPéVW, TTPOTOOKW

execution, ekTEAEON, TTpAyPaTOTTOINON



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.,

MLW o7

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.

a.

Appropriate opening lines

We are very glad to receive your order for...

Thank you very much for your order of . dae) 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% 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 ......
............................... 19.......
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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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
............. (12 to get all the ............. ¥ from ............. W 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 ............. (8 and don't ............. (9 to contact us if
thereisany ............. @) information you may ............. @,

Vocabulary

acknowledgement, yvwaoToTroinon
execution, ekTéAean, TTPAYUATOTTOINGN

be obliged, sipal uTtoxpewPEVOG / UTTOXPEOG
order, TTapayyeAia

attention, Trpoooxn

item, €id0g, KOUUATI

stock, eutropelpaTa, aTTOBARKEUUA, OTOK
pack, ouokeudalw

despatch/dispatch, amooTéAAw, aTT00TOAR
immediately, apéowg, xwpig kaBuaTépnon
upon receipt, pe Tnv TTapaAafn, HOAIG TTapa-
AaBoupe

remittance, éupacua

as per, cUJQWVa PE, KATA

enclose, eowkAeiw

pro-forma invoice, TpoTIHoAdyIo (divel Tn du-
vatoTnTa oToV TTEAGTN va &€l TTOOO Ba KOOTIOEI
Mo TTapaAafn EUTTOPEUNATWY Kal va eE0OPAR-
g€l Tov Aoyapiaopod péow TpaTredag)
satisfaction, ikavotroinon

lead, odnyw

last, diapkw

lasting, diapkng

connection, guvepyaaia, olvdean

firm, eTaipia

Sales Manager, AleuBuvTtig NwAnocewv
encl./enclosure, eE0WKAEIOTO (£yypPOQO)
telegram, TnAeypaonua

quality, Troi6TnTO

piece, KOPUATI, TOT (YIO TO UPACHATA)

unit price, TIuA povadag

total price, oAikr Tiun

goods, eutropelpara

receive, Aaupdavw, Traipvw

acknowledge, yvwaoToTrolw, yVwpidw

book an order, kAgivw TTapayyeAia
instruct, (kaB)odnyw, divw odnyieg
confirmation, (em)BeBaiwon

attach, emOoUVATITW, ETTIKOAAW

shipment, @épTwOnN Kol HETAPOPA, ATTOOTOAR
EUTTOPEUPATWV

precise, akpIBAg

hold, kpatw (dev TTPOoWOW)

be confident, ToTelw, £xw TNV TTETOIBNON
sale, TwAnon

excellent, Baupdoiog

repeat, erravaAapBavopevog, eravalapBavw
place an order, divw/kavw TrapayyeAia
attention, Tpoooxn

notify, yvwaoToTToIWw, KOIVOTTOIW
settlement, TakTtotroinon Aoyapiacuou
credit, TrioTwon

in due course, gv eUBETW XPOVW

transfer, petaBiBadw

telegraph, TnAeypagw

branch, umokatdoTnua

sum, TToodv
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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 writing toyou to ............. M aboutthe ............. @ of the lamp-stands which we

............. ® today against our ............. ® No M2773.

on ...ccooeve ® them we found that six pieces did not ............. ®) to the shape we

had ordered.

Furthermore, three ............. ' were damaged and the lamp-stands inside them were
®)

We are sending back the ............. O (19 items and a list with the Marks

and Numbers of the ............. (M articles. As the matter is ............. (2 please send

Your ...oeeenn... (R TCTC T (U () the damage and arrange for the broken

items’ ............. (1% within the next two or three days.

Vocabulary

complaint, rapdrtrovo

reply, amrdvinon, avtaTmokpion

order, TrapayyeAia, TTapayyEAw

receive, (Trapa)AapBdavw, TTaipvw

piece, KOPUATI, TOT (YIo UQACUATA)
obliged, uttdxpeog, UTTOXPEWNEVOG

prompt, duecog, Taxug

execution, ekTéAeON, TTpAyPaTOTIOINGN

on examination, katd Tnv €¢étaon

mark, popkdpw, onuadelw, ypaew onueia/
onuadia

correspond to, avTOTTOKPIVOUQI O, AVTIOTOIXW
original, apxiKog, TTPpwWTOTUTTOG

pale, wxpdg, TaA, EeBwplaouévog
yellowish, KITpivwTTog

shade, améxpwon

unattractive, pun eAKUOTIKOG

realise, avayvwpilw, avTiAapBdavopal
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unavoidable, avatré@euKTog

sale, TwAnon

therefore, emopévwg, wg ek ToUTOU

carriage forward, 6pog TTou onuaivel TTwg To
KOOTOG TNG METAPOPAG TTANPWVETAI aTTO TOV
TTapaAATITN. OTaV TO KOOTOG PETAPOPAG TTAN-
PWVETAI OTTO TOV OTTOOTOAEQ XPNOIUOTTOIOUUE
Tov Opo carriage paid.

credit, TriotTwon

credit note, TOTWTIKO onNUEiWPA

selection, emAoyn

various, TToIKiAog, 3IGpOPOg

delay, kaBuaTépnon

considerably overdue, ekmTp60eouog €dw
Kal TTOAU Kaipo

repeatedly, eravelAnuuéva

point out, uTTodeIkvUwW, TOVidw

deliver, Tapadidw



despatch, amooTéAAw, aTrooToAR
ship, @opTWVwW KAl HETAPEPW

goods, gutropelpaTa

urgently, eTelyoviwg

require, ¢NTwW, ATTAITW

demand, ¢itnon

quality, roiétnTa

request, {NTW

immediately, apéowg, ypriyopa
insist (on), emuévw (yia, o€)
immediate, dueoog, ypriyopog
delivery, TTapadoon

shipment, @dpTwWON Kal PETaPopd
current, TpéExwv

unsatisfactory, pn IkavoTtroinTIKog
damaged, pe {nUIEG, KATEOTPAPMPEVOG
unpack, armoouokeudlw, avoiyw (déua, KIBw-
TIO K.ATT.)

bale, dépa

inferior, kaTwTePOg

content, TTEPIEXOUEVO

advice note, cuPBOUAEUTIKO onuEiwpa
sample, deiypa

invoice, TIHOAGYIO

transit, dlapetakoépion, “TpAv{To”

transport, petapopd

check, eAéyxw

item, KoppdaTi, €idog

regret, Auttdipai

case, KIBwTio, Bnkn

contain, TepIEXw

instead of, avti yia

evidently, Trpo@avwg

make a mistake, kavw AdBog

supply, e9odiddw, Trpoundelw

customer, TTEAATNG

article, €idog

error, o@daAua, AdBog

statement, katdoTaon (yypa@o), Ekkabdpion
(hoyioT.)

pro-forma invoice, TTpoTiyoAdyI0 (divel Tn
duvardtnta oTov TEAGTN va del Moo Ba
KOOTIOEI pia TTapaAafr) EUTTOPEUNATWY Kal va
€Co@Anoel Tov Aoyaplaopo péow TPATTedag)
charge, xpewvw

compare, CUYKpivw

list, avaypd@w Tiur o€ TIJOAOYIO, XPEWVW
look into the matter, peAeTw/egeTdlw TO
Béua

correct, dlopBwvw
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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.,
(7

Wones

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).

Listen to the cassette and fill in the blanks.

Dear Sirs,

Thank you for ............... Mus aboutthe ............... @toour............... @ concerning
YOUP .ovvvviiienns “* No MX123010. If you look back to our previous ............... ® you
will realise that this sort of ............... ® is quite unusual, and we are @
sorry forthe .............. ® 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 (18 and we would be ............... (7 to send them as
............... (8 asyou ask usto ............... ¥ so.

We look ............... (20 (o TR @ from you,

Yours sincerely.

Vocabulary

acknowledge, yvwoToTrolw
receipt, TapaAafn

extremely, uttepBOAIKA, TTépa TTOAU
inconvenience, avaoTdTwaon, oUyxuon
cause, TTPOKAAW

slight difference, eAdxiotn diagopd
unavoidable, avaTréQeuKTOG
select, emAéyw

piece, KOPUATI, TOTT (UPAOUATOG)
completely, evieAwg, ammoAuTa
identical, 6uolog, idlog

receive, (Trapa)AapBdavw

belong to, avikw o€

batch, Taptida

sincere, €INKPIVAG

apology, ouyvwpn, atmoAoyia
inform, TTAnpo@opw

despatch, amooTéAAw, aTrooToAR
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further, emimmAfov, TTepaITépw
charging, xpéwaon

matter, Béua

thus, €101, Y’ autdv TOV TPATTO
settle, TOKTOTTOIL, ATTOKABIOTW
mutual, apoifaiog
satisfaction, ikavotroinon
remain, TTapapEvw, SIATEAW
selection, emiAoyn

reply, ammdvinon

complaint, rapdtovo

delay, kaBuaTépnon

realise, avayvwpiw

it is due to, ogeileTal o€
circumstance, TepITITWON
beyond, mépa amé

control, éAeyxog

regret, Auttdipai



execution, ekTéAeon, TTpaypaToTToinon
completion, eKTTARpwaon, EKTEAECN

order, TTapayyeAia

despatch/dispatch, amooToAr

shipment, o6pTWON Kal PETaPopPd

strike, amepyia

breakdown, ¢nui&

shortage, éAAeiyn

raw material, TTpWTEG UAEG, AKATEPYOOTO UAI-
KO

manufacturer, KATOOKEUAOTAG, BloPRxavog
priority, TTpoTEPQIOTNTA

promise, UTTOOXOWQI

unsatisfactory, pn IkavoTtroiNTIKog
damaged, KaTeoTPAPPEVOG, TTOU EXEI UTTOOTET
gnuid

satisfy, IkavoTroiw

goods, eutropelpaTa, ELTTOPEUUT
complain, Trapatoviéyal

size, péyebog

finish, TeAciwpa, @ivipiopa

quality, TroiétnTa

item, KoppdTi, €idog, TPpAyua

glad, euxapiotnuévog

arrange, TOKTOTTOIW, GPOVTI(W

immediate, duecog, ypriyopog, Taxug
range, o€ipd (E10WV/EPTTOPEUPATWV)
export, e€aywyn

pay a visit, ETOKETTTONAI, KAVW ETTIOKEWN

call, emokémTopal

obliged, utroxpewuévog, UTTOXPEOG

article, mpdypa, €id0g, KOPUATI

keep something on one side, Badw/kpaTw
KGT oTNV dKpn

inspect, eAéyxw, €MOEwWpPW

report, avagopd

Credit Note, MoTwTiké Znueiwpa

pass on, TTpowdw

packer, cuokeuaoTrg

handle, diektrepaiwvw

consignment, rapaAafn

defect, eAdTTWUO

maintain, empévw, 1IoxUpilopal

case, KIBwTio

bale, dépa

container, JeyaAo PETAAAIKO KIBWTIO CUOKEUA-
oiag, KovTéivep

be subjected to, utrékeipal oe

rough, Biaiog, Kakog

treatment, yeTayeipion

handling, diekTrepaiwaon

delivery, Tapdadoon

shipping agent, vauTikog TTpAKTOPAG
collect, Taipvw, padevw

meanwhile, oTo peTagU

result in, éxw oav aoTéAeopa, KAaTaAfyw o€
error, o@daAua, 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.o.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 B/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.

A. 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© 00 NO Ol WwN k-
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10. When do exporters adopt an “open account” term?
11. What does C.W.0O. 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 —

2. Fill in the gaps with the suitable prepositions and/or the definite
or indefinite article.

- T fact, export trade has almost become ........... science ........... find your
way through all ........... official orders and regulations.

b. International trade has different terms according ........... which ........... importer
has ........... pay .......... expenses.

Coovvrrrennnn. course, it is difficult ........... calculate all ........... expenses when ...........
customer is thousands ........... miles away.

d. .......... c.i.f. terms, the prices ........... goods ........... be exported include “cost,
insurance and freight"to ........... port ........... destination.

e. Exportersmayask ........... cash ........... order (c.w.0.)orcash ........... delivery.

foo, some countries, ........... example, the post office does not accept cash

........... delivery parcels.

3. Which adjectives found in the text derive from the following words?

a. differ f. importance
b. confuse g. rely

C. 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

. 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.0. 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 fo.b. quotation means “free on board”. It is suggested when it is difficult to

calculate the delivery expenses.

Vocabulary

export trade, e¢aywyIkd eUTTOPIO
home trade, gyxwplo euTTOpIO
complicated, TrepiTrTAOKOG

confusing, CUyKeXUPEVOG

science, €TMOTAKN

find my way through, Bpiokw akpn pe
official, utTnpeoiakdg

order, diaTayn

regulation, kavoviouég

exporter, eaywyéag

allow, emTpéTTw

import, elcaywyn

impose, empBaAw

restriction, TrepiopIouog

in the form of, pe TN yopen (Tou)
quotas (quotations), TPEXOUTEG TIUEG
close-knit, oTevd ouvdedepEvog
economic, OIKOVOUIKOG

E.U. (European Union), EupwTtraikn ‘Evwon/
Koivétnta

currency, TpEXouad TINF OUVAAAQYUOTOG

obtain, e¢ao@alidw

payment, eg6@Anon, TTAnpwpn

require, aTTaITW
invoice, TIHOASYIO

certified, Oewpnpévog, emKuUpwPévog

consulate, Trpogeveio
demand, amaitw
certificate, moTomoiNTIKO
origin, TpoéAeuon
goods, ayabd, Tpoidvta
international, di1eBvAg
term, 6pog

expenses, £€0da
overseas, 010 EWTEPIKO
affect, emdpw, eTnpedlw
packing, cuokeuaaoia
transport, peragopd
loading, @o6pTwon
calculate, utoAoyidw
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f.o.b. (free on board), épog TTou onuaivel OTI
Ol TTPOCQPEPOUEVEG TINEG CUMTTEPIAAUBAvVOUV
TO KOOTOG KalI T ££000 TWV EUTTOPEUNATWYV WG
TN @OPTWOT) TOUG OTO AIHdvI TIPOEAEUONG
charge, xpéwan, Xpewvw

destination, Trpoopiopdg

delivery, TTapadoon

freight, vauAog

insurance, ao@dAcia

c.i.f. (cost, insurance and freight), 6pog TTou
onuaiver Tl oI TTPOOYEPOUEVEG TINEG CUNTTEPI-
AapBdvouv 1o KOOTOG TOU EUTTOPEUPATOG, TNV
aoc@dAeia kal Tov vauAo)

B/L (Bill of Lading), ¢opTwTIKN
acknowledge, yvwoToTToIW

receipt, TapaAafn

ship, @opTWVW Kal HETAPEPW

document, £yypago

in return of, oe avramédoon

undertake, avaAapavw
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consignee, TTOPOAATITNG

distribute, diapoipadw

deal with, diarpayuartevopal, £xw oxéon e,
EXW VO KAVW HE

account, Aoyapioopuog

credit, TrioTwon

reliable, agiémoTog

sound, coBapdg, PePEYYUOG

quarterly, avd Tpiynvo

statement, katdoTaon (€yypago)

remit, eppalw

banker’s draft, Tpamedikn diatayr yia TTAn-
pwpA

c.w.o. (cash with order), e€6@Anon poAig do-
B¢i n TapayyeAia

c.0.d. (cash on delivery), e€6¢Anon katd TNV
TTapadoon

parcel, d¢éua

surrender, TTapadidw

against payment, TTi TAnpwn



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 I 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

O~ wWN P

retailing?
. What are

O © 00N

. 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”?

How can someone get information for the distribution of a product abroad, and its

the trade missions?

. 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?

B.Exercises

1. Find the words or expressions in the text meaning the following:

a. purchasing

=4

c. abroad

difficult to understand
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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.

XEg<EgrCw-oTDOS3ITATTSQ 0

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

S3I- AT TSQ@Too0oTw
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0. agreement
p. entrance

3. Fill in the blanks with nouns (found in the text).

Verb Noun
a.inform
b.decide ...
c.transact ...
d.visit
eact L
f. promote ...
g.distribute ...
h.produce ...
i. consume ..
J- restrict L
k.quote .
l. export
m.report .
n.govern .
o.associate ...
p.agree ..
g.compensate ...
rpay
s.arbitrate ...
t. dispute

4. Fill in the gaps with the right preposition.

a. Domestic trade is not ......... complicated ......... export trade.

b. Alarge number ......... bureaucratic formalities are needed.

c. He has visited an official to ask ......... some pieces ......... information.

d. Whatcanldo ......... you?

e. How can | find ......... which countries are willing ......... buy the kind .........
product | want to promote?

f. 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.

193



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, GUNEYW, OUYKEVTPLVW
complicated, TepitAokog

as opposed to, avTiBeTa pe, o€ aviBeon pe
domestic trade, eyxwplio euTTépIO
transaction, auvaAhayn, ouvdioAayn
bureaucratic, ypageiokpatikdg

formalities, diaTuTToEIg

make a hit with, éxw evtuTrwaoiakn emTuyia
official, uTGAANAOG, ekTEAEOTIKG OTEAEXOG
ministry, utroupysio

commerce, euTépio

expand, eTekTEiVW

come to the point, “ymaivw” oto Bépa
promotion, TpowBnon (TrPoidvTwv)
distribution, diavoun, katavopn

promote, TpowBw (TTPoidvTa)

statement, katdoTaon, Aiota
documentation, Tekunpiwaon, éyypaea
consumption, katavaAwaon

exchange reserves, ouvahhaypatikd amoBéuata
restriction, TepIOPIOUOG

quotas, TPEXOUTEG TIPEG

customs tariff, TeAwveiaki/dacpoloyikr Katdragn
tariff, daopoAodyio

licence, dd¢ia (£yypago)

exchange, guvaAiaypa

permit, ddegia (TToU Xopnyeital atmo TIG apxEG)
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distribution, diavoun

retailing, Aavikij TTWANGn

trade mission, euTTOPIKN AVTITTPOCWTTEIR
Chamber of Commerce, Texvikd EmpeAntipio
association, gUvdeoUog, £vwaon

competitive, aviaywvioTikog

field, Topéag

quote, KaBopidw/didw TIPA

free on board (f.0.b.), dpog Tou onpaivel 6Tl oI
TTPOOPEPOUEVEG TINEG OuPTTEPIAQUBAVOUY TO KO-
070G Kal Ta £€00a TWV EUTTOPEUNATWY WG TN POpP-
TWOT) TOUG aTO Aipdivi TTIPOEAEUDNG

at a glance, pe pia pamd

freight, vauhog

wholesale, xovdpikr TTWANGN

incentive, kivnTpo (0IKOVOy.)

comment, oxo\io

productivity, atrodoTIkOTNTA, TTAPAYWYIKOTNTA
directory, eupetpio, kardAoyog

directorate, dic0Buvan, dioiknan

contract, ouupéAaio

guarantee, gyyunon

compensation, amolnuiwon

defect, eAdTTWHA

imperfection, atéAeia

refer a dispute to arbitration, Tapaméumw Wi
diagpopad 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.

I 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?

Its 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

©oNOoO G WNRE
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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. What can the future period for payment be, when sellers and their customers

11.

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?

12. What is the characteristic of the method of payment through a term draft?

B. Exercises

1. course, line, range, turn, queue, order: Use each word once to
complete the blanks in the following sentences:

a. Will you please write the staff's names in alphabetical ........................... ?

b. The company’s staff is going to attend a ........................... on the latest

~® Qa0

technology innovations.

A note should be of three or four .............cccceeveiiniis

Whose ....ooovvvvveiiiii, is it to make a speech?

Therewas along .........ccceeevievnnnne. 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 .............c....... course.

1. trainer, 2. training, 3. trainee

The L/c is one of the most important ...................... :

1. documentations, 2. documentaries, 3. documents

The .o, 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 whichisin ..................... 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
- W export
b. ... trainer
o conclusion
d. describe | .
e. identify | ...
oo buyer
(o PR payment
h. agree | ...
i cooperate | e
Jo importer
k. certify |
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secure

l.

m. demand | @ ...

n. ship |

0. ceveeieees presentation
p. collect |

g. state |

Fo settlement
S. e possession
t. accept |

Vocabulary

financing, xpnuarodotnon (eTTIXEIPATEWG)
training, Kat@pTION, eKTTAIOEUON

finance, xpnuatodoTw

trainer, eKTTaIOEUTAG

draw a conclusion, Byddw cuptrépacua
document, £yypago

letter of credit, (L/c. L/C), miotwon, moTw-
TIKA ETTIOTOAR

letter of identification, emioToAr TTOU €TIRE-
Baiwvel TNV TOUTOTNTA KAI TNV UTTOYPOQH Ka-
TOXOU TTIOTWTIKNG KAPTAG

obtain, Taipvw, £€ac@aAilw

credit, TrioTwon

goods, TpoidvTa

stated, cup@wVNPEVOG, KOBOPITPEVOG

take responsibility, avaAappdavw guBivn
trader, éutropog

handle, xeipiCopai

Commercial L/C, evéyyuog (EUTTOPIKA) TTi-
oTwon

confirmed L/C, BeBaiwpévn TTioTwon
irrevocable L/C, avékkAnTog/apeTaKANTOG TTi-
aTwon

open L/c, miotwon dveu 1dIKWY 6pwv
revocable L/c, avakAnTtr TTioTwon

revolving L/c, emoTpo@ikh/avaveoupévn au-
TOPATWG TTIOTWON

straight L/c, BeBaiwpévn Kai avEKKANTOG TTI-
OTWTIKA ETTIOTOAN

traveller’s L/c, TagIBIWTIKA TTIOTWTIKN ETTIOTOAR
unconfirmed L/c, evéyyuog mioTwon pn Pe-
Baiwpévn amréd Tn pecohaBouca Tpdrreda
widespread, eupéwg/TTAaTid diadedopévog
cancel, akupwvw

agreement, cupgwvia, ocuupaocn

correspondent bank, avtatokpitpia TpaTTeda
payment, €€6@ANCN, EKTTANPWON XPNUATIKAG
UTTOXPEWONG

in connection with, og oxéon pe

owe, opeiAw

cooperation, cuvepyaaia

importer, elcaywyéag

contract, cupyoAaio

explicit, cagng

bill of lading (b/l), opTwTIKA

air-way bill, aepo@opTwTiKA

revoke, avoKaAw

cash in advance, TTpoTTAnpwWvwW

open account, avoixTog Aoyaplaouog
reliability, agiomoTia

solvent, pepéyyuog, agidxpeog

sight draft, TpankTikr Owewg

sight bill, TpaBnkTikr dwewg

ship, PopTWVW TTPOG PETAPOPA

time draft (time bill), TpaBnkTikr TTpoBeopiag
stated, oup@wvnuévog, (kab)opiouévog
draw a draft/bill, ekdidw emiTayr A TPABNKTIKA
term sight/term bill/term draft, TpankTikA
TTpoBeopiag

settlement, diokavovioudg, TAKTOTTOINGN, €§0-
@Anon

take possession of (sth), yivopai kdroxog
accept, ammodéxopal, UTToypdepw wg aTTodE-
KTNG O€ TPORNKTIKA/ETTITOYA

draft, TpaBnKTIKA

put off, avaBaAw

beforehand, ek Twv TpoTEpwyv

adopt, uI0BETW, AKOAOUBW

discharge, amodéopeuon, amaAiayr
supplier, TTpounBeUTAG
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Customs; a complicated government machine

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.

A. 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?

I
o
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B. Exercises

1. Fill in the blanks.

2.

Verb Noun
.............. government
import |
.............. collection
alow | L
.............. clearance
.............. protection
.............. competition
.............. restoration
pay | e
limit |
strengthen | ...
entangle | ...
legislate | ...

Find who the person is.

exporter

e.g. He exports commodities. .77

+® Q0 oW

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. Heisthe 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, ekdidw

customs tariff, TeAwvelaki/dagpoAoyikn
KOATATOEN, BATPOAGYIO

official, emmionuog

rate, Tiyr, avaAoyia

customs duty, TEAwvEIaKOS SOTUOG
tax, @opog

commodity, EuTTOpEUNQ, TTPOIOV, €i00G
frontier, cUvopo

formalities, diatutTrwoeig

Customs officer, (0) TeEAwvelakdg
clear, ekteAwvidw

(customs) clearance, ekTeEAWVIOPOG

enter, eyypdow, KaTaxwpidw

record, kaTaypdew, KpATW TTPAKTIKG/ UNTPWO
consignment, atrooToAA (EUTTOPEUPATWYV)
(customs) entry, (TEAWVEIAKN) KaTaxwpPNon
bill of entry, kardotacn dilacdpnong (eloa-
YWYAG EUTTOPEUPATWYV)

customs declaration, dNAwWTIKO (EUTTOPEUNA-
TwV), TEAwvelaky dAwaon/diacdenon

list, kaTaypdw/eyypdew o€ KOTAOTAON
raise money, eICTTIPATTW/CUAAEYW XprAPaTa
target, oTOX0G, OKOTTOG

restoration, ammédoaon, «eTmRoAN»

reduce, PJEIWVW
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balance of payment, 100{Uyio TTAnpWUWYV
quota, avahoyia/rocooTiaia diavoun (adeiwv
eloaywyng f egaywyng)

import quotas, TTO00OTWOEIG/OPOPES €10
Ywyng

place, B¢tw, emBAAW

limit, 6pio

strengthen, evioxiw, (£v)duvapwvw
bargain, Tadopevw, diaTTpaypaTeUoual
excise duty, @épog katavaAwaong (yia oivo-
TIVEUPATWON TTOTA Kal TOIyapa)

fuel oil, uypd kauoipa

(customs) debenture, mToTOTTOINTIKG £TTAVE-
Eaywyng, dlacdenan eTavesaywyng
negotiable, diamrpaypatedoipgog

instrument, éyypago, 6pyavo
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document, TeEKPAPIO, TITAOG, £yypPaPO
right, dikaiwpa

claim back, agiwvw, emkaloupal
drawback, emoTpoer (katd Tnv e§aywyn) da-
oMWV El0aywyng

sue, dIWKw (TToIVIKA), EVAYW

state authorities, KpaTIKEG APXES
entanglement, utrAégipo, ptrépdepa
Customs broker, ekTeAwVIOTAG
clearing agent, eKTeEAWVIOTAG
commission, TTpouRBdeia (XpnUaTIKH)
overcome, ETTEPVW, AVTATTESEPYOUAI
legistation, vouoBeaoia

union, évwaon

charge, xpewvw



Consolidation exercises

1.
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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 ... to meeting you soon.

Is the manager ................. you to call?

She ..o, 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 .........cco.e.. 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 oo, 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 ..oooeeiine. of this product is too high to be in the production line.
. The . 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.

Hemakesa ................ of money.

A customers complain about the defective products.
A, companies have modern equipment.

Hegaveme ................. of information.

Hegavemea .........c.o.... 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 ...ooovvviine, 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 ..o 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 .......coeeveenne 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 manageris ................. 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 offerofa ................ 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.

our.....oovveveeee 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 L f.good
b. substantial ~ ................ g. satisfactory ...
c.kind L h. exclusive ...
d.grateful . i. considerable  .................
e.prompt j-immediate ...
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l.

. full

possible

m.urgent

n. precise
0. original
p. more

7. Match the following so as to form twenty-five pairs of synonyms.

K XSES<cHtVWSmOTOSI - FT—TSTQ"0a0oTE

. fitin

range

. quotation

. Substantial

. grateful

discount

. purchase

. prompt

turnover

subject matter

. renowned
limited

.inspected

. execute

. despatch

notify

. damaged

sum

. unavoidable

inconvenience

. charge

. calculate

. consignee
. surrender

. commodities

(ARG
NP OWOOWNOOUAWRNLPRE
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. reduction in price

. examined

. defective

. match

. series of products

. estimate

. current price

. receiver

. deliver

. instant; immediate

. carry out

. inevitable

. send

. significant; important
. main topic

. transaction

. obliged

. products

. acknowledge; let know
. debit

. buy

. restricted

. discomfort

. amount of money

. famous; well-known

8. Match the following so as to form twenty-five pairs of antonyms.

a
b

C.

d
e
f.
g
h
[

. willing

. grant

satisfactory

.include

. rise
reduced

. unattractive

. complicated

i. exporter

©O~NDUAWN R

. attractive

. domestic trade

. exclude

. reluctant

. refuse to give

. vague; complicated

send

. defective
. leave out
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j- reliable 10. take

k. export trade 11. fall; decrease
I. 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

I. 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 1 = (0 (= S SR
ATMANAGET IS vttt ettt bttt ettt e bt s ettt st e re e
A CUSIOMS OFfICEI IS ....oiiiviiieie e
JA O ) (0] 0 S o1 (0] (=] IR
F N =1 =]

®o0 o
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f.

g.
h.

ATTAINEE 1S, b e ettt b et e
A COITESPONUENT IS ..ttt sttt ettt bbb sne e
ATEPIESENTATIVE IS...c.viitiiiiiiieiieiieie ettt bbbttt bbb b

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

=3

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 s00n 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
(O] 1 ST 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
ciererrerennnns - 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. The letter of ................. is very important. IDENTIFY

g. Hasthe .....ccooocis i the goods? EXPORTER, FORWARD
r. The agreed period for payment is usually ................. (o] (R . MONTH,
QUARTER

13. Correct the words spelled incorrectly.

tarrif
comodities
exise
dibenture
legislassion
irevocable
promice
corespondent
settlment
possetion
supplyer
transaxion

. bureacratic
fraight
prodactivity
garantee

SQ@ "0 a0 o
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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 ST@ e o0 o
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15. Put the verbs in brackets in their correct form.

oo

—S@ oo

Oon...ooovvvvvee, (check) we found that some of the goods were badly damaged.
Onthe .......cccoees (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 ..o (not hear) from you since we received your last order.
We hope that the matter ................. (settle) in the near future.
We expect that you ................. (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.

. On examination we ................. (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

. The blankets are torn and defective.

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 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

. Computers in

Banking

Describing processes
and utilities - Acquiring
vocabulary

- Reporting facts

- Hypothesizing

Matching synonyms and
antonyms - Completing
sentences with prepositions
- Direct — Indirect speech

- 1st, 2nd 3 Conditional

. 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

. 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

. The high tech

Describing qualities

Matching synonyms

pitch and features - Acquiring - Finding words in a grid
vocabulary - Describing - Making questions
the utility of items - Active — Passive Voice
6. The terminal Giving information and Odd-man-out - Correcting
salesman facts mistakes - Identifying parts of
- Expressing opinions speech
- Acquiring vocabulary - Comparatives - Putting verbs
- Revising Tenses in their proper tense
7. Reengineering Giving information and Matching - Correcting errors

facts

- Expressing opinions

- Acquiring vocabulary

- Emphasizing processes

- 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?

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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A.Questions

1. What is Tom trying to do?

2. In Laura’s opinion, is there anything special about computers?

3. In what way, do you think, can the computer be an “aggressive” machine?

4. What does Tom mean when he says that “computers are only at the beginning of
their career”?

© 0N O Ol

. 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?
10. What is Tom’s personal attitude towards computers?

B.Exercises

1. Find the words in the text which have the same meaning as the
following:

S3TARTTS@Too0T

~o7vo
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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



2. Complete the following table:

VERB NOUN ADJECTIVE
persuade | e |
exaggerate | s |
guide | |
invade | |
mean | |
compare | s |
retaliate | ]
.............. threat
dominate | ]
negotiate | |
.............. 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 LAUIA ...t
. A computer without you and me will be a completely useless device.

Laura explained 10 TOM ......ccoiiiiiieieee e
. If you don’t make the machine work, you will be fired.

He Warned NiM ...
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. Don't be rude and aggressive if you want to get on well with your colleagues.
HEr DOSS WarNEA NI ......ccuiiiiiiece e
. You are a cruel blackmailer.

She CallE NIM ... s
Have you arranged the programmes and made all the travel reservations?

He wanted t0 KNOW if | ..ot
. Computers have caused unemployment, as they have deprived many clerks of
their jobs.

LAUIE NAS SAI ...ecvvieeiiiiicciec et
. There is no reason for quarrelling since | can't make you change your mind.

TOM LO1A LAUFA ...ttt

. 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..coeeenenn. ?
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, .........oeeevn. ?

. Computers have deprived many clerks ——— their jobs, ................cc.coee.. ?
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, oo ?
Vocabulary
get on (well) with, Ta Taw KaAd pe successor, d1ad0x0G
persuade, Teibw capacity, kavéTnTta
outlive, emlw skill, de€16TNTA, IKOVOTNTA
biological, BioAoyikog innumerable, avapibunTog, auéTpnTog
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exaggerate, utrepRAAAW

monitor, TTapakoAouBw (Aeiroupyia pnxavi-
paTog o€ 086vn)

guide, eAéyxw, kaBodnyw

element, oToIxeio

data, oToixeia, dedopéva, TTAnPoPopieg
device, ouokeur, gnxavnua

utterly, amméAuta

invade, eI0BaAw, TTapaBiadw

privacy, ekouaia atropdévwon / povagia
aggressive, €MOETIKOG

take sth over, avahaupBdavw (d1ielBuvan, dioi-
Knon)

scare, TPONAadw

tremendous, @oRepds, KATATTANKTIKOG
speed, TaxutnTa

accuracy, okpiBeia, opboTnTa

be compared to, cuykpivopal pe

brain, puaAod, eyké@aiog

complicated, TrepiTrAOKOG

consist of, amotehoUpar/atrapTifopal amd
cell, kutTOPO

simple-minded, a1TA0iIKGG, ATTOVHAPEUTOG
naive, aQeAnG, EUKOAOTTIOTOG

programmer, TTpOYPAUHATIOTAG

retaliate, ekdikoUpal

threat, atreiAn

dominate (over), kuplapxw (o€)

freedom, eAeuBepia

bargain, ayopaoTikfj eukaipia, CuP@WVia
ayopatrwAnaiag

make a bargain, malopetw, diatrpayuatevopal
cruel, okAnpog, adioTaKTog

blackmailer, ekBiaoTrg

negotiate, diatrpayuateloual

brainless, duualog

artificial, TexvnTog

memory, uvAun

manageable, eUxpnoTog, EUKOAOG OTN XPNON
mechanism, pnxaviouég

knowledgeable, yvwoTtng, TAnpog@opnuévog,
EVIMEPOG

perform, emTeEAW, EKTEAW

tedious, TTANKTIKOG, aviapog, BapeTodg
boring, aviapdg, Bapetdg

task, épyo, epyaaia, kabrikov

bill, Aoyapiaoudég

arrange, Kavovidw, SIEUBETW

reservation, kpdrnon (o€ &evodoxeio, €oTIa-
TOPIO, K.ATT.)

design, oxediadw

industrial, Biopnxavikog

machinery, ynxavruata

supervision, €TTOTITEIQ, EAEYX0G
furthermore, TpooéTi, emi TTAEov

frank, €INKpIVAG

hate, yiow, amexBavoual

gadget, unxavikf emvonan, JapagET!
cause, TTPOKaAwW, TTPOLEVW
unemployment, avepyia

deprive sb of sth, otepw kAT a6 KATTOIOV
redundant, TrepITTdg, TTAEOVALWY

gather, ouykevTpwvw, CUAEYW

gossip, KOUTOOUTTOAEUW

humiliating, TommeIvwTIKOG, £EEUTENIOTIKOG
suppression, KataoToAR

dignity, aglompéteia

electronic, NAekTPOVIKOG

invincible, anTTNTOG, OKATAVIKNTOG

throne, Bpo6vog

evolution, e¢€AIEN

planet, TTAavATng

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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Tell me 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! I 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?

I'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 Christing.........ccccevevereiienennsnannas
I'm one of the computer operators in the Bank.
Christine said that .........ccccooereiriiieicee
What is an account?

Tom wanted to KNOW .........ccceevevvieiiciiecieenn,
Can | withdraw money like that?

Tony asked Christing if.........cccceveverieniciiniinnnnns

. I'm sure you'll have a computer before long.

Christine told Tony that...........cccoeeeviieieieennn,
Have you got an account in the Bank?
Christine asked Tony if........ccooeveveiiiiciinn

. Give the antonyms of the words below.

a. interesting g. funny
b. difficult h. before
c. efficient i. without
d. deposit j. buy

€. outside K. clever
f. subtract [. hard
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4. Fill in the missing prepositions.

a. Banks use the computers .............. many kinds .............. work.

b. An accountis money kept .............. a bank.

c. To withdraw is to take money .............. «oovveenneen. 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, Tpatreikég epyaaieg

operator, XeIpIOTAG

game, TTaIxVidl

sound, (e1mi Aeyopévwy) divw TNV evTUTIWON,
poladw, @aivopal

funny, aoTeiog

efficient, amoteAeopaTikdg, aTOdOTIKOG
monitor, eAéyxw i TTapakoAoubw (Aeimoupyia
pNxavAiuarog o 006évn)

account, Aoyaploopog

keep, uAdoow

deposit, kataBéTw XPAPATA, KATABEON XPN-
MaTWV (Yo @UAagN A erévduaon)

withdrawal, avédAnyn (xpnudatwv)

record, apxeio, KaTaxwpnon, KNTPWOo, AKEAOG
customer, TeEAATNG

punch, diatputrw

code number, KwdIKOG apIBuog
take care, povTi{w

envelope, @dakeAog

insert, el0ayw, evOETW
withdraw, ammooUpw (XpriuaTa), Kdvw avaAnwn
(XPnHaTwv)

thanks to, xapn og, éveka

bill, Aoyapiaouog
communicate, ETMIKOIVWVW
cash, peTpntd, peucTo XpPrRua
cheque (check), emrayn
store, kardoTnua

immediately, apéowg
subtract, amooUpw, agaipw
add, TTpooBéTw

imagine, gavtaloual
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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

I N
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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?

.Exercises

. Put the verbs in the brackets in their correct form and add the

prepositions needed.

Many companies fail .............. 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 €. 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
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4. Complete the table below.

VERB NOUN
sense | e
.............. information
fail |
conduct | e
.............. equipment
adopt | e
.............. Competitor
communicate | ceeeeeeeeeeen
.............. user
increase | e
.............. facility
permit |

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 ... (line 2)
answer: Marketing specialists

a. ...... they are unsure of ... (line 5)
b....... what equipment they need and how to use it. (line 7)
C. ......to give themselves an edge. (line 12)
d. The first is: (line 15)
€. ...... it can communicate with an existing mainframe. (line 20)
f....... they get a PC, only to find that ... (line 22)
g. ...... itis not compatible with the company’s main computer. (line 23)
Vocabulary
scope, eukalpia go through, TTepvWw, avTIPETWTTI(W
micro/microcomputer, JIKPOUTTOAOYIOTAG crisis, (plur. crises), kpion
give oneself an edge, 1a Byadw mépa, Bpi- indecision, avammo@acioTIKATNTA, dIoTAYHSOG
OKw AUon/dkpn sense, £Xw TNV aiobnan (611), vopidw
marketing, TEXVIK EUTTOPIAG, HAPKETIVYK reshape, avaoxnuoTidw
specialist, o €18IKOg, 0 €1drpovag conduct, diegdyw, dieubuvw
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unsure, af3¢paiog

equipment, e€OTTAICHOG

company, eTaipia

adopt, ul0BeTW

considerable, agloonueiwTtog, GNUAVTIKOG
competitor, avtaywvioTAg

critical question, kpioipo epwTnua

stage, 014010, don

fairly (+adj.), apketa

straightforward, oagng, kaBapdg, pavepdg
mainframe, pey&dAa UTTOAOYIOTIKG CUCTAUATO
configuration, diapépewon

communicate, ETIKOIVWVW

first-time user, Tpwrtdpng oTn xpron, TTou
XPNOIYOTIOIEN YIQ TTPWTN QOP&

overlook, TTapaBAéTTw

PC (Personal Computer), atopikdg

UTTOAOYIOTAG

pocket computer, uTTOAOYIOTAG TOETTNG
compatible, cuppardg

equally, e€ioou

increase, augavw, -oual

set up, opyavwvw, OTOIXEIOBETW

facility, eukoAia, dveon

be networked, armoteAw dikTuo, GUVOEONaI
consistency, ouvtovioudg, GUOXETIOPOG, OU-
VETTEIQ

hardware, uttoAoyIoTAG (0av oUvoAo pnxavn-
MéTWY / UANIKOU OUGTAUOTOG UTTOAOYIOTH)
essential, ouoiwdng

permit, 8ivw TNV duvatdTnTa, EMTPETTW
networking, dikTuo eTTeéepyaaniag

sharing, karavour, goipaoua

corporate, EVOWHPOTWHEVOG
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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.
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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?

oD

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.

b. The right hardware can be chosen after hard thinking.

BTG o0 =T ST PS
c. Certain kinds of software will be required to perform specialised sales and

marketing jobs.

TNE CUSTOMETS ...ttt bbbttt bbb
d. Careful consideration should be given to the memory capacity of the computer.

e. The aspect should be discussed in detail with the dealer.
BTG 010 OSSPSR

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

(@}

3. Choose the right preposition to fill in the blanks.

a. The systemis based .............. the new technology.
1.in, 2. on, 3. at, 4. with

b. Please, explain everything .............. detall.
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 memaory capillarity of the micro should be carefully thought out.

Most computers have a facsimile for additional stores in the form of high disks.

A hard disc can be either residential in the computer or prepared.

O

o

o

=5 D

5. Solve the puzzle and find the hidden word formed vertically in the
shadowed squares.

o~ w0 NP

[E

. 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, eTaipeia

mainframe, pey&dAa UTTOAOYIOTIKG CUCTAUATO
configuration, diapdpewaon

deal with, diatrpayparevopal, acxoAoupal P
propose, TrpoTeivw

advisable, evdedelypévog, opBog

list, kGvw kaTdAoyo

key tasks, onuavTikég epyaaieg, kKUpia kabr-
KOVTQ

expect, TepIPEVW, TTPOTOOKW

perform, ekTEAW, EKTTANPWVW, DIEKTTEPAIWVW
hardware, UAIKO, GUVOAO PNXavNUATWY UTTO-
AoyioTn

choose, emAgyw, dIAAEYW

establish, otnpidw (dmown K.ATT.), IATTIOTW-
v

software, AoyIouIKO

require, aTraITwW

specialised, e€gIdIkeUpEVOg

sales, TwAnoeIg

marketing jobs, euTTopIKEG Epyaaieg
operate, xelpifopai/xpnoigoTTolw (Mnxavnua)
micro (microcomputer), JIKPOUTIOAOYIOTHAG
certain amount of training, €TaPKAG eKTTaI-
deuaon/egdoknon/katdpTion

keyboard, TTANKTpOASGYIO

skill, IkavéTnTa, €mdegIOTNTA

application, epappoyn

fall into, kaTavéuopal, aQopw, EUTTITITW
area, Treploxn, mmedio

planning, oxedIaopog, TTPOYPAUHUATIONOG
product line, ogipd opoiwv €UTTOPEUNATWV/
TTPOIOVTWV

analysis (plur. analyses), avdAuon
financial, oikovopikog

forecasting, TTpoBAeyn

fairly, apketa

operation, Aeitoupyia

once, a1Td Tn OTIYNA TTOU

it is mastered, €xel katavonBei TéAcia, gival
OPYOVWHEVO TEAEID

director, dieuBuvtng

merely, atrAwg, uévo

decide, ammo@agidw, eTAEYW

data, oTtoixeia, dedopéva, TTANPoPopieg
input, €icod0g (TTAnpoYopILV)

reporting, avagopd

junior, vedTepog

department, TuAua

final, TeAIKOG

be based on, Bagifopal o€

detailed, AeTrTopEPng

response, ammokpIon, aTTavinon

personnel, (T0) TTPOOWTTIKO (ETaIPEIQg, KATA-
OTAMATOG, K.ATT.)

capacity, xwpnTiKOTNTA, IKAVOTATA

memory, uvAun

consideration, peAéTn, e¢€taon

facility, euxépeia, duvatoTnTa, aveon
additional, eTriTpé0BeTOG

storage, ammoBrikeuon

form, popoen, TUTTOG

hard disk, okAnpdg diokog

resident (disk), eowTePIKOG/EVOWUOATWHEVOG
diokog/eTTeEEpyaaThG

separate, xwpioTog

construct, kataokeudlw, @TIGxVw, Olapop-
PUVW

say, ag Tmoupe

spreadsheet, AoyiaTIKO QUAAO

handle, xeipiCopai

aspect, amoyn, Béua

dealer, éumopog, viiAep

supply, TPO®odOTW, £QOdIALW, TTPONNBELW
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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.

gk ow

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

NoookwdE

N 20T

® o0 oW

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?

.Exercises

. 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
c. 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.

NEW tECHNOIOGIES ... ..ttt ettt

b. Companies record customer history through their computers.

CUSEOMEE NISTONY ..ttt st st e ene e

c. They will use an electronic mail between businesses.

YN = (=T (0T g 1Tl 4=

d. Laser printing has made letter writing more quick.

LELEEN WITHING ..ttt ettt sb e

e. The development of technology has affected the techniques of direct marketing.

The techniques of direct marketing
f.  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?

AIM|U/A|L|L|A|S|E|R|X
C|A|PIR|I|IN|T|I|[N|G|S
U/RIOIE|P|B|E|S|T|V]|A
S|K|{N|L|I|S|T|S|D|I|T
TIE|L|E|T|E|X|T|J|DJ|E
O|T/D|O|C|A|B|L|E|E]|L
M|T|]T|K|{HIN|JA|L|S|O|L
EINIRIM|A|IT|L|H|O|D|I

R|IGIE|U|S|E|D|O|R|I|T
TIE|C|IH|N|I|Q|U|E|S|E
PISIT|IPIA|P|E|R|W|C|Z

Vocabulary

high, upnAdg

tech (technology), TexvoAoyia

pitch, ekTivagn

high tech pitch, emredypata upnAng
TEXVOAOyiag
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technological, TexvoAoyikog
development, avaTTuén, e¢EAIEN
dramatic, evTUTTWOIAKOG, GUVTOPAKTIKOG
effect, emidpaon, ouvéteia

technique, TeXvIkn



direct, dueocog

marketing, TEXVIKI EUTTOPIAG, HAPKETIVYK
direct marketing, dueon dia@ruion TTPOIG-
VTOG

laser printing, ekTUTTWON pe (OKTiVEG) AéICEp
videodisc, diokog video

videodisc, BIvTeodIoKETa

stage, 0164010, Qdon

campaign, EKoTpaTeia, KAPTTavIa

current, TpExwv, 10X0WV, (ETTIKPATWYV
achievement, emiteuypa

company, eTaipeia

keep, kpatw, dIATNPW

list, katdAoyog

file, pakeAAOG TAgIvOuNONG eyYPAPWY, VTOOIE
computer, NAeKTPOVIKOG UTTOAOYIOTAG
record, KaTaypaQw, Kataxwpidw
customer, TeEAATNG

history, (10) 10TOpIKO

television receiver, TNA€OTITIKOG &€KTNG,
OUOKEUN TNAEGpaong

promise, UTTOOXEON

cable, kaAwdiakr ouvdean, KaAWDIO
satellite, dopu@opikr} cuvdeon

electronic, NAekTPOVIKOG

teletext, TnAekeipevo

dream, 6veipo

reality, TTpayuaTikéTnTa

thanks to, xapn og, éveka

include, mepiAauBdavw, ouptTepIAaPBAvVW
personal, TTpoCWTTIKOG

P.S. (postcript), uoTepdypago

reverse, oTrioBia Oyn/TTAeupd

power, duvaun, 100G, duvaToTnTa
locate, gvtoTTifw, £EaKPIBWVW

prospect, TpooTTIKA/mMOaveTnTa £6EAIENG
TWV TTPAYUATWY

draw upon, TTaipvw/aTrooTTw (TTANPOPOPIEG)
aTro

relevant, oxeTikog

take for granted, Traipvw/Bewpw wg dedoPEVO
exciting, ouvapTTooTIKOG

handling, xeipiopog, xprion

choice, gmiAoyn

widen, dieupUvopal, euplvw, diEuplvw

in spite of, Tapd, TTapd 10 yeyovog Ot
advance, €E€NIEn, TTp60d0G

value, agia
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The terminal salesman

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.
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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?

3. How has the situation improved now?

4. What is the major aim of all new technological applications?

5. How are changes loaded into the pocket computer?

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. Putitin a circle.

at, in, on, near

function, reduce, company, performance
comes, was, sells, has

function, computer, flower, technology
productivity, mainly, fortunately, rapidly

®Poo0oTe

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 | 0 sereeeeeeeen | diiiiiiiieen
high | e
frequent ............................
rapid ............................

Vocabulary

terminal salesman, TmwAnTAg Tou oTnpifel  force, dUvaun, SUVANIKO
TNV OTTOTEAECPATIKOTNTA TNG EPYACIAG TOU OTIG  SUrvey, £PEuVa, EPEUVW
TTANPOPOPIES TTOU TTAPEXEI TO «TEPUATIKO» TOU  undertake, avaauBavw

NAEKTPOVIKOU UTTOAOYIOTA TNG ETTIXEIPNONG concern, evOIOQEPOV

provide, TTapéxw, Xopnyw utilisation, xprion

up-to-date, povtépvog, ouyxpovog, eviuepog  function, Asiroupyia

increase, augdvw report, avagopd, TTopIoua
productivity, TTapaywyikoTnTa observe, TTapatnpw, SIATTIOTWVW
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mainly, kupiwg

reduce, EAATTWVW, PEILWVW

clerical, uTTaAANAIKOG

effort, TpooméOeia

company, eTaipeia

ignore, ayvow

improve, BeATiVw

performance, ekTéAEon, EKTTAPWON, ETTITEUYUO
numerous, TToAudpIBOog

extensive, eKTETAPEVOG, EVTATIKOG

aim, oKoTToG, OTOX0G

application, epapuoyn, xpron
administrative, d10IKNTIKOG, SIAXEIPIOTIKOG
accurate, akpifng

key factor, Bagikdg TTapdyovTag
introduction, eicaywyn, kaBiépwaon, XprRon
equipment, ouokeur, EEOTTAICUOG

facility, eukoAia, e€utrnpétnon

enable, KaBIOTW IKAVO, TTOPEXW TNV duvaTd-
Ta o€

concentrate, cuykevIpwvoual

selling activity, dpaoTnpIoTNTa TTWARCEWV
quotation, Tpéxouaa Tiur ayabwv
estimate, Aoyapiddw, utrohoyidw, EKTIUW
pocket computer, KOUTTIOUTEP TOETTNG
programme, TTpOYPOMHOTIW

prompt, TTAPAKIVW, TTPOTPETTW

prospect, TTPOOTITIKA

highlight, emAéyw, Tovidw, divw éueacn o€
financing, oikovopikd B€pata

tax implications, @opoAoyikd BEpaTa/eTTITTTWw-
O€IG/ OUVETTEIEG

rapidly, paydaia

environment, TepiBaAAov

attraction, TTAcovékTnua, B¢AynTpo
updating, EkGUYXPOVICUOG

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.

© 00 NO 0TS WwN -

[
N PO

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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k. going up 11. knowing well

[. 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”.

BT a0 g T=T= T o ST
Businessmen and traders are being attacked by competition.

COMPELITION ...ttt sttt e b bbb e ne e
Customers can order products from every distant corner of the earth.

PIOTUCES ...ttt bbbt

. Shops and factories will close down unless “reengineering” is applied.

Shops and factories will close down unless businessmen...........cccccocveverereneneenn
The two economists have ensured a great increase of the income of the
businesses.

A GIEALINCIBASE ....vevvevecieite ettt e ettt et et e besteese e st e e e e e sbestenteeraeneans
Aright company should be run by only few managers and directors.

ONIY FBW 1.ttt et b e reene e

. Each group of employees are to perform or carry out any one of the tasks which

comprise the target of the company.

ANy 0N Of the tASKS ....ecveiiciccce 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 ..o
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4.
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Based on the text, say whether the following statements are True
or False.

“Reengineering” is an old financial “logic”.

It has been devised by two famous American economists.

These economists claim that the ways in which most commercial industries
function are old-fashioned and must change.

Today, every new customer has his personal needs and demands special treatment.
Commerce and industry are not controlled by any imponderable factors.

The two economists have increased the income of some companies up to 20%.
They believe that the famous “division of labour” has proved to be useful.

The business which works with “boxes”, according to the two economists, is the
most profitable one.

Only few managers and directors should run a company.

The two economists don’t believe that unemployment will increase, when
“reengineering” is put into practice.

. Choose the odd-man-out.

replanning, redesigning, redrawing, revealing
declare, imply, denote, apply

business, competitor, create, product

for, over, and, from

control, come, cost, significant

run, trained, will disappear, constituted

0 Q0o

. What are the advantages and disadvantages of “reengineering”?

Express your personal opinion in a paragraph of about 80 words.

Vocabulary
reengineering, avadiopydvwon economy, oIKovopia
replanning, emavaoyedioopog local, ToTmIKGG, eyXwpIog

redesigning, emavaoxediaoudg, avacuoTa-  role, poAog

on customer, TTEAATNG

rejoining, ouvévwon, emavévwon take for granted, Taipvw wg dedopévo
financial, oikovopikég market, ayopd

logic, Aoyikr), OKETTTIKG, TPOTTOG OKEWNG universal, TTaykdéouiog

devise, eMVOW, EQEUPIOKW, AVOKAAUTITW consumer, KOTavoAwTrg

economist, 0IkovopoAGyog trader, éuTTOpPOG

claim, 1oxupicopal, ToTElW attack, emTiBepail

commercial, EuTTopIKOG competition, cuvaywviopog, avTaywviopog
industry, Blounxavia furthermore, TpooéTi, emITTA OV
function, Aeitoupyw, epyadopai be aware of, gipal yvwoTtng/evriuepog
law, vépog, apxn, kavovag come out, epgavidopal, Byaivw
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order, TTapayy£éAw

distant, pakpivog
circumstances, TTepPIOTATEIG
powerful, 1Io0xupdg, duvaTog
competitor, avTaywvioTAg
individual, {exwploTdG, ATOUIKOG
need, avaykn, ammaitnon
demand, amaitw

treatment, peTaxeipIOn, AVTIYETWTTION
address to, atreubuvopual o€
commerce, euTTépIO

field, Topéag, edio

enormous, TepAcTIog
insecurity, avao@aAeia
imponderable, aoTdBunTog
factor, mapayovtag

close down, kAgivw, TTalw va AEIToupyw

apply, epappodw

ensure, e£a0@aAidw

increase, augnon

income, €1068nuaA, OIKOVOUIKG (0UG.)
golden, xpuodg (e1m6.)

rule, kavovag

concern, apopw (o¢)

division, diaipeon, KOTOUEPIOPOG
labour, epyacia

specialized, e&e1dikeupévog

section, Topyéag

department, TpAua

trained, eKTTAIOEUPEVOG, KATAPTIOPEVOG
personnel, To TTPOCWTTIKS

end in, kataAfyw o€

creation, dnuioupyia

mechanism, pnxaviopég

forming, oxnuatiopog

bureaucrat, ypageiokpdmng

control, eAéyxw

arbitrate, diaitnTelw

production, TTapaywyn

remain, TTapapévwW

significant, aioonpeiwTog, onuavTikdg
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cost, k6oTog

keep (+ing), ouveyilw, e¢akoAoubBw

go up, auédvw

gradually, otadiakd

disappear, e¢agavilopai

run, S10Ikw, diaxelpicopat, dieubuvw
least, eAdxioTOog

director, d1eubuvTrig

constitute, amapTifw, aTrOTEAW
employee, epyadduevog

perform, emTeAw

carry out, eKTEAW, QEPW E€IG TTEPAG
task, épyo, epyaacia

comprise, aTmoTEAW, aTTOPTIW, TTEPIAANPBAVW
target, oTOX0G, OKOTTOG

organisation, opyavwaon

thanks to, xdpn o¢

science, eTOTAN

supervisor, €mTnENTAG, ETIRAETTWY
redudant, TAeovadwy, TTEPITTOG, UTTEPAPIBUOG
determine, kaBopilw, opidw

skill, ikavéTnTa

efficiency, ammodotikoTnTO

staff, TpoowTTikd (eTaIpiag K.ATT.)
relationship, oxéon

by chance, katd 10xn

arise, TTPOKUTITW

cause, TTPOKAaAW, TTPOEEVW
unemployment, avepyia

accept, déxopal, aTTodEXOMAl, TTAPAdEXOMAI
view, dmmoyn

span, dIdpKeIa, dIGoTNUA

refuse, apvoupal

policy, TaKTIKH, TTONITIKN

intensify, evreivw

crisis, kpion

in the end, TeAika

flourish, avbw, akpadw, avaTrTuocoopal
abolition, katdpynon

occupation, araoxoAnon



Consolidation exercises

S@ o a0oTw

Tos3— AT

. 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.
. A personal computer can communicate with an existing ................ of a company.
. Consistency in ................ is essential to permit future networking.
. Complete the words:
01 R r : ascreen on which information is shown
(o (R . information (given)
N o e : tryto come to an agreement
- I : notfound in the nature; made by man
(o [ t : small machine or tool for a particular practical use
(o IR t : put money in a bank
W ot w : take money out of a bank account
Corvrerreee et . written order to a bank to pay a certain sum of money
from one’s account to another person
o e : that can exist and/or work together with another
€ i | : of greatimportance
S it . chance; opportunity
o n : be in action; work
M e : the largest and most powerful type of computers
[ e g : business replanning and redesigning
| SUTTURURURRORS d : skilled
L 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 3T XT T oQ "0 o000
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10.
11.
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

a general 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. falil 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 oKQ "o OO0 oo
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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

d. accounts
e. operations
f. performing

. Who is the person who deals with the following?

g.training e
h.deals @ e,
i supplies e
j.business e
k.printing e
I. clerical work — «eeeeieiiinnn,

8. Write the adverbs that derive from the following:

a. funny

b. efficient
¢. wonderful
d.immediate
e. clever

f. sure
g.new

h. critical

i. present

J- main

K. personal
increasing
m.essential

n

o. skilful
p. mere

q

=~ n =

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

a. “You ought (make) «««-«eevvevenees a withdrawal”, his father said to him.

b. The computers in banks are able (communicate) -+« - eeeee with computers in
other places.

C. He (Work) «++ o vveernnns on his computer very hard lately.

d. He (not manage) -+« «eeevvveeee (find) voveeeveeiennn ajob yet.

@

—h
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. The person who is to (operate)
a certain amount of (train) ««-«-«eeeeveeee .

This is a problem that should (diSCUSS) ++-++«++eeereene in detail with the manager of
the sales department.

------------------ the microcomputer should (have)



g. Technological developments (have)

techniques of direct marketing up to now.
h. There (be)

great progress.

it is useful and used.

In spite of all the advances, no technology (be)

10. Complete the following table:

Verb noun
a. persuade | e
b. threaten |  rereiiiiiinn
C.  rrrerrernerrinn domination
d. guide | e
.................. evo|ution
L reeseeaeiasiena Storage
g. share |
h. perform |
i L erearearsereaiaes response
. orequire | e
K. reereeeeeeeiies addition
. achieve | i
M. crrrrrrrramnnnnn intensity
n. divide | e
O, crerrereeeiie significance

plete the phrases.

BIOLOGY
USE
ACCURACY
MANAGE
NATURE
CRITIC
PERSON
CARE

ADD

—SQ@ e o0oTe

a dramatic effect on the

no electronic mail between businesses some years ago.
i. If the company had not bought computers, they (not make)

such a

.................. of any value, unless

11. Give the suitable word formed from the word in capitals to com-

SUCCessors
device

aim
mechanism
evolution
question
microcomputer
consideration
storage
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12.

13.

250

REQUIRE
DETAIL
MARKET

. TECHNOLOGY
CLERK
ADMINISTRATE
FINANCE
UNIVERSE
POWER
FAME

» QDT OS3 T AT

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
m. proper

g. able

h. important

i. logical
j. direct

n. expensive
0. useful
p. affected

k. personal

14. Find the hidden words or abbreviations in the following grid.

n{iS|S|x(>w|S|lojd|lu|c|le|<|z|0o|w
S|ujxlojlglnjgjlwlo|lg|<|Z2|o|<|O| X
O|F|lW|<|—|<|O|D|Z|—|Z|>|0|—|0|W
Fl—|Fla|z|lolu|ln|o|la|<|—|F|lw|x|z
n|o|l4|>wWw|Zz|Fn|—|Z|0D—-|x|>|=
Dlo|lT|<||o|w|—|+H|l|<|Z|0|w|Ww|x
O|l0|Z|+H|x|<|O|+H|lO|X|n|W|+|S|Ww|N
I | H|lx|<|Z|n|l—|H|<|O|H|O]|O|x|O|Wn
O|Djw|ln|<|ldjlwuln|n|lojun|Zz|lwu|l—|—|0
Flw|Sojlg|l<|w|—|Z|+H|—-|<|w|lw|x|o
<|l|loju|u|wljlw(<|n|d|x|w|>|a|lo
O WOl |wn|lala|lx|2|o|<|al—|2|0
nioln|jle|<o|<|-|OD|0|F|[<|n|X
Wwieldjo|l<|L|ju|xjw|—|Oo|T|—|lO|O|O
A|o|o|D2|=Z|W|Z|F|<|F|—]|0|Z|L|{O0O|m
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UNIT 5

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
atrip

- Expressing opinions
- Acquiring vocabulary

- Identifying words with their antonyms
- Derivatives - If/Unless for instructions

. Make your

holidays a real

Narrating facts - Acquiring
vocabulary

Gap filling with prepositions
- 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

. TV ads have to

give the viewer
a break

Expressing opinions

- Expressing result - Acquiring
vocabulary - Dealing with gerund
and infinitive constructions

Multiple choice - Completing
sentences based on a text

- Completing gaps with prepositions

- 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
vocabulary - Listening

- Matching synonyms - Active —
Passive Voice - Answering questions

. Addiction and

who's to blame

Expressing points of view

- Describing facts and trends
- Acquiring vocabulary

- Emphasising the doer

Gap filling with prepositions

- Identifying words with their definitions
- Antonyms - Solving a puzzle

- 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
- Comparing and contrasting
ideas - Acquiring vocabulary

- Forming derivatives - Joining
sentences with the conjunctions:
while, but, as, since, although,
because - Identifying words with their
definitions - Completing sentences
with comparatives

12.

Can get no
satisfaction

Connecting and sequencing
ideas - Hypothesizing - Acquiring
vocabulary - Listening

Finding antonyms - Forming
derivatives -Gap filling with
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

Beauty is all around you on nature’s
favourite island. A stretch of your legs or
even your hand brings sights and scents
within easy reach. Wherever you go there’s
something to turn your head. So peaceful,
with so much to offer - no wonder the
butterflies are happy to relax in sunshine.

Butterfly Holidays
129 Eras St., Piraeus 13854
Tel. 4111112-9

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?

NookwbdhE
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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 “ltis” 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.

N

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, euon offer, Tpoo@épw

a stretch of your legs, éva téviwpa/Briua  no wonder, dev €ival va aTTopEi Kaveig
sight, eikdéva, Béa butterfly, meTahouda

scent, pupwdid, dpwua relax, xaAapwvw

within easy reach, Tépa oAU kovTd sunshine, Alakada

peaceful, eipnvikog, APEPOG
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Pieces of advice on organising a trip

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. |s 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

®Poo0oTe
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f. carefully with regard to detall

g. think about; examine

h. which may be freely chosen

i. ashort 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.

Q. e has become an easy task nowadays. (TRAVEL)

b. The first thing, a traveller has to do is to collect brochures from -+« veveen. travel-
agencies. (DIFFER)

c. Then, he has to make the necessary hotel - «--+---eene. well in advance. (BOOK).

d. Ifyou have only a shorttime - --«eeovenee yadirect «oooeeeeeiinnn should be the best
solution. (AVAIL, FLY)

e. Another thing you should take into -« eeeoeeennn is the hotel - vveeviiinns .
(CONSIDER, ACCOMMODATE)

f. You shouldn’t miss any «««««ecoveeee. . (PERFORM)

h. It's also worth - eeeovevnenne local dances. (WATCH)

i. Try to get everything done by the date of your -« vvveeee . (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. Ifyou 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, utréBeon

brochure, dia@nuioTiKO PUAAGdIO

travel agency, TrpakTopeio TagIdiwy
booking, kpatnon (eioimnpiwyv, evodoxeiwv
K.ATT.)

in advance, ek Twv TTPOTEPWV

available, diabéaipog, eAelBepog

coach, TTouApav

direct flight, am’ euBeiag mon (xwpig evdid-
peooug aTabuoug)

solution, Auon

thoroughly, AeTrTopepwg, €EOVUXIOTIKG
consider, €€eTalw, AapuBavw utTdwn
accommodation, Tapoyr oTéyng/dwuatiou
o€ evodoxeio

facility, dvean, eukoAia

full board, TTAfpNg diaTpoen

half board, nuidiaTpo®n
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take into account, AauBavw utTéWn, OKEPTO-
pai

optional, TTpoaIpeTIKOG

excursion, ekdpoun

reasonable, Aoyikdg

guided tour, Tepijynon pe ouvodd
site, XWpPog, TTEPIOXA, OIKOTTEDO

art gallery, Tmvako8nkn

lush, TAoUOI0G, OpPYIOOTIKOG
greenness, BAGoTnON

performance, Bsatpikr) TTapdoTacn
taste, dokipdalw, yeuopai

delicious, vooTIpOG, E0YEUOTOG

list, katdAoyog, AioTa

passport, diaBaripio

expire, Ayw

visa, Bia, adeia e100d0uU O€ EEvn XWpPa
departure, avaxwpnon

light, eAagppig

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

NogakrwhE

w

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?

.Exercises

. 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 facilities along ««---ee plenty «ooeeeennn peace will make your
holidays a memorable experience.
| have looked «««------. different programmes but | haven’t found any tour ------ ...
INterest «««««vve me
LOOK «vvvvvvvnes the matter, before making a decision!

. 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 - cooveeen tour, the agency provides a guide to show the tourists round.
Afree bus to the airportis a «-----«-- - offered only by this hotel.
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c. Before deciding on where to spend your holidays ask for some

different travel agencies.

d. It's advisable to look very carefully into the «----------. of a brochure before making

a reservation.

e. The «ooiveenn. 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

DO O 0O T

Vocabulary

pleasure, aréAauon, euxapioTnon

make plans, kGvw oxédia, TrpoypapuaTicw
vacation, SI0KOTTEG

combination, ocuvduaouég

reliable, agiémoTog

escorted, opyavwpévog, e utrelBuvo odnyo/
gevayo

tour, epifynon, Tagidl

leisure-time, xpovog avepeAidg, eAelBepog
XPOvog

facility, dveon, eukoAia

along with, padi pe

relaxation, xaAdpwaon, &ekoupaon
memorable, agéxaoTog, aflouvnuoveuTog
experience, euTreIpia

. making arrangements for carrying out some future activities

. (something done for) rest and amusement

doubt, ap@iBoAia

wealth, TAoUTn

wealth of memories, TTAOUOIEG aVOUVAOTEIG
spend (time), TTepvw (ToV Kaipd pou)

travel agency, TagIdIWTIKO ypageio / TTpaKTO-
peio

brochure, prpocolpa, evnuEPWTIKO QUAAGDIO
look through, &e@uAAidw, waxvw (o€ BiBAio
K.ATT.)

be of interest to sb, mapoucidlw evdiapépov
ylO KGTT0I0V

look into, €geTddw

instruction, odnyia

reservation, kpdtnon 6£ong

participation regulations, épol 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
asindicatedin each price list. Further
details are provided on request.

Reduction for children

50% reduction for children tickets
aged upto 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?

.Exercises

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 thal.......cooii e

. We do not accept any liability in any way with respect to rate standards.

They declared that ...
If you need help, please call us.
THEY QAVISEA US ....eeeeiiecie et nne
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d. Do you think the regulations are strict?
Peter asked NiS WIfE ..o s
e. It won't be difficult for us to make some bookings in advance.
He SAI that ..o

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 |
........... respect
Choose ...........
ViSit ...........
Vocabulary

airline, agpoTropIkr| TaIpia
condition, épog

be valid, iox0w
otherwise, d10QOPETIKA
indicate, dnAwvw, deixvw
rate, TIur, KOOTOAGYNON

quote, TTPooPEPW/0Pifw (TPEXOUTEG) TINEG

per, avd, KaTd
tax, @opog

service charge, xpéwaon yia TTapoxr UTrnpe-

o) [19)%
include, ocuptrepiAauBavw
price list, TipokatéAoyog

further details, TTEpIO0OTEPEG AETITOPEPEIEG

provide, Tapéxw

on request, yetd ammd {ATNon, apou ¢nTnOei
reduction, ékTrTwon

grant, TTapéxw, xopnyw

currency, Tpéxouad TIUr VOUIoOPaTOG
currency reference, (cuvaAAayuartikf) oxéon
VOUIONATWY

exchange, ouvaAAayua

exchange rate, cuvoA\QyUaTIKN 100TIYIA, TIUA
OUVAAAGYUOTOG

feature, TTapouoiddw, Tovidw

brochure, @uAAddIO, PTTpocoUpa

resort, B¢peTpo, TOUPIOTIKO KEVIPO, TOTTOG
avayuxng
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cancellation, akUpwaon

refund, emaoTpo@r| xpnudaTwyv

arrangement, oup@wvia, pubuion, dieubéTn-
on

cancel, akupwvw

prior to, Tpiv amé

rental period, xpovikn Tepiod0g YITBWPATOg
be subject to, urékeipal o€

cancellation fees, TpdaoTIyO yia akUpwon (€1-
oITnNPIwY K.A.1T.)

local, Totmikog

regulations, kavoviouoi, 6pol

unused services, UTINPeaieg TTOU Ogv EXOUV
EKTENEOTEI/TTPOOPEPOET

refundable, €mOTPETTTEOG, TTOU ETTIOTPEPETAI
(yia xpripara)

issue, ekdidw

issuing office, ypageio diektrepaiwong
liability, eubuvn

intermediate, peodlwv/evoIduecog
passenger, €mRATNG
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owner, IBIOKTATNG

contractor, epyoAnTITNG, NEOTAWYV
transportation company, PETAPOPIKH E£Tal-
peia

be responsible for, gipal uTTetBuvog yia
loss, amwAeia

injury, TPQUPATIONOG

irregularity, avwpaAia

arise, TTPOKUTITW

beyond our control, répa a1 Tov AeyX0 pag
accept, atmodéxoual

with respect to, avagopikd e

en/on route, Kartd Tnv TTopeia, Kab’ 0dov
strict, auoTnpdg

mention, ava@épw, ONUEILVW

more or less, TTavw-KAaTWw, TTEPITTOU

in my opinion, KaTd TN yVWWn Jou
accommodation, diapovr, TTapoxn oTéyng,
KatadAupa

in advance, &K Twv TTPOTEPWV

rely on, Bacifoual 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?

ouarwNE

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.
CONSUMEIS...eeiiiiieiie e
b. Adverts don't influence me.
[AM NOL ...
c. We cannot discover immutable laws.
Immutable [aWs ...,
d. If we do the right things, we will succeed.
If the right thingS........coovviiiiiee,
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3. The boldfaced parts of the following sentences are the answers;
make up the questions.
a. No, itisn’t possible to persuade a person about the power of the mass media.
b. Advertising doesn’t always work.
c. Advertising is like medicine.
d. If we do the right things, we will achieve the expected results.
4. ldentify which of the following words from the text are nouns,
which are adjectives and which are verbs.
a. outsider i. discover
b. effects j. immutable
€. manipulate k. law
d. underestimate I. right
e. waste m. skill
f. erroneous n. likelihood
g. views 0. deals
h. physics
5. Form the adverbs deriving from the following adjectives:
a.possible L
b.simpe
c.invariable L
d.gross e
e.foolish L
f. particular
g. predictable L
h.right
Vocabulary

ad(advertisement), diagruion

black and white, dedopévo, (kdaTi) TToU dev
eMOEXETAI METARBOAN

get across the truth, “mepvwy”/ peradidow TV
aAnBeia/To yAvupa

outsider, &évog, o atr’ £Ew, TPITOg
power, duvaun, 10X0g
advertising, diagnuion (n T€Xvn)
invariably, ouvexwg, oTabepd
grossly, xovopoeIdwg, KaTaPwWPa
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overstimate, UTTEPEKTIUW

effect, ouvéreia, emidpaon
ruthless, adioTakTog

hidden, kpuppévog

persuader, TTOU PTTOPEI va TTEIBEI
manipulate, xeipidopai

consumer, KaTavoAwTrg

puppet, JapIOVETA, KOUKAQ
foolishly, avonta

underestimate, uTTOTIUW
influence, ernpeddw

waste of money, xdoipyo XpnuaTwy
erroneous, E0QAAPEVOG

view, dmoyn

particularly, idiaitepa

hint, utTraivicoopai, uTrovow

it is all but, dev eival TiToT GAAO TTAPA, OXE-
ooV

omnipotent, TTavTodUvapog

work, €éxw atmmoTéAeoua

matter, ¢nTnua

continuum (plur.-ua), ouvexng oeipd, cUVoxH,
«KUKAOG»
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medicine, 10TpIKA (ETTIOTAKN)
physics, @uaikr (emoTAun)
discover, avakaAUTITwW

immutable, apetdBAnTOg, OTOBEPOG
predictable, TTpoBAéwIpOG, avapevOuEVOG
law, vépog

based on, Baciopévog o€
intelligence, g§utrvada, vonuoouvn
experience, euTTEIpia

skill, emdei6TNTA, IKAVOTNTA
likelihood, mBavéTnTa

achieve, eTuxaivw, KaToPBWVW
more or less, katd 1o JadAAov 1 ATTOV,
Aiyo-TToAU

aim at, oToxeUw o€, aTTORAETTW O€
certainty, BeBaidTnTa

unlike, ox1 6TTwg, avtiBeTa (aTé/pE)
deal with, £éxw va KGvw pe
unpredictable, amrpdéBAeTTog
animate humans, éuyuya évta
inanimate, ayuxog



TV ads have to give the viewer a break

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?

ogakrwbdrE

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. A boring 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

g. 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.

. Ifa commercial DOreS YOU, YOU CAN ....cecverierierierieseeeeeenie et see e nneas

. Commercials whichare .................... can actually destroy the whole commercial
break.

. If the commercials are bad, the television companies can restrict ..............ccceceven.

. Advertisers are wrong if they ..............cccoooeeie regardless of the nature of the
content.

. [f TV ads are interesting, they pProvide ...........ccocvviieeiniene e

. 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 | i | 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), diagnuion

give a break, mapéxw/divw éva didAsiupa
viewer, Beatig

significance, omroudaiétnTa, onuacia
lie(lay-lain), Bpiokopuail

media (sing. medium), péoa (evnuépwaong)

............ , selling the advertised product.

divert my attention, oTpé@w aAAoU Tnv TTpo-
ooxn Jou

activity, dpaoTnpioTnTa

loo, TouaAéTa (XWPOG), ATTOXWPNTAPIO
engage in, acxoAoupal Ye

channel hopping, aAayr] kavaAioU (TnAed-

view, BAETTW, TTapakoAouBw paong)
commercial, eytopikn dlaeAuion (o€ TNAed-  walking the box, aAAayr kavaAioU (ThAedpa-
paon R padidpwvo) ong)

switch my attention, oTpépw Tnv TTPOCOXA
pou

irritate, ekveupidw

bore, TTpokaAw TTAREN

bear, avtéxw
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repetitive, yepATog €TTAVOAAYEIG, ETTAVAAAM-
Bavoépevog

meaningless, xwpig Tepiexdevo/vONUa
stand out, @aivopal, UTTEPEXW, aVADEIKVUOUQI
kill, kaTaoTPEPW, OKOTWVW



company, eTaipeia

apart from, kTG amo

schedule, poypappartidw

restrict, eplopidw

particular, opIOUEVOG, GUYKEKPIPEVOG
responsibility, eubuvn

fairly and squarely, ca@wg kai katnyopnua-
TIKWG

advertiser, dlopnuUIOTAG

agency, ypageio, TTPAKTOPEIO

recognise, avayvwpilw, avtiAapBdavopal
assume, Bewpw/uTToBETW TTWG gival dedopé-
Vo

power, duvaun

provide a right, divw/mapéyw 10 dikaiwpa
regardless of, doxeta amod

creative, dnNUIOUPYIKOG

content, TTepieXOUEVO

advertising, diagruion (n Té€xvn)

reward, avrapoifr, IkavoTroinon

277



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?

Howd PR

B.Exercises
1. Find the words in the text which mean the following:

a. Aplan of how to spend money
b. put (money) in

C. propose

d. of primary importance

e. a particular kind of goods
f. isbased on

g. a person who uses goods
h. persuading

i. calculate

j. money gained in business

2. Put the adjectives in brackets in their proper form.
a. One of (hard) ..........cceveee jobs for a marketing director is to agree with his
colleagues about several matters.

b. Ittookmea(long) ........ovvveee time to make the new advertisements.
c. ladvised her to spend (little) .................... money than what she used to.
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®oo0oT

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 ........uevvveeenn. (depend)on ..........ccceee. (study) hard.
Youcan ............cooe.ee. (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 | e
invest | L
suggest |
.................. consumer
.................. decision
move | e,
.................. 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, TpoUTToAoyIouOG
AuttnBeic Ta €6oda TTpokelyévou va diapnui-  marketing director, dieuBuvTAG HAPKETIVYK
O€IG Ta TTPOIOGVTA 00U agree, CUNQWVW
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colleague, ouvadeApog

invest in, emevdlw o€

properly, 0p8d, cwaoTd

interpretation, ekdoxr|, epunveia

suggest, TpoTeivw

be plucked from the air, gipyal doxertog, €ipai
OUPOAVOKATERATOG

vital, wTikdg, {WTIKAG onuagiag

brand, pdpka, @ipua (TTpoiévTog)

long-term, pakpoTpoBeaOg

depend on, e€apTwual amd

reassure, eao@aAilw

consumer, KaTavoAwTAg

convince, Treibw

media (sing. medium), péoa (evnuépwaong)
ad agency, OI0QNUICTIKA QvVTITTPOCWTTEIQ/
TTPAKTOPEIO

financial muscle, oikovopik ovtéTnNTa, YEPG
OIKOVOUIKA

print, TuTTOYpO@Eio

media booking, kataxwpoe€ig oTa péoa evn-
Mépwong, “kpathaelg” yia dlIa@AuIon OTa JECT
evnpépwong

ultimately, TeAika

once, ATag Kai, EpOcov

estimate, ekTiyw, utTTOAOYI(W

affect, eTnpeddw

behaviour, cupTtrepipopd

defend, utrepaoTrifopal, TTpooTATEUW

argue, TTOPOUCIAlW ETTIXEIPAMOTA

show, atmodeikviw, deixvw

profit, k€épdog, dpelog

sound, @aivoyal, akoUyopal

counsel, cupBouAetw

perfection, TeAeidTNTA

marketer, éuTTopog

include, cuptrepIAauBavw

competition, cuvaywviopog, avTaywviopog
balance, e€lcoppoTiw, PEPvw O€ IcOPPOTTIa
short and long-term returns, BpaxutrpoBe-
OJO KOl HOKPOTTPOBeaua kEpdn/o@éAn/avTa-
HoIBEG

save money, YANTWVw xprAuara

cut, EAATTWVW

this is not always the case, d¢v €ival Tavro-
Te eKel TO TTPORBANUO/BEUa

mature, TTAAIOG, YVWOTOG, TTOU £XEI ETTIKPATA-
ael

concern, agopw

argument, emxeipnua
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Are we mass media addicts?

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

=

In what way do the mass media dominate over our lives?

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"?

no

No oA~ w

Y

.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 |
exploit |

. Rewrite the following sentences using the new prompts.

. The mass media can establish or destroy a politician.

A PONEICIAN 1.ttt bbbttt b e
. We were deeply impressed by the latest newspaper articles.

The latest NeWSPAPET AITICIES .........coviiiiiiiiie e
. We should criticize everything which is being broadcast on the radio or television.
EVEIYENING oot nes
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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.

The real facts ...ccoevvcvvvevieeecee e

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?

ok~ wnE

what to accept or believe?

Vocabulary

mass media, péoa HagiKAG evnuépwong
addict, eBiouévog, Kupleupévog atd kdrolo TTabog
age, €Toxn

technology, texvoAoyia

power, 10xUg, dUvaun

enormous, TepdaTiog

field, Topéag, mediov

press, T0TT0G, EQPNUEPIOES, TTEPIOBIKA
dominate (over), Kuplapxw (o€)
impose, emBAaAw

evil, Kakdg, d1aBoAikdg

mind, okéyn, voug

will, BéAnon

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, ETRBANMW
scientist, emoTApoOvVag

political party, TTONTIKO KOUPO

deeply, Babid

impress, eviuTwaoladw, £TTNPEaiw

go to the trouble of, pmraivw oTov K6TTO VO
criticize, KpITIKAPW, AOKW KPITIKA
unjustly, adika

prejudiced, TTpoKaTEIANPUEVOG

affect, enpeddw

spokesman, eKTTpOoWTTOG

presenter, TTAPOUCIAGTAG

broadcaster, ekpwvntig
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commentator, oXoMaoTrg spoil, KaTaoTPEPW
gloomy, KOKOKEPOG, HEAQYXONKOG, OKUBPWTTOG reputation, uréAnwn, @Aun

good-looking, euTrapouciaaTog, EuQavioiuog subjectively, uttokeIpevIKa

ugly, doxnuog, dUaHOPPOG invade, €10BaAw

persuasive, TeIOTIKOG privacy, Jovagid, nouyia, ekoloia atmopovwon
boring, Bapetdg, aviapdg respect, oeBacuog

fact, yeyovog, cuppav earn, Kepdilw

broadcast, ekpwvw, (ava)ueTadidow gain, aTroKTW, KEPDICW

more often than not, oAU ouyvd success, eTmTuyia

distort, dlaoTpeRAWVW, IOOTPEPW discreet, dIOKPITIKOG

mislead, TTapatmAavw objective, aQvTIKEIPEVIKOG

misinform, TTANPOQOPW KAKWG, TTAPATTAAVW hero, fpwag

journalist, dnuoaioypdpog powerful, 1o0xupdg, duvardg

undoubtedly, avapeifoia exploit, ekuetaAetopal

entitle, e§ouaiodotw, divw 1O dIKAIWUA capacity, ikavotnTa

express, ekppadw it is up to someone, e§apTdTal TG KATTOIOV, £VO-
restriction, TepIopIOPOG, OpI0 TOKEITaI € KATTOI0V

right, dikaiwpa victim, B0pa

corrupt, dilaBpwvw, KATAoTPEPW, SlaPBEipwW critical, KpITIKOG

for the sake of, yia xdpn (Tou) feeling, ouvaioBnua

profit, k¢pdog undermine, uTTovopEUW, UTTOOKATITW

allow, emTpémw 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.

Itis 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?

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.

w

287



B.Exercises

S@ o0 o

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.
SIMOKING -ttt ettt
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 &0 CAT.......ccev i
Nobody has announced anything about the facts.

NOTNING ettt te e reene et et e testesnesreeneeneas
It is said that they will forbid cigarette advertising on the cinema.

It is said that cigarette adVertiSiNg.........ccovivriererieerierere 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

P Q0o
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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|0|—|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.
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Vocabulary

addiction, €Biouog o€ emBAaBnA £En/Taon
who is to blame, T0I16g gival uTTeUBUVOG, TTOI6G
gival aglog HOPPNAG, TTOIOG PTaEl

how far, katd TTéoov

marketer, éutropog

contribute, cupBaAw, cuvelIoPEPW

suffer, uTto@épw, uTTOPEVW, avEXOMal

report, avagopd, eAun

reaction, avtidpaon

campaign, dIa@NUICTIKA EKOTPATEIA, KAPTTAVIa
ban, ammayopedw dia vopou, Katadikalw
advertising, diagruion (n Té€xvn)

promotion, TTpowBnaon

argument, emixeipnua

to bear a close resemblance, €xw peydin/
pofepn opoldTNTA

illicit, TTapavopog

drugs, VapKwTIKA, @apuaka

specialist, €101kdg, €10APWV

range, ogipa

socioeconomic, KOIVWVIKOOIKOVOUIKOG
influence, emidpaon, emppon

individual, &Topo, aTopIKOG

capacity, IKavotnTa

handle, eAéyxw, xeipifopai

personal, TTPooWTTIKOG

responsibility, eubuvn, TpwToBouAia
advertiser, dl0QNUIOTAG

create, dnuioupyw, TTapdyw

point out, Tovilw, divw éugaacn
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world-wide, TTaykoouiwg, avd Tov KOOUO
correlation, CUOXETIOPOG

consumption, KkaTavaAwaon

level, emimedo, aTdOUN

abuse, katdypnon, (kokn) €§n

allow, emTpéTTW

permit, emTPETTIW, divw AdeIa

surprising, Tou TTPOKOAEi EKTTANEN
whatever to volumes, 6ocov a@opd Tov OyKo
(Twv TTWARCEWV)

evidence, amédeign, papTupia, oToIxeia
decline, TrTwaon, peiwon, e€acBévion

sales, TTwARoEIg

in spite of, Tapd 1o yeyovog O

control, éAeyxog, KOVTPOA

remain, TTapapévw

serious, coapog

fault, opdAua, eubuvn

mainly, Kupiwg

answer for, eubuvopai (yia), igar uTTGAOYOG
yia

consumer, KaTavoAwTAg

blame, katakpivw, péugopal

sponsorship, xpnuatodoTnon/Tpoo@opd (Trpo-
YPAUUOTOG, EKOAAWONG K.ATT.)

tempting target, 5eAea0TIKOG OTOXOG

have a dramatic effect, éxw «@oBepi» eTTi-
dpaon

modest, ATTIOG, YETPIOTTABNAG

impact, ouvETTEIQ, aTTOTEAETHA, AVTIKTUTIOG



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.

Mo ppE

o

B.Exercises

1. Fill in the blanks with the correct prepositions.

a. He spends alotof money ............cccoevenene. books.

b. He paid a lotof money ...........ccccecevuenee. 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 .............cccoeneee. the one your brother told me.

e. Agood book is preferable ......................... adull fimon TV.

f. At the post-office all letters are sorted ......................... before they leave for their
destination.

g. We are terribly busy putting prices ............ccccoevevunn. the new products.

h. 1 know you will not be unworthy of my faith ........................ you.
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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 ....cooeevnne arrangements for the next meeting.

Byso.............. 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 have to .............. 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:

. it'suptosb

. asking in payment
(to) see or show a connection with

strong belief; trust

el (o BN B o B e I © B <)

government or business

Vocabulary

price, T, K6OTOG

publicity, dnuooiétnTa, diagAuion
commercial, epgtropikr dia@npion (oTo padid-
PWVO A TNAEOPATN), EPTTOPIKOG

PR (public relations), dnuooieg oxéaeig
consultant, cUpBouAog

obviously, @avepd, TTPOEAVWG

depend on, eEapTwual oo

task in hand, mpokaBopiopévog aTdxog
equally, €gioou

it's down to someone, evamékeiTal o€ Ka-
TTOI0V

client, TeAdTng (ypageiou, eTaipiag K.ATT.)
make sure, olyoupelw, £Ea0@aAIlw
notable, afloonueiwTog, onuavTIKGg
point, onueio

grumble, pepyiyoipia, TTapaTTOVO

fierce, aypiog, opodpadg

ad (advertisement), dia@riuion

agency, avTITTpoCwTTEla, TTPAKTOPEIO
responsibility, eubuvn

commission, avabETw, 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, TTpogeKkTIKG

waste, oTTaToAWw, Xavw

gain, Kepdilw, aTTOKTW

relate, £Exw oxéon pe

strategy, oTpaTtnyikn

campaign, dI0@NUIOTIKF EKOTPOTEIQ, KAPTTAVIO
effective, amroteAcopaTikog

overall, GuvoAIKOG, YEVIKOG

purpose, oKoTrog, TTpo0eon

allow, emTpéTIW

preferable, poTiunTéog

sort out, Tagivopw, Balw oe ceipd
achieve, kaTopBbwvw, TTETUXAIVW
contemplate, éxw uttéwn va, oKEPTOPAI VO
establish a criterion, opidw/Bdalw kpiTrpIo
judge, kpivw

it is working, €xel BeTIKO aTTOTEAETHA, «TTEP-
VAE, KTTIAVEI»

faith, epmoToolvn

adviser/ -or, ocUuBoulog



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?

N GRA~WNE

B.Exercises

[E

. Use the correct form of the adjectives in brackets.

Public Relations’ ................. contribution is high credibility. (important)

A message in editorial formis ................. to believe. (easy)

Her problem was ................. than we had thought. (serious)

You are too fat. Can'tyou eat ................. ? (little)

The oo, she grows, the ................. she becomes. (much, beautiful)
Why did they choose him and not me for the job? I'mas ................. as heis. (skillful)
Itsthe .............. and .......oeeeenn film I've ever seen. (bad, boring)

Whoisthe ................. person you know? (clever)

SQ@ "0 Qa0 oW
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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 .......ccuvnee that there is life on other planets. BELIEVE
The oo, of the product increases day by day as it has been well advertised.
PUBLIC
................. are often necessary when talking about advertising costs. LIMIT

. Successis sometimesbasedonthe ................. anad appearsonTV. FREQUENT
................. costs must be cut off. We are running short of capital. PRODUCE
His oo 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

oD o

plans for a certain future time

Vocabulary

make the most of sth., ekpeTaAAeUopai/agio-
TTOIW KATI 600 KAAUTEPO UTTOPW

mix, peiypa, ouvouaouog

public relations, dnudoieg oxETEIG
effective, amoteAeopaTikog

marketing tool, yéoov/6pyavo pudpkeTiv

be integrated, evowparwvopai, evotroloUpal
adaptable, TTpooapudOINOG, EUTTPOCAPHOCTOG
be involved, éxw oxéon

level, etitredo, @daon

sales and distribution system, cuoThua
TTWAACEWV Kal dlavopng

benefit, 6peAog

advertising, diagnuion (n Té€Xvn)

product, Trpoiév

publicity, dnuooiéTnTa

complementary, cupTTAnpwuatikdg, Bondn-
TIKOG

obvious, @avepog

seek, aTTooKOTIW, YAaXvw

educate, evnuEPWVW, HOPPWVW

persuade, Teibw

motivate, TTapaKIvw

create, dnuioupyw

awareness, evnuEépwan, €Tiyvwan, ouveidnon
incentive, kivnTpo

plus, 10 “oUV”, TTA€OVEKTNUO

message, Jrvupa

positioning, ToToB£TNCON

reach, TTpooéyyion

frequency, ocuxvotnTa
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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, a&lomoTia

audience, T0 KOIVO, AKPOATAPIO

ad (advertisement), diagruion

in editorial form, oe ekddoelg, g€ PopPYN
evTUTIOU

correspond to, avTaTTOKPIVOUQI/QvTIOTOIXW O€
peak selling season, eTroxr| TTou oI TTWANOEIG
BpiokovTal o€ aixun

stimulate, TTapakivw, KevTpiw

downturn, KGuyn, TITWON, PEiwon

bridge, yepupwvw

gap, xaopa

schedule, Tpoypappa

throughout (a period of time), o€ 6Ao 10 dIG-
oTnua

campaign period, 1epiodog KauTraviag/dia-
@NMIOTIKNAG EKOTPATEIOG

limitation, Treplopiopog

confine, Aaialo, 6pio

print, ekTUTTWON, TUTTWHO

spot, oUvToun TNAEOTITIKA dIa@ruion

be subject to, utrékeiyail o

provide, TTapéxw, dSnUIOUPYW

expand, eTekTeivopal

in effect, katd cuvéteia

platform, xwpog, medio, TTAATEOPUA
communicate, peTadidw UrvuUPa, TTANPOQO-
pw

aspect, daon, 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

n

o0 T P

@ =~

How are marketers trying to win customers?

Which is one of the most important marketing tools?

Isittrue that if a company gets no complaints from customers, they have succeeded
in their product line or service?

Which are the three main reasons for not complaining?

Which of these three reasons, do you think, is the most important one?

If you were dissatisfied with a product you bought, would you complain or not?
Why?

What happens when consumers complain and receive satisfaction?

Would you remain loyal to a company if you complained to them and received
satisfaction?

.Exercises

. Fill in the blanks with the proper tense of the verbs in brackets.

He .o for two hours. When is he going to finish? (work)

Look! Somebody ..........ccoeveveennene that window. (break)

Your eyes are Wet. .....oooeveeiiviienne. YOU v e ? (cry)

My father .........ccccoeeene. me how to drive when | was 17. (teach)

Where ..o, YOU oo, last night? | .......cccovviieiis you
several times but there was no answer. (go, call) .

Ann will ring you up, whenshe ..............ccoeeeeee. . (come)

Please, let me know, when you ..............ccccce.ee. him. (meet)

The children ..............ccccoeee.. NEVET .....ccvneeneeee... tO @0 art gallery before. (be)

. 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.

I , you will not get any new orders.



| , you should tell them.

I , it would have sold well.

What would you do, if ...........ccovrrinnn. ?

You must complain, if ..............ccceeeee.

Very few consumers will remain loyal to the company, if .......ccceeeeiivinnn. .

~® 000

. Fill in the blanks with the appropriate preposition.

. Marketers try to win CUStOMErS ..........coeeeveruenne. advertising and public relations.

. Theart ......coovieiis retaining CUSIOMErs iS ONe ..........c.cccceeeneee. the most
important marketing tools.

. Customers’ complaints are akey ............cccevvenee sales.

. There are many reasons ............c.ccoceeuene. which customers don’t complain.

. There is a general belief that the company will not do anything ...............c.........

the problem.

When a consumer is dissatisfied ..............cccco..... a major purchase, he is not

[120] YA buy the same company again.

The unhappy consumers will not remain loyal ...............cccc...... the company.

. If the complaintis dealt ................c....... quickly, the retention ...............ccoeene.
business level goes .........ccccceeee veviiiiviiniiinnn, almost a 100%.

=@

. Complete the following table:

Noun Adjective
satisfaction | ...
................ traditional
................ promotional
argument |
product | ..
apathy | ...
................ real
loyalty |
activity |
................ domestic

Listen to the passage and say if the following state-
ments are true or false.

1. Consumers are always aware of their rights.
2. Consumers are protected by law in many countries.
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3. By the term “traders” we mean all persons who buy goods.

SN

. 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 IkavoTtroinon, pévw
IKOVOTTOINUEVOG

marketer, éutropog

customer, TTEAATNG

advertising, diagnuion (n T€Xvn)

public relations, dnuoéaoieg oxéoeig

design, TTPOypAPUATIONOG, TTAGVO
traditional, TTapadooiakdg, KAAGIKOG
promotional activities, evépyeieg mpowon-
ong

miss something, pou diapelyel KATI
marketing tool, yéoov TpooéAkuong (Tou Tre-
AGTN) yia ayopd TTPOIOVTOG

retain, KpaTw, d1IATNPEW

message, Jrfvupa

complaint, Tapdiovo

key, kKA€1di

argue, 1oxupifopal, QEPVW WG ETTIXEIPNUA
reflection, cuvétreia, avravakAaon

product line, ogipd TTPOIGVTOG

service, utrnpeaia, eEuTTnPETNON
dissatisfied, ducapeoTnuévog

complain, TrapartrovoUuuai

apathy, amdBeia, adiagopia
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it is worth, aicel

effort, Tpoomdbeia

consumer, KaTavoAwTAG, ayopacTrg
defective, eAaTTWHATIKOG

general belief, yevikni emmoibnon
myth, pubog

reality, TpaypartikoTnTa
dissatisfaction, ducapéokeia
seriously, coBapd

affect, etnpeddw

repeat purchasing, emavaAauBavopeveg / ou-
XVEG QYOPEG

major, onuavTikog, oTroudaiog
domestic appliance, oikiakr) Cuokeun
home repair, €mmokeun omTIOU
insurance policy, aoc@aAIoTApPIO, ATQOAIOTI-
KO oUNBOAalo

habit, cuvnBeia

loyal, moTog

loyalty, epymmoToouvn

deal with, IKavoTTOIW, AVTILETWTTICW
retention, diatrpnon

level, emiedo

go up, avépyoual, avepaivw



Consolidation exercises
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. 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.
twasa .......oooeeeeeen of thousands of miles.
Inthe course of his .........cccccee.e. round the Mediterranean our manager took part
in various meetings.
Repetitive ..........cccuenee. 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 .......coocevns 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................... affect the 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 . e are found in the brochure. PARTICIPATE,
REGULATE

d. Is ..o, 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 ..o lieS ..o and ........coiee with advertisers and their

agencies. RESPONSIBLE, FAIR, SQUARE
h. Without the ................... muscle, nothing moves; no films, no print, no media

cereeereneennn, @Nd Ultimately no advertising ..................... . FINANCE, BOOK, BUSY

i. Reportersand................... are undoubtedly entitled to express their own opinion
without any ................... . JOURNAL, RESTRICT

J- There are also .........ccceeee. that cigarette ................... bears a close
.................... to other addictions. ARGUE, ADDICT, RESEMBLE

K. .........eoeee....  public relations are involved at all levels of the sales and
.................... system. EFFECT, DISTRIBUTE

LoIfthe v e, are dealt with very quickly, the ...................

of business level 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 noun

bright
deep
flat
glad
hard
less
quiet
short
straight
thick
weak
wide

— X" T SoSQhTo o0 oW
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6. Form the adjectives deriving from the given nouns and then form

® 000w

~— T Ta o

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" T SoSQ T o0 oY

Put the verbs in brackets in their correct form.

He (g0) ..covviviieee to the manager’s office when | met him.

He never (work) .................... in the advertising field before.

Mary already (finish) .................... the letter when | entered her office.
You (see€) ................... our new commercials? They are fantastic!

They were discussing the new project when the door (open)
John (enter) ...

the room.

They (not have) .................... 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) .........cccceeneee
astheonel (read) .........ccooeee.
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
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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:

a b . leaflet

b. a. : that can be used or obtained

C. @ .eovvvveevceeeseneennn. - room(s) for living in

d d.o . going away

T . booking

P : taking part or becoming involved in an activity
O Vo, . legally usable or acceptable

o o : making the price smaller

R . paying back received money

Jo T . rules or restrictions set by an authority

306



O . incorrect; mistaken

[ S e : importance

M b . a particular make of goods or their trade mark

N. b, . send out radio or television programmes

(o T - T . give somebody the right or the authority to do something

P i eeeeiiiiiiiiieeen o strongimpression or effect on somebody or something

(o R o IR . complaint

Fo C oot . series of planned activities with a particular
commercial aim

S. Couvvrereeeree e . give somebody a piece of work to do

t. 0 .eeiiiiiiiceiceeeee. - motive; financial encouragement

11. Flight, drive, ride, tour: Use each one of the words twice to com-

®o0 o

SQ -

plete the following sentences:

The .oooiiiiiis has been cancelled because of fog.
The orchestra is currently on .................. in Italy.
“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 .................. acar.
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

TT@mooo oy

following sentences:

If | see George, | ......eeevene give him your message.
You had better take an umbrella, because it .................. rain.

.. 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 ......oovvveveenne leave the museum before 4 p.m.
[think you ..........ccce.. try harder, if you want to get the job.
.. you help me with my luggage, please?
Howlong ..........cce.ee. the tour take?
.................. | suggest another time for the meeting?
I'mnotsurebutl................ have forgotten my keys in the office.
We ..o have bought a new lock for the front door.
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13.

Complete the words in column A to form the antonyms of the
words in column B.

A. B. A. B.
AP private KooUie, fairly
D.p oo compulsory L O e, cheerful
C.d i, arrive M. Do, exciting
d. e contract; shorten N, @ ... forbid
€. i exclude (o TN o B loss
foS loose [ S objectively
(o TRV A unimportant (o TR o RS weak
h.d be against F.0S it failure
€& i tiny S. C ot inability
Jo € i good LM proud

14. Complete the table below.

Verb

Noun

Adjective

challenge
beautify
wonder
collect
decide
differ
enjoy
rely
dominate
destroy
admit
restrict
corrupt
object
contribute

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 rate

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

oo ow

T T SQ e

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 .................. the responsibility for the changes in the office decoration. TAKE
Don't let his friendly words .................. you into trusting him. LEAD
Teachers mustnotbe .................. 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 .......cccoeee. 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 ..ooovvviiis 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 behaviouris .................. . RESPONSIBLE
What is the rate 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

L L |

2.

3.

4,

5.

6.

7.

8.

J | RN
10.

11. |

12.

13. |

14. |

15. L

1. aim or intention 10.

2. aplan of how to spend money

3. customary behaviour 11.

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 t0 KNOW if ..o
b. We want to enjoy our vacation from the first to the last minute.

Peter said (that).........ccooiiii
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. We visited the best places in Greece.

Jane told me (that) ...

. Jane has looked through different programmes.

John mentioned that ...
. You are the most suitable person to do this work.
He told her (that) ........cccooviiiiicc e

. Write your full name, please.

The hotel owner asked her politely ..........ccccvevveiiiieneisiniee,

. Could you please arrange that for me?

She asked me pPolitely if .......cccvovviiviiieeiee e

. What would you suggest?

He wanted t0 KNOW What ............coovveiiiiiie e

Don't write anything more in your CV.

The Clerk adViSE ME ......vvveeeeiee ettt

We will consider the matter tomorrow.

The director announced that ...........ccoccvevevciiee 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 and giving advice - Acquiring definitions -Gap filling with
the help of the vocabulary - Emphasising the prepositions - Forming derivatives
market research? doer - Listening - Forming adverbs - Identifying the
doer - Active — Passive Voice
- Answering questions
3. Wanted: an identity Defining a science - Acquiring Completing sentences with
vocabulary - Using the correct derivatives
verb of speaking - Emphasising | - Identifying words with their
the doer and processes definitions
- Gap filling with prepositions
- Say/ tell/talk/speak - Active
— Passive Voice
4. The creative urge Expressing views and opinions | ldentifying parts of speech
- Giving advice - Narrating facts | - Identifying words with their
- Acquiring vocabulary definitions - Identifying True-False
statements - Forming nouns
- Matching synonyms
5. Evaluation checklist | Giving instructions Making questions - Finding
- Acquiring vocabulary antonyms - Forming derivatives
- Reporting questions - Completing sentences with
specific words - Indirect questions
6. Promotions: Legal, Describing rules and principles | Identifying words with their
decent, honest, - Acquiring vocabulary - Giving | synonyms
truthful advice - Dealing with -ing and - Identifying True - False
-ed clauses 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. Isthe 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. |s 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 commodity 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. intouch with 7. misunderstand
h. current 8. producers

i. forbidden 9. valid

j. agent 10. representative
k. manufacturers 11. not allowed

I. 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 L
certain L
sufficienty
necessary e
exhaustible .l
licensed
able L

@200 o
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h. meaning ...
i limit
jo normal

3. Which persons do the following?

buy
sell
trade L
market
supply
retall
produce e
compete ..
manufacture ...
control L

o S@ o o0 o

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.

Lo other words, the “market price” is the price .............. an article or a
commodity that is current .............. the market.

d.oors the contrary, ifthereisanarea .............. which several manufacturers
arefree .............. compete .............. each other .............. selling their products,
then there exists the system .............. the “open market”.

e. Many commodities 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

317



Listen to the dialogue and answer the questions.

What is Sue’s recent job?

©No kR

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, avegavtAnTtog

field, Topéag

trade, eptropevdopal, ENTTOPIO

be held, AapBdavw xwpa, yivopai

specialize (in) e¢e1dikelw, £€e1dIKEVOUAI
term, 6pog

total, (ouv)oAikdg

demand, amaitnon, ¢itnon

article, €idog, poiov

commodity, EUTTOPEUNA, TTPOIOV

regard (as) Bewpw (cav)

state, kardaTaon

rate, Tiun

economic good, OIKOVOUIKO OQENOG/TUUQE-
pov

sufficiently, erapkwg

current, TpEXwY, UTTAPXWYV, 1I0XUWV
condition, ouvBrkn, katdaTaon

supply, TTpoo@opd, £QodIaouOG, TTPONABEIT
(TTPOidVTWYV)

market price, ayopaia TIuA, TPEXOUCO TIUN
EUTTOPEUPATOG

bid price, Tiur) TTPOCQPOPAG CUPHPETEXOVTOG OE
SlaywvIouo

offered price, Tpoo@epdUEVN TIUN
middle/mean price, evdidueon TIuA

marked price, n TIUA TTOU avaypa@eTal TTAVW
OTa TTPOIOGVTA
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retailer, éutropog AlavikAg TIWANGNG

law, vopog

raise, aufavw

limitation, Trepiopiopdg

inflation, TTAnBwpioudg

prevent, eutrodidw

rise, auéavopal, aveRaivw

wage freeze, Tadywpua piodbwyv

price freeze, Téywpa TIHWV

declare, dnAwvw, opidw, KNPUCOW
monopolist, 0 £xwv T0 HOVOTIWAIO TTPOIGVTOG
licensee, o katoxog adeiag, VOUINOG EKTTPO-
OWTT0g

closed market, pOvOTTWAIO, OTTOKAEIOTIKOTN-
Ta (Y10 TNV TTWANCN TTPOIGVTOG)
manufacturer, KATAOKEUAOTAG, BIOPAXAVOG
agent, eKTTpOOWTIOG, AVTITIPOOWTTOG
compete, avraywvifoual, cuvaywviopai
open market, eAelBepn ayopd

interference, avaueign, eméupaon
determine, TTpoodiopilw, kabopidw

force, duvaun, 10x0g

stocks, gutropedpara
marketable, epmopedoIyog,
TTPOG TIWANCN

limited, Treplopiopévog
restricted, Trepiopiopévog (Baoer vopou n
oupewviag)

KatdAAnAog



fringe market, ayopd 1poidviwv CUOKEUa-
oiag

container, doxeio / KIBWTIO CUCKEUATIAG, EUTTO-
PEUNATOKIBWTIO

packing, ocuokeuaaoia

pre-packing, cuokeuagia TTpoidVTWV TTPIV aTTo
N &168e0n TOUG OTNV ayopPd&

lawful, véuipog

scarce, oTraviog

command, emBAaAwW, aTTaITW

grey market, utreptiynon, avaTiynon
black market, yatpn ayopd
officially, emionua

ration, Treplopidw, eMRAAAwW (deATIO)
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Could a product be marketable without the
help of the market research?

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,
their incomes 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?

. Has market research helped in the improvement and marketability of a product?

10. Are there many people occupied in this latest commercial field?

~NOo ok N

© 0o

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.

f. 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

a personal liking for something

performed or completed; fulfilled

take place

producing the desired result

I. techniques; methods

® o0 oW

x T >
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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 .......coocceeeveinnnne .

. Heisthebest .........ccccevrrnenn. 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 ...........c.ccoceeveeene.
. The vacuum cleaner didn’'t work properly and they told me to send it back to the

. Before any commod|ty comes on the market, the ... 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 further research ............... 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.
H B ettt bRttt et n e
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He had collected the necessary information before he put the new product on the
market.

The necessary information .............ccoce.... before the new product .....................
He carried out an investigation into the cause of the product’s failure.

AN INVESHGALION ©.vvevieiicese et e et nrenaenreene e
If we don't hurry, they will have sold everything by the time we get there.

If we don’t hurry, @VErything .........ccoeieiiiiee e
You could have solved your financial problems, if you had had a partner.

Your financial ProbIEMS ..........cviiiiiii i
Paul has chosen some very impressive and persuasive advertisements.

Some very impressive and persuasive advertiSEements........ccocvvovevveieererenenesennnes

. Complete the table.

Adjective Adverb

dangerous | e
wiling |
various | e
possible | ..
.............. primarily

.............. specially

sensible | L
effectve | L
general | L

Listening

Listen to the passage and answer the questions.

NoookwdE

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, europeloipog, KATGAANAOG TTPOG
TTWANON

research, épsuva

commodity, €idog, ayabd, Tpoidv
marketer, éuTropog

correspond (with sth), avramokpivopai ot,
CUMQWVW HE

the public, 10 koIVO

demand, ¢ATnon, amaitnon

avoid, atmo@elyw

market, euTropevoual

goods, ayabd, Trpoidvta

consumer, KaTavoAwTAg

willing, Tp6Bupog

convince, Treibw

manufacturer, KATOOKEUAOTAG, Bloprxavog
researcher, epeuvntig

survey, €peuva, HEAETN

question, epwTwW

retailer, TwANTAG AlAVIKAG TTWANONG
income, €106dnua

possessions, 1810KTNaia, TTEPIOUTia
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carry out, SIEKTTEPQIWIVW

be held, die¢ayopal, AauBdavw xwpa

branch, kKAddog

brand, pdpka / gippya (TrpoiévTog)
motivational research, épguva KIVATPWV (yia
TNV ayopd TTpoidvTog)

scientific, emoTnuovikog

solve, Aovw

industrial, Blopnxavikdg

financial, oikovopik6g

commercial, EuTTopIKOG

operational research, épguva yia Tnv (KaAn)
AeIToupyia eTTIXEIPHOEWG

sensible, Aoyikdg, 0pBdg

effective, ammoteAeopaTikdg, amodoTikog
analysis, avaAuon

practice, Texvikr, €Bod0G, epapuoyn

stride, pyeydho Brua, dpackeAid

make great strides, onueiwvw PeyaAn €TITu-
Xia, TTpoodelw AAPATWOWG

improvement, BeAtiwon

percentage, TTooooTIqia avaloyia
workforce, gpyaTikd duvapiko



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?

3. 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?

o &
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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 S OF SKIllS ...ttt
Disciplines like psychology or sociology have recognised marketing.

MATKELING 1.viivecteetiei ettt be s be et et et e st e sresreenaenes
The company achieved a 100% increase in profitability last year.

A 100% increase in profitability ...
The development of a professional concept of marketing will satisfy the needs of
theorists, practitioners and society.

The needs of theorists, practitioners and SOCIELY ........cccovvvvierieiiviiviieeiere e

. 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.

w

o000 oW

People give several definitions for marketing but they are not ...........ccccoceee
SCIENCE

Talking .......oooovveiine , 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.cccceeiis on a job well done. SATISFY

. Marketing has achieved some ...........c.cccevenene from psychology and sociology.

RECOGNISE
Some academics define marketing as the study of ............ccoeee. 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 — .........cccceeeeiien.
theoretical
liked by many people L
topic/matter
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T STQ@ oMo o0 oW

. Fill in the blanks with the appropriate prepositions.
A popular definition .................. marketing is: “the right product ....................
the right time, ...........c.cc.... the right place.”
Is marketing a set ...........ccce..... skills which can be learned?
Is it a philosophical basis .................... running a business?
According ..........cc....... Specialists .................... the subject, it has achieved
ceeeeeeenn. lEGASE SOME TECOQNItION .o L.l SOME Well-established disciplines.
Some academics yearn .................... a more scientific basis .................... their
subject.
There is the need ................... develop a professional concept ............c......
marketing that will satisfy the needs .................... theorists, practitioners and
SOCIEtY vovvivviiiiiine large.
. Use the correct form of say, tell, talk or speak to fill in the blanks.
Remember:
tell sb. that
say { 23 tsr:ﬁt to sh. tell tellsb. to do .Sth'
said “. tell the truth/lies/a story
' tell sb. how to do sth.
speak to sh.
talk{ talk about sth. speak{ speak/well/badly
speak English/German
How many languages canyou ................7
Some specialists ................. that marketing faces an identity crisis.
Canyou .........ccceeee. me what the meaning of the word “transaction” is?
Honest people always .................. the truth.
ACtions ... louder than words.
There is an important matter the manager wantsto .................. about with the staff.
[, you not to print this announcement. We are going to change it.
She didn't ..........cce.... everything to me.
When heis .................. to the staff, he expects them to be quiet.
We'lllmeet, ..o , at twelve if something unexpected doesn't arise.
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Vocabulary

wanted, {nreital

identity, TautéTnTa

marketing, TEXVIKI TNG EUTTOPIAG TWV TTPOIO-
VTWV, JAPKETIVYK, Sladikaaia Tng TTpowenaong
TWV ayabwyv oTnv ayopd

aside, katd pépog

definition, opiouog

science, €moTAUN

accurately, akpifwg

measure, HETPW, UTTOAOYIw

set, o€ipd, aUvoAo

a set of skills, oeipd emdegIOTATWY
philosophical, @piAoco@ikdg

run a business, dieuBuvw/diaxeipifopal/diol-
KW €TTIXEIPNON

academic, (oua, €1TiB.), akadnuaikog, Bewpn-
TIKOG

subject, Bépa

achieve, eTuxaivw, KaTOPBWVW
recognition, avayvwpion

well-established, kaAd edpaiwpévog/ kabiepw-
MEVOg

discipline, €moTNUOVIKOG KAGSOG, TOPEAG YVW-
OEWV
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psychology, wuxohoyia

sociology, koivwviohoyia

face, avTipeTwidw

crisis (TTAn6. crises), kpion

apparently, TTpo@avwg

yearn, ToBw, AaxTapw

scientific, emoTnuovikog

define, opilw, kaBopilw

transaction, ouvaAAayr, docoAnyia, ePTToPI-
(QRreletdy

exchange, avtaAAayr, cuvaAAayn

argue, utTooTNPICW (YVWHN), aTTodeIkvUW
common sense, KoIV) AOYIKK

expert, €10IKOG

professional, eTrayyeAUOTIKOG, ETTAYYEAUOTIOG
concept, 1d¢éa, ouveidnaon, aviiAnyn

satisfy, IKavoTToIW

theorist, (0) BewpnTIKOG

practitioner, eTrayyeApariag, (0) oKWV £TTAY-
YEAPQ

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: “I
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

A

No ok ow

S@ "o a0 o

N

®o0 o

What kind of departments are there in big companies?

How would the graduate have felt if he had joined the big company mentioned in
the text? Why?

Who do big companies tend to be staffed with?

How must the business be organised?

According to what must management rewards and plans be developed?

Have companies always fully succeeded when trying to do something like that?
Is it easy to separate the new ventures from the parent company’s smothering
embrace?

What do new growth markets and jobs deserve?

.Exercises

Find the words in the text which mean the following:

the people employed by a company
producing new and original ideas L
the ability to make decisions and act without help ...
permit
different
the act against reason or common sense e
to be worthof
cause to grow, increase

. Say whether these statements are true or false.

The graduate wanted to join the finance department of the company.

If he had joined the company, he would have been happy.

The business must be organised to allow newcomers to work creatively.
Management rewards and plans must be developed according to the new venture.
It'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. aperson 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
gpply. ...............
interview
join
produce e
explore L
think
relate L
assume e
tend L
innovate e
create e
organize L.
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venture
develop
extend
practise
ty
separate
embrace
grow

Vocabulary

creative, dnNUIOUPYIKOG

urge, TTapOPUNON, TAoN

current, TTiKaIPOG, ETTIKPATWV

personnel manager, d1eUBUVTAG TTPOCWTTI-
KoU

graduate, ammo@OITOG

interviewer, autdg TToU TTaipVEl CUVEVTEUEN
department, TuAuQ, KAGSOG, UTTNPETIia

join, ouvepydadopal, CUPTIPATTW, METEXW
marketing, HAPKETIV, DIABIKATIO/TEXVIKI| TTPO-
wenong TTPoIdVTWY aTNV ayopd

finance department, TUrua OIKOVOUIKWV
production department, TUAUQ TTOPAYWYAS
exploration department, Tufua epeuvVWV
relate, ouoxeTidw (-opar), Exw oxéan
assume, UTToBETW, (TTapa)déxoual

initiative, rpwTtoBouAia

tend, Teivw, pETTw, KAivw

staff, emavdpwvw, oTeAexwvw

specialist, €10IKOG, EUTTEIPOYVWHWV

the bigger... the narrower, 6co 0 peya-
AOG... TOOO TTI0 OTEVOG

specialization, (e§)ei1dikeuon

entrepreneur, dIAXEIPIOTAG, ETTIXEIPNUATIAG
room, Xwpog, KEVO
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reason, Adyog, aitia

innovate, KAIVOTOUW, VEWTEPICW
innovation, KavoTopia, VEWTEPIOPOG
spontaneous, auBopunTog

venture, €mixeipnon, douA&id, TOAuNua, eyxei-
pnua

thrive, eudokipw, avaTrTiocoual, HEYOAWVW
reward, avtauoifn, empBpdpBeuon
develop, avamtioow, e¢eAicow
extension, TTapdraon, £TTEKTACN
existing, uttdpxwv

varying, TToIkiAog, dIa¢popog

degree, Babuodg

separate, xwpidw, aTToxwpidw, aTTooTTW
parent company, UnTpIKr eTaipia
smothering, a0QUKTIKOG, ATTOTTVIKTIKOG
embrace, aykdAiaopa, TePITITUEN

point to, Tovi{w, eTonuaivw

absurdity, To TTapdAoyo, avonaia
chance, TUxn, cUPTITWON

growth, avamTuén

deserve, dikaioUyal, gou agicel
consistent, ouveTig, 0TaBepog
energetic, evepynTikdg

effort, Tpoomdbeia



Evaluation checklist

The following checklist is not a complete magic formula for a product’s success,
but it offers a set of excellent guidelines.

OO0 WNPE

. 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.
11.
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

T ® Q0o

Is it certain that if the checklist is adopted, the product will succeed?

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?

.Exercises

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.........ccocorevviiieiiniiecne
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..........cc.ccooeveienencnnnn.
. Have you thought of changing your lifestyle?
He wanted t0 KNOW..........ccocvevrviieienereneeie,

. Write the opposites of these words and form sentences with them,
so that their meaning is clear.

a. lower e. practical
b. advantage f. successful
C. organise g. complete
d. suitable h. new

. Complete the table below.

Noun

Adjective

Adverb

complete
excellent
rare
available
exclusive
practical
functional
multiple
successful
good
fashionable
current
commemorative
suitable

. 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.
. Hehasmade an ................... of £10,000 in a growing company.
. Thereisalwaysa .........c.c...... appeal in stamps.
. Alot of customers .................. their clothes by mail order.

335



Vocabulary

evaluation, ektipnon, agloAdynon
checklist, katdAoyog, AioTa
formula, opuouAa, ouvtayr], TUTTOG
guideline, kaBodrynon

rarely, oTravia

available, diabéaipog

retail stores, kaTaoTAPATA AIAVIKAG TTWANONG
exclusive, atrokA€IOTIKOG

price, TIUA

functional, AsiToupyikOg, XPACINOG
saving, €£oikovounaon, olkovouia
labour, k610G, €pyacia

space, Xwpog, didaTnua

feature, XapakTnNPIOTIKO
demonstrate, emdeIKVIW

multiple, TTOAMATTAGG, TTOAWV 10wV
illustration, eikovoypdgnon
advantage, TTA€OVEKTNHO
established, kaBiepwpévog
two-in-one uses, ye OITTAN Xpron
aspect, mAeupd, ammoyn

lifestyle, Tp61TOG (WAG

utilise, epapudlw, XpPNOILOTIOIW
good copy, £TTITUXNAG ATTOUiuNCN
potential, duvatéTnta
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link, ouvdéw

current, oUyxpovog

trend, G0N, poTTA

commemorative, avapvnoTikog
value, agia

investment, eTévduon

convenient, eUKOAOG, BOAIKOG
customer, TTEAATNG

purchase, ayopd&lw

by mail order, TaxudpopIKWG
collectable, GUAeKTIKOG

appeal, €A¢n, TTpOKANCN, ouykKivnon
suitable, katdAAnAog

shipment, @opTWON KaI HETAPOPA (EUTTOPEU-
MATWV)

carrier, NETAQOPIKO PHETO, HETAPOPEAG
novelty, kaivotoyia

factor, Tapdywv

weigh, ekTiyw, ¢uyidw

marketer, ¢uTTopog

expert, TTETTEIPAPEVOG, O EI0IKOG
merchandiser, eymopeudpevog (oua.), EUTTo-
pog

supply, TTapExw



Promotions: Legal, decent, honest, truthful

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?

oakrwbdpE
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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.

o0 o

3. Tick (v') 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

5. Fill in the blanks of the sentences with the Present or the Past
Participle of the verbs in brackets.

a. The basic principles (apply) .......ccoveveeene to the sales promotions should be strictly

followed.

b. The trust of consumers should not be (abuse)

c. Sales promotions ought to be (design)
avoidable disappointment.
d. If promotions are (damage) ..................

failed their aim.

one’s property, it is sure that they have

by the sales promoters.
SO as not to cause any

. The presentation of a promotion should not be (mislead) ..................
Advertising should not reach the people for whom the promot|on (concern)
.................. may be inappropriate.

. Consumers must not be (give) .................. reasons for (justify) .................
complaints.
. The Code is to be (apply) .......oeevenee. accurately with the aim of eliminating wrong
practices.
Vocabulary

promotion, TTpowBnon Twv TTWARcewy (TTpoi-  basic, Bacikdg

6v10G), dlagAuion (TTPoidvTog)

legal, vouipog, Beuitdg

decent, appolwv, KOOUIOG, EUTTPETTAG
honest, évTipog

truthful, eINikpivAg, aAnBivog

principle, apxn, kavovag, vOuog
apply, epappdlw, Iox0w

sale, TTwAnon

legality, vopipétnTa

code, KWJIKAG
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design, oxedIadw, HEAETW

complement, cuuTTANpPWVW

control, éAeyxog

spirit, Trvelpa, BabuTtepn évvoia

aim, okoTTog, TTPOBEaN, OTOX0G

eliminate, egaAgipw, TTEpIOPilw

practice, epappoyn

disrepute, Kakr @Aun, avuTtoAnyia

fair, dikaiog, évtiyog

competition, cuvaywviouog, avtaywviopog
adhere, TTPOOKOAAWUAI, EPPEVW

consumer, KaTavoAwTrg

deal with, é&xw va kdvw pe, aoxoAoUual e,
SlIaTTPAYHATEUONAI UE

honourably, Tipia, évripa

promoter, o TTPOWOWV KATI

abuse, kataxpwpal, EKUETAAEUOUQI

trust, egtmoToouvn

exploit, ekyeTaAAevopal, eETw@eAoUpal

lack, éAAelyn

satisfaction, ikavotroinon

conduct, die€dyw, diatrpaypatevopal
cause, TTPOgeEVW, TTPOKAAW

avoidable, TTou gival duvaTdv va atroQeuyOei
the public interest, To evdiagépov Tou kKoIvou
contain, TepIEXw

likely, mBavov, mlavwg

provoke, TTpokaAw

violent, Bialog, eTTIOETIKOG

anti-social, avTIKoIVwVIKOG

behaviour, cupTtrepipopd

property, Tepiouaia, ayabd

injury, TpaupaTIonos, BAGRN
presentation, TTapouaiaon

mislead, ¢ammaTw, TTAPATTAAVW
address, atreuBuvopal

suitability, kataAAnASTNTQ

reasonable, Aoyikdg

step, Bripa

ensure, e§aoc@aiidw, (31)ac@aAidw
promotional, TTpowBnTIKOG

material, uNik6

concern, agopw

inappropriate, akatdAAnAog
administration, dioiknon, diaxeipion
prompt, TaxUug, AUECOG

efficient, amoreAeopaTikdg, aTOdOTIKOG
give ground, divw AaBnA / apopun / aitia
justify, dikaloAoyw

complaint, rapdtovo

responsibility, utreuBuvoTnTa

prime, TTPWTAPXIKOG, KUPIOG, BATIKOG
aspect, ammoyn, TTAeupd ({nTHPATOG)
rest with, evattokeiyal o€, eTTagicual o€
agent, avTITpOoWTTOG, JEGOAARNTAG
intermediary, pecddwyv, Yeaitng

share, poipadopal, poipalw

extent, éktaon, péyebog, Babudg
involvement, avauign

in question, o utté culATNON, 0 £V AdyWw
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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

(BN
o

1.

© 00 NOoO Ol WwN

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

N

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 3TATTS@me a0 o

. In each group of five words, decide which one is the odd-man-out.

oo o

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 DasiC POINES......cccvviiiieieeee s

. A good marketer explores the prospective competitive climate.

The prospective competitive climate ..........ccoovvevvivereieieicienn,

You must keep your target focused.

YOUF TAIGET. ...
. You should be careful when you are making decisions.

You should be careful when deciSions ..........cccooeevrenciiinens

He made many mistakes in the development of the project.

Many MISTAKES .....c.veveiiiiie e
. Fill in the blanks with the appropriate preposition.

The recipe .........ccoeee. success is easy but asks .................. courage.
. You must always keep the basic rules .................. mind.

Talk oo, CONSUMETS ......eeereie, the development process.
. You must adhere .................. a systematic approach ................ the New

Product Development.

Be flexible .................. the application of your programme.

Don't forget that you must notonly rely .................. a standard format.
. Letyour colleagues contribute .................. the development of your project.
. Complete the following gaps:

Verb Noun

.............. success

.............. consumer

.............. competition

motivate ...

explore L

.............. approach

focus

share L
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commitment

contribute Ll
.............. implementation
accept
.............. 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 kaivouplou TTPoIGVTOG

development, avamTuén, e¢EAIEN

recipe, ouvtayn

success, €TmiTuxia

precept, apxn, kavovag

keep in mind, éxw katd vou, Bupdual
focal, onpavTikdg, £0TIAKOG

evolve, avamrtdooopal, e¢eAicoopal
consumer, KaTavoAwTng

competition, avtaywviopog, CUVAYWVIOPOG
advantage, UPQEPOV, OQENOG, TTAEOVEKTNHA
process, Tropeia, diadikacia

research, épsuva

result, ammotéAeopa

motivate, KivnToTroIW, divw £vauoua
marketing, HAPKETIVYK

interact, aAANAeTIOPW

explore, e¢epeuv, EPEUVWD

prospective, TTPOOSOKWHEVOG, TTIPOPAVHG
competitive, avtaywvioTIKOG

adhere (to), ui0BeTW, ePPévw (O€)
approach, TTpooéyyion

flexible, eAaoTIkOG, OxI OTTOAUTOG, EUENIKTOG
application, epappoyn

rely on, Bacilopail o€, eptmioTelopal
format, (yevikd) oxédio, oxnua

project, Tpoypaupa, oxEdIo, HEAETN

target, otéx0G

focus, eoTiddw/ouykevipwvw (CUVABWG TNV
TPOCOXN)

benefit, k€pdog, dperog

advertising, dilagnuion, Téxvn TnG dIaPAUIoNG
strategically, oTpaTnyika

executionally, katd Tnv ekTéAeon/dieKTTEPQ-
won

ensure, diaBeRaiwvw/-opal, orlyoupelw/-oual
relevant, oxeTikdg, appodiog

organisation, opyaviopog

share, poipdlopal, poipalw

commitment, déopeuan, uTTOXPEWON

chief executive, yevikdg dIEUBUVTAG

sales management, dielBuvon TTWARCEWY
production, TTapaywyn

financial people, oI epyal6pevol 1O OIKOVO-
MIKO TUAMO

contribute, ouveloQEépw, CUPRAAAW
decision-making, Ayn ammo@doswv
implementation, TTpaKTIKr) EQapuoyn
brilliant, eupung, £Eutrvog

initial, apxikog

idea, 16¢a

entail, cuvemrayoual, evéxw

risk, kivduvog

include, (oup)mepIAauBavw

concentrate on, CUYKEVTPWVW (TNV TTPOCOXNA
Jou) o€

likelihood, mBavéoTnTa
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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?

apr PR
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10.
11.
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

I. 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 L
educate L
control L
organize e
administer/administrate ...

®o0 T
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CONCEIN
manage e
govern
elect
divide L
SUPervise
[. export

~T— o sa ™

. Which persons have to do with the following?

€CONOMY
propriety
government
direction of acompany ...
holding shares ..
employment
supervision
production L
assistance L
research L

o S@ o o0oTse

. Fill in the blanks with the missing prepositions.

. Some services are controlled.............cc....... the state.

e ——— other words, there are two sectors in business.

. There are various types ..........cccceeeeuene business organization.

. The sole-proprietor bears all the risk and, ...........c..coc...... return, receives all the
profits.

. Directors control, ..........cccceevrenne the shareholders, the day-to-day management.
The personwhoisnext ..........cccceveeene. importance ..........cccceeeeene. the company’s
chairman, is the managing director.

. The person Whois ..........cccceeuenens charge ........ccoevvveene. a division, is called the
divisional director.

. The general manager controls the work ............c.cc....... anumber ...
other managers.

They must be competent ............cccocoe.... their work.
They also must take ...........ccceeene. responsibility and initiative .............cco....e.
the perfect running of the company they work ....................... .

. Put the verbs in brackets in their proper form.

. If the business ... (have) one owner, things ..........cccceeenee (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 ..........ccccovnnene.
d. Highest officers of an organization
e. The divisional manager is the one who

he is in charge of.

f. Theremay ........cccoeenene. (exist) different office managers in the same company.

Listen and answer

. What is Sheila’s boss’ post?
. What does he look like?

O© 00 NOoO U1l WN K-
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Vocabulary

management, diaxeipion, dioiknon
field, Topéag

industry, Blounxavia

service, utrnpeaia

health, uyeia

education, Traideia

state, TToAITeia, KpdTOG

private, IB1WTIKOG

enterprise, emixeipnon

sector, Topéag

organization, opydvwan, opyaviopog
profession, emayyeAua
administration, dioiknon
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(elect) by the members of an organization.
(lead) by the chief executive.
(supervise) 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, Taipidlw (pe/og)

sole, povadikdg, £vag Kal JOvo
proprietor, 1810KTATNG

trader, éuTTOpPOG
complicated, TrepiTrAokog
capital, kepdAaio

bear the risk, avaAauBdavw Tnv €uBlVN, dia-

Kivouvelw
profit, kKEpdog, 6peNog
concern, Béua, utteBean

employ, epyodoTw, Sivw/TTapéxw epyacia (o€

KGTTOIOV)
corporation, €Taipia, cwyaTeio



parent company, unTpIkf etaipia, eAéyxouoa
eTaipia

daughter company, Buyarpikr €Taipia
multinational, TToAugBvikdg

subsidiary, Buyarpikr} etaipia (e§apTnuévn
atré eAéyxouoa eTaipia)

qualified, TTou éxel Ta TTpooOVTa
high-ranking, pe upnAd Babuod/6éon

elect, ekAéyw

shareholder, péroxog

board (of directors), cupBoUAio

authority, e€ouaia, apxn

executive, eKTEAEOTIKOG, EKTEAETTIKO Opyavo
chairman, pdedpog (ouvedpidoswyv, cupBou-
ANiwV K.ATT.)

divisional director, SieuBuvTAG TUAKATOG / TOPET

officer, avwratog uttdAAnAog

deputy, uttodieuBuvTng, avamAnpwTng (dieu-
BuvTnG A TTPGEdPOG)

delegate, avabétw

supervisor, emTnPENTAG, EAEYKTAG

run, dieubuvw

detailed, i pépoug, EexwpioTog
assistant, Bon66¢g

supervise, emMTNPEW, EAEYXW, ETIRBAETTW
branch, umokatdoTnua

district, epipépeia

managerial, 81euBuVTIKOG, BIOIKNTIKOG
perform, dieKTTEPAIIVW

competent, IKavog

take on, avaAappdavw

initiative, TrpwToouAia
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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 :
. Well, 'm very busy, you know. I've gone into business lately.
Michael :

Paul

Paul

Paul

Michael :

Paul
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Michael :

| haven’t seen you for ages, Paul. Tell me about your big news.

That's wonderful. Congratulations! On your own?

No, I've gone into partnership with Bill, a friend of mine.

In which field?

Insurance.

Are you general or limited partners?

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.



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

NogkowhE

w

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.

. Exercises

1. Using the prompts, rewrite the sentences without changing their
meaning.

a. “lI haven’t seen you for ages, Paul”.
Michael told Paul that............ccccceevenene
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b. “I'm very busy, you know”.
Paul told Michael that..............cccocuenee.

c. “I think we have the right combination”.
Paul said that .........cccccoceviiiniiiee

d. “Ilike talking with customers”.
Paul explained that...........cccccoevriennee

e. “I'm thinking of advertising our business”.
Paul said that .........ccccoeviininiiieice

f. “I'd be happy to help in any way | can”.
Michael told Paul that................c..c.....

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..ccoueue

a. into Paul have partnership and gone Bill

.................................................................... O
b. are limited They partners
.................................................................... O
c. makes at Paul feel home customers
.................................................................... O
d. form are Partnerships to easy
.................................................................... 0
e. liability General have partners limited
.................................................................... g

3. How many words can you make using the letters in the word
PARTNERSHIP?

354



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, ouvetaipifopal
insurance, ac@daAeia

broker, peaitng, TpdkTopag

clerk, uttdAAnAog

advertising agency, d1a@NUIOTIKO TTPOKTO-
peio/ypageio

congratulations, ouyxapntpia

field, Topéag

general partner, ouvetaipog TToU €uBUveETal
atrepidpioTa kal “aAAnAéyyua” yia Ta xpén Tng
ETAIPIAG TTOU CUMMETEXEI

limited partner, ouvetaipog Tou €uBUveTal
MEXPI TOU TTOOOU TNG OUVEICPOPAG TOU TNV
ETAIPIO TTOU CUMPMETEXEI

combination, cuvduaouog

background, utrodoun), katdpTion, Treipa
accounting, AoyIOTIKA

customer, TEAATNG

make someone feel at home, kGvw kdrroio

va aloBdveTal oav GTo OTTTI TOU/AVETa
sound, @aivoyal, akoUyopal
advantage, TTA€OVEKTNUO

multiple, TTOAMaTTASG

source, TTNyn

capital, kepdaAaio (XxpnUATIKO)

form, oxnuartidw, oxnuaricopai

last but not least, TeAeuTaio aAAd e&ioou on-
HavTIKO

receive, Traipvw, Aappavw

tax, @opog

benefit, dpelog, euepyETnua
government, kuBépvnon
disadvantage, pelovékTnua
disagree, dlaQwvw

unlimited, atepidpIoTOg

liability, (voy.) euBuvn, utTraImIdTNTA
responsible, utretBuvog

debt, xpéog
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legal responsibilities, vouikég eubuveg poster, dla@nUIOTIKA agicoq, TTOOTEP

concern, agopw billboard, mivakag A Toixog pdavrpag yia ToI-
advertising, dla@rpion, N Téxvn TNG SIaQAUIONG  XOKOAANGN SlagAuIong

suggest, Tpoteivw common use, KoIvi) xprion

mass media (ev. medium), péoa padikng evn-  manager, dieubuvTng

pépwong willing, mp6Bbupog

outdoor advertising, dla@AuIon o€ EEWTEPIKO  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?

Is there a certain time limit for the settlement of the statement of account?

When is the owner of a credit card charged with a certain rate of interest?

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?

bR
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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 ST@ o oo0oTse

2. Complete the following blanks:

Verb Noun
appear
set
............... identification
............... disposal
urge e
............... transaction
............... credit
............... practice
............... entertainment
allow
............... contract
............... charge
............... purchase
cover .
issue e

3. Complete the blanks:

Positive Comparative Superlative
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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 owner has ............... Pay ....cooeeeeene 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, aTtoixeia (TautéTNTAG)

regime, kaBeoTwg, BETPAG enable, TTapéxw Tn duvaToTNTA, “OIEUKOAUVW”
issue, ekdidw urge, wbw, TTapoTPUVW
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transaction, cuvaAhayr), docoAnyia

widely spread, eupéwg diadedouévog
entertainment, diaokédaon

allow, emTpéTw, TTAPEXW TO dIKAIWUA
provide, TTapéxw, TTPoPNBevw

acceptance, aodoxH

exchange, cuvaANdoow, -ouail

debt, xpéog

settle, TakToTrOILW/EEOPAW (AOYapPIOTHO)
instalment, 86on

purchase, ayopd

contract, cupBoAaio, ouupaon

issue, ekdidw

amount to, avépyopai (yia TTood), GUUTTIOGOU-
pai

holder, k&Toxog, KOPIOTAG

register, KOTOYPAPW, KATAXWPICW

voucher, TapaoTaTikd, dikaloAoynTIKO, OeATIO
statement of account, avtiypago Aoyapia-
OPWV

pay off, eEopAw

charge, xpéwon, Xpewvw

interest, T6K0g

revolving, avaveoUuevog auToudTwg
debit, xpewvw

credit, oTWvVW, TTIOTWON

sum, TTooév, apoicua

demand, amaitw

amount, TTooov

withdraw, armooUpw xpriparta, Kavw avaAnyn
in advance, ek Twv TTPOTEPWV
withdrawal, avaAnyn xpnudTwv

in cash, og peTpnTd, TOIG HETPNTOIG
repay, eE0QPAwW

currency, vouioua, xpiua, “peucTo”

at one’s disposal, o d1dBean KAaTOI0U
transferable, yetaiBdoipog

forgery, TTAacToypagia

weakness, aduvapia, TTpoRAnua

avoid, atmopelyw
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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 ... Jo advice
c. danger ..., k. half
d.legal . [. emphasis ........ccccocervrunne.
€. POWEr  oiverieeiiiiieeiens m.use/jus/

f. courage .......cccciiiinn. N.SUME e
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 .........cceeiii jo legal
c.limited k. efficient ...
d.agreement ... I. competent ...
e. meaning(ful) m. responsible ...
f. accurate .. n. advantage .........ccoceeieenne
g.successful ..o 0. regard(ing) .......coooveininnenn.
h.organise ... p. charge ...
5. Fill in the following blanks:
verb noun adjective
CONSUME i
.................................. motivational
.................................. creative
................. extension
................. demonstration
.................................. available
compete e
administrate s e,
................. satisfaction
................. promotion
EXECULE 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. SUPEIVISES  iiiiiiiiinins h.doesaresearch ...
d. directs or controls ................. i. competes (for sth) withsb ................
e. hires someone  .........cceie 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.

365



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) .....coevveenee. 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”.

0. 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 ThaL......c.oiiieee s
b. Are you interested in the field of marketing?
HE @SKEA ME ...ttt raene s
c. Write an application and a curriculum vitae concerning the ad you have chosen.
HE A0VISEU NEI ...t
d. Applications are accepted only from graduates with commercial experience.
The advertisement SAYS thal ..o
e. What kind of departments are there in big companies?
He Wanted t0 KNOW.........cuiiieiiiesie e
f. How must a business be organised?
He aSKed NIM ..o
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. Do these products have any investment value?

HE WONUEBIEU ...ttt ettt e e ettt e e e s et e e e e e e et e e e e e e e enaeees

. Can you think of a product having a commemorative value?

HE @SKEA ME ...ttt reeneeneas
Was there a novelty in the product?

He WaNted t0 KNOW........oiiiiiieeicieic et ennene s
All sales promotions should adhere to the principles of fair competition.

He insists on the fact that ...
The administration of a product must be prompt and efficient.

HE SAIA TtNaAL ...
Advertising has to be both strategically and executionally correct.

HE DEIIEVES thal ...

. Our company has improved since Mr Smith became the new sales manager.

[ LEIECT 1[0 N1 1T | TR PTRR

. Have companies always fully succeeded when they adopt these new technological

methods?
[ LR 0 Lo [T (=T [T

. Is advertising a science that can be accurately measured?

HE ASKEA ThEM ...ttt et e et e et e s st e e s st e e e enees

13. Rewrite the sentences using the new prompts.

a.

b.

He will arrange an appointment for the interview.

FA A o] 010 1101 = 4| ST
You should advertise all the new products.

Al the NEW PrOGUCTS.....c.vieeiieieiciieiteieie ettt
The field of marketing interests him.

The company has offered an attractive salary and good career prospects.

AN ALFACHIVE SAIAIY.......eieiii ettt sreene e
Disciplines like psychology and sociology have recognised marketing.

IMAIKETING .ttt ettt nb e
They believe that marketing is a set of skills which one can learn.

MAIKETING .o

. He purchased the product by mail order.

2 T o100 X ST

. No promoter should abuse the trust of consumers.

The truSt Of CONSUMETS .....cuiieiiiiieiee et
All promoters of products must follow certain principles.
Certain PriNCIPIES ...c..oiiiiei e
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j.  Some of the consumers are expressing justified complaints.

JUSHIfied COMPIAINTS .....ooveiiiieeec e
k. He failed because he hadn't fully explored the prospective competitive climate.

He failed because the prospective competitive climate .........ccocoovvivevereieieiinnnnns
[.  Marketers must understand what motivates the consumer.

Marketers must understand what the CONSUMET ...........cccoeievieieiie i
m. The use of credit cards has changed the attitude of many consumers.

THE AHIEUAE ...t
n. No one can answer your question.

D (T T 0 TN =T 1o o ST S
0. What ought the company to do about the recent failure of its new product?

WRAL QUGN L0 vt raene e
p. You must work for success.

SUCCESS ..ttt ettt ettt ettt sttt s e bt e bt e b et e sb et et eenbe e e R be e anb e e Rt e e be e e nre e e nbeeereas
g. They will send application forms to all the candidates.

APPICALION TOMMS ..ot
r. His rude remarks have greatly upset the head of the department.

The head of the departMeNt ...
s. Anew company is going to take the business over.

TRE DUSINESS ..ot be st reene e
t. Somebody must have taken the documents while | was out.

THE OCUMENLS ...ttt e sttt sreene e

14. Fill in the blanks with the infinitive or the gerund of the words in
capitals at the end of each sentence.

a. lwish ... my congratulations on your success. EXPRESS

b. Please forgive our ................ you. INTERRUPT

Covrrrrneeeenenn a good secretary needs skill, intelligence and concentration. BE

d. Doyoumind my ................. ? SMOKE

€. e money is easier than ................ money. SPEND, EARN

foo a speech for three hours demands a very good preparation. MAKE

g. The manager did not allow us ................. to each other during the meeting.
SPEAK

h. He suggested our ................ on TV. ADVERTISE

i. lregret ... you that we must cancel our order. INFORM

j. The firm guaranteed ................. the goods within ten days. SUPPLY

Ko oo for his turn took him two hours. WAIT

[. I'am considering ................ my job. CHANGE

m. He demanded ................. his money back. GIVE

n. 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@ "o a0o

in the blanks.

Six of us are here but where are ................. ?

We managed to get ................. person into the car.

Some clerks have arrived but where are ................. clerks?

Please take this old stapler away and bring me ................. one.

Many ... had failed to be general managers, but Paul succeeded.
Here is only one file; whereis ................. one?

NO ..o 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

h.

market, restricted market, fringe market, grey market, black
market, free market, market price, marked price, middle or mean
price.

INthe ..o 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 .........ccceeee voviiiiviiiennn,
.................................. 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 oiivvieeeiiieie eeeeneeenn 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.

SQ oo

—

................. 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, ..........cco.... 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.
e the bad weather, she arrived at the office in time.

She was promoted ................. she hadn't asked for it.

It's hard work. l enjoy it .........cccco.. .

18. Fill in the blanks with the missing prepositions.

oo o

@
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[ haven't seenyou ................. ages.
Tellme ..o 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................. purchasethe product..................
mail order?
The code is to be applied ................ the spiritas well 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 ... 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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0. 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.

A e | have your attention, please?

b. Iwonderifl................ use your telephone, please.

C. He oo not come to tomorrow’s meeting, as he’s very busy.

d. You ........ceenee drive on the left in Britain.

e. She ........oooee. type ninety words per minute.

f. He didn't speak very clearly, but | ................. understand what he said.
[0 TR | make a suggestion? Of course you ................. .

ho 1o, get more money for all the work | do.

i We. ... buy any files yet. There are plenty in the drawer.

Jo Do, (not) go to work tomorrow.

Kol posted this letter yesterday, but | forgot.

|. Peterislate. He ................. missed his train.

M. SUE ....covviienne 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 ..., have heard the news. It's been widely spread.

p. Where is Jim? He ................. be in his office. I'm not sure.

(o TR you switch on the light, please?

PR | borrow your dictionary?

Si i 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.

=3
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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 aknowledge 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.



Vocabulary for the ads included in the activities

safe, xpnuaTokIBWTIO

market leader, TpwTOTTOPOG GTNV Ayopd
appoint, TpoocAauBdavw, diopidw

be responsible to, eipal uTtéAoyog o€
maintenance, ouvtipnon, diatpnon

sales literature, d1a@NUICTIKO UAIKO
commercial awareness, euTTopIKA ouveidnon
expand, avamTiooopal

cycle, TodnAato

progressive, TTPOOJEUTIKOG

senior management, yeviki/avwTépa Oll-
Buvon

attend to, TTpooéxw, ePOVTI(Ww
seek-sought-sought, avadnTtw, TPOTIHW
graduate, ammé@oITog

demonstrate, emoeIkvOw

numerate, IKavog oTa paBnuaTikG/utroAoyi-
opoug

literate, IKavog oTn YAwooa

negotiable, diarpayuateloiyog, oulnTACIPOG
benefits package, (Ta) o@éAn, TTAKETO pE OPE-
An.
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Vocabulary
A

abbreviation, ocuvtouoypagia, oUvTunon
ability, IikavoTnTa

abolition, katdpynon

abroad, o1o €EwTepIKO

absolutely, amméAuta

absurdity, To TTapdAoyo, avonaia

abuse, katdypnon, (kakn) €€n, Karayxpwual,
eKPETAAAEUOUQI

academic, (oua., €1M0.) akadNUaAikog, Bewpn-
TIKOG

accept, (ato)déxopal, TTapadExoual, utroypd-
Pw WG atmodéKTnG o€ TPARNXTIKA/ETITaYA
acceptance, ammodoxn

accommodation, diapovr, TTapoxn oTEyng,
KATAAUpPQ

accompany, ouvodelw

account, Aoyaploopog

head of the accounts department, dieBuvTrg
AoyiaTnpiou

open account, avolkTog Aoyaplaouog

take into account, AapBdavw uttéYn, OKETTTO-
Mai

accountant, AoyioTig

accuracy, okpifeia, opbéTNTa

accurate, akpIBng

accurately, akpiBwg

achieve, TTeTUXAIVW, TTPAYUATOTTIOIW, KATOP-
BWVw, ATTOKTW

achievement, emiteuyua

acknowledge, yvwaoToTrolw, yvwpidw
acknowledgement, yvwaToTroinon

act, evepyw

action, dpdon, evépyeia

strong call to action, dueon éviovn TTapo-
Tpuvaon yia dpdan

take immediate action, AapBdavw dueca pé-
TPQ

activity, dpaoTnpioTnTa

promotional activities, evépyeleg TTpowdnong
selling activity, dpacTnpIOTNTO TTWARCEWV
actual, Tpaypatikég
ad/advertisement/advert, ayyeAia, diagripion
ad agency, S1aQNUICTIKN £TAIPIO/TTPAKTOPEIO
adapt to, rpooapudélopal/w o€

adaptable, TTpocapudOINOG, EUTTPOCGPUOCTOG
add, TpoobETw

addict, o eBiopévog

addiction, eBiouog (o€ emBAaBn €€n), Tdon
addition, TTpooBrkn

in addition to, ekTdg aTTd, ETMITTPOOOETWG
additional, emrpooBeTOg

address, d1elBuvon, atreuduvouail

adhere (to) ul0BeTW, eppévw (O€), TTPOOKOA-
Aopai (o€)

adhesive, KOANTIKA oudia

adhesive tape, KOANTIKN Tavia, GEAOTEITT
adjust, puBpilw

administration, dioiknon, diaxeipion
administrative, d10IKNTIKOG, DIAXEIPIOTIKOG
admit, rapadéxopai

adopt, UI0BETW, aKoAOUBW

advance, TTpoxwpw, Kivnon Tpog Ta eUTTPAG,
eCENIEN, TTPOOdOG

cash in advance, TTpoTTANpwWvW

in advance, ek Twv TTPOTEPWV

advanced, TTpoXwpPNUEVOG, TTPONYMEVNG TeE-
XVvoAoyiag

advantage, TTA€OVEKTNMHO, TTPOCOV, OQPEAOG,
OUP@EPOV

take (the) advantage of, emw@eAolpal, dpaT-
TOMAI TNG EUKAIPIOG

advertisement, dia@rpion

classified advertisements, HIKpEG ayyeAieg
advertiser, dl0@NUIOTAG

advertising, dia@nuion, TEXvN TNG OlA@AUI-
ong

advertising agency, 01a@nUICTIKO TTPAKTO-
peio/ypageio

advice, ouuBouAn

advice note, cUUBOUAEUTIKO onuEiwua
advisable, evdedelypyévog, opBdg

advise, oupuBouAelw

we should strongly advise you, 8a cag oup-
BouAeUape/ouvioToloaue 101AITEPT

adviser /-or, cUpBoulog

affect, emdpw, eTnpeddw

against payment, €T TAnpwun, hE TNV €£0-
gAnon

age, 110X

agency, TTIPOKTOPEIO, YPOPEIO, AVTITIPOCWTTEIN
agent, TTPAKTOPAG, QAVTITIPOOWTIOG, HECOAQ-
BNTAG, EKTTPOCWTTOG
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shipping agent, vauTikdg TTpdkTopag
aggressive, eTOeTIKOG

aggressive stance, em0eTikr) Béon / otdon
agreement, cupgwvia, ocuupaon

aid, BonBeia, BonBNTIKG YéoO, BoRdnua

aim, okoTTog, TTPOBEaN, 0TOX0G

aim at, oToxeUw o€, aTTORAETTW O€E

airline, agpotropikr| Taipia

air-way bill, agpo@opTwTIKA

alike, e¢ioou

all but, (dev givai) TiTrotTa GAAO TTapPd, OXEDOV
allow, emTpEéTIW, TTOPEXW TO DIKAIWMA

along with, padi pe

alternative, evaAAakTIKA AUCN, UTTOKATAOTOTO
ambition, @iAodogia

amount, TTooév

amount to, avépyopai (yia TTood), GUUTTOGOU-
pai

ample, eupUxwpog, eupug

analyse, avaAlw

analysis, avaAuon

animate humans, éuyuya évta
announcement, avakoivwon

answer for, euBuvopai / ipal uTtéAoyog (yia)
answer the telephone, ammavtw oT1o TNAéPWVO
answering machine, autéuaTog TNAEPWVNTAG
answerphone, TNAéQWVOo PE auTOPATO TnAE-
pwvntn

anti-social, avTIKoIVWwVIKOG

anxious, avriouxog

be anxious to, avutropovw va

apart from, ekt6g amméd

apathy, amd0eia, adiagopia

apology, ocuyvwpn, ammoAoyia

apparatus, pnxdavnua, CUOKEUN

apparently, TTpo@avwg

appeal, €A¢n, TTPOKANON, ouykKivnon

appear, eygavicopal, Trapouaidldopal
appliance, pnxdavnua, ouokeun

domestic appliance, oIKiakr) CUOKEUR
applicant, uttoyneiog (yia B€on), aITwv
application, aitnon, epapuoyn, xpnon
application form, évrutro aitnong

apply, epapudlw, Iox0w

apply (for), kaGvw aitnon (yia)

appoint, TpooAaupavw, diopilw
appointment, pavtefou (eTrayyeAPaTiko)
make an appointment, kAgivw pavTefol
appraisal, £€TTaIvog, ekTiunon

appreciate, ekTIUW
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approach, TTpocéyyion

appropriate, KatdAAnAog

approval, emdokiyagia

meet with approval, avTigeTwTidw BeTIKA, €TTI-
OOKINAdW

arbitrate, diaitnTelw

arbitration, diaitnoia

refer a dispute to arbitration, TTapaTéuTw pia
dlagopd g diaTnaia

architecture, apxITekTovIKA

area, Treploxn, medio

argue, €TTIXEIPNMATOAOYW, XPNOIUOTIOIW ETTI-
XEIPAPaTa, 1Ioxupidopal, utroaTnEilw (Yvwpn),
aTTOdEIKVUW

argue for, TTapoucIdlw eTIXEIPAPATA UTTEP
argument, emxeipnua

arise, TTPOKUTITW

around, yUpw, oAdyupa

move around, TpIyupidw, TTEPIPEPOUAI
arrange, Kavovidw, SIEUBETW, TAKTOTTOIW, (PPO-
VTidw

arrange for (sb/sth), kavovifw yia (katoiov/
KATI)

arrangement, oup@wvia, pubuion, di1euBéTn-
an, TTPOYPAUUATIONOG, opydvwaon

make arrangements, TTpoypapuaTicw, opya-
VWVW, BIEUBETW, TAKTOTTOIW

arrogant, utrepoTTNG, M€ GAACOVIKA CUMTTEPI-
popa

art gallery, mivako8rkn

article, €idog, pdayua, TTPoidV

artificial, TexvnTog

as far as someone/sth is concerned, 6cov
a@popd o€ KATTOIOV/KATI

as opposed to, avTibeTa pe

as per, oUJQWVa WE, KATA

ashtray, Taodki, oTaxTodoxEio

aside, katd pépog

aspect, @don, TAeupd ({nTANATOG), ATTOWN,
TopEQg

assist, fondbw

assistance, BonBeia

assistant, fon0adg, uttdAAnAog
shop-assistant, TTWANTAG/UTTAAANAOG KOTACTH-
paTog

association, oUvdeopog, évwon

assume, Bewpw dedopévo, UTTOBETW, (TTapa)
oéxopual

assurance, (emm)BeBaiwon

assure, diaBeBalvw, ETIRERAIWVW



at his request, oUp@Wva PE TO «KAAETUE»
TOoU, OTTWG TO {NTNOE

at large, ev yével, yevika

at that very moment, ekeivnv akpiBwg Tn
oTIyun

at the present, autr) Tn oTIyur, TwpaA

at times, YePIKEG QOPEG

at your service, otn 8166eo1 oag

attach, emouvaTITW, ETTIKOAAW

attached, ocuvnuuévog, TToU ETMICUVATITETAI
attack, emTiBepai

attend, TmapakoAoubw (pabAuaTa, SIaAEEEIGS,
K.ATT.)

attend to, TTpooéxw, @POoVTiI(w

attention, Trpoooxn

draw one’s attention, Tpafw Tnv TTpocoxn
KATTOI0U

attitude, 6éon, amown, otdon (wg TPOG TN
)

attraction, TTAeovékTnua, BEAyNTPO
attractive, eAKUOTIKOG

audience, TreAarteia, TO KOIVO, KPOATHPIO
audio-typist, dakTuAoypdpog TTou daKTUAO-
YPa®ei £€yypaga akoUyovTag TO TTEPIEXOUEVO
TOUG aTTO KAoETA

authority, e€ouaia, apxn, dikaiodoaia

state authorities, KpaTIKEG apXEG

automatic ticket machine, autépartn unxavn
¢€kdoong €I0ITNPiwYV

automatically, autéuata

avail myself of, eTweeAoupal

available, d1a0éaipog, eAelBepog

avoid, atropelyw

avoidable, TTou gival duvaTov V' atToeuxOei
await, avapévw, TTEPINEVW

award, amovépw (BpaBeio, diTTAwUQ, K.ATT.),
avTapeiBw

aware, eVAPEPOG

be aware of, gipal yvwaotng/evipepog
awareness, evnuépwan, €Tiyvwaon, ouveidnan
commercial awareness, eUTTOpIKN ouveEidnon
axis, aéovag

B

background, utrodopn, “katdptnon”, Teipa
backstage, 1a TTapackAvia

balance, €€icoppomiw, PEépvw O€ I00pPOTTIQ,
100ppoTTia

balance of payment, 1I6o{Uyio TTANpwUwWV

bale, dépa

ball, kouBdpi, pTTéAa

ball-point pen, oTuAé diapkeiag

ban, amayopelw dia vopou, Katadikadw
bank / banker’s draft, Tparedikn diatayn yia
TANPWHr

banker’s transfer, TpameQikd peTafiBacTiKG
£yypago, Tpatredikn petapifaon (o€ GAAn Tpd-
eda)

banking, Tpatredikég epyaaieg

bargain(ing), ayopaaTIKr] EuKaIpia, CUPQWVIa
ayopatwAnaiag, malopelw, diaTTpaypatelo-
Hai

make a bargain, diamrpayparedopal, Talopelw
based, pe £dpa, TTou BpioKeTal

based on, Baciopévog o€

be based, ToroBeToUpal

be based on, Bagifopal o€

basic, Baoikdg

basis (TTAn®. -es), Bdon

on the basis, pe Bdaon, Bdoer (Tou/Tng)
batch, Taptida

be about to, pdkeiTal va

bear, avtéxw

bear the risk, avaAauBdavw Tnv €ublvn, dia-
KIVOUVEUW

beforehand, ek Twv TTpoTEpwyv

behaviour, ocupTtrepipopd

belief, mioTn, TeoiBNON

general belief, yevikn emoibnon

belong to, avikw o€

bend, Auyilw

benefit, dpehog, kEPdog, euepyEéTnua
benefits package, (Ta o@€An)

beyond, mépa atmo

beyond our control, Trépa a1 Tov €AeyX0 pag
big, peyaiog

the bigger... the narrower, 600 10 peya-
AOG... TOOO TTI0 OTEVOG

bill, Aoyapiaouog

bill of entry, kardotacn dilacapnong (eloa-
YWYNG EUTTOPEUPATWV)

bill of exchange, cuvaAAayparTiki

bill of Lading (B/L, b/l), poptwTtiKA

air-way bill, agpo@opTwTIKA

draw a draft/bill, exdidw emTayA f TPABNKTIKA
term bill, TpaBnkTIkr TTpoBeopiag

billboard, mivakag 1 Toixog pavTpag yia ToI-
XOKOAANGN dla@nuicewv

birth, yévvnon
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biological, BioAoyikog

blackmailer, ekBiaoTAg

blame, katakpivw, YéP@OUal, KATNYOPW
who is to blame? 1o16¢ givail utreBuvog;
016G €ival AgI0G HOPPNAG; TTOIOG PTAIE;
blanket, kouBépTa

board, mivakag

board (of directors), cupBoUAio

notice board, TTivakag avakoIvwoewy

body language, yAwooa Tou cwpaTog

body of the letter, KUpio B€pa €TTIOTOARG
bold, ToAunpdg

book, kAeivw (TrapayyeAia)

book-keeping, kpdtnon/tpnon AoyIoTIKWY BI-
BAiwv

book an order, kAgivw TTapayyeAia

booking, kpdTnon (8€éong, K.AT.)

bore, TrpokaAw TTAREN

boring, Bapetdg, aviapdg

bossy, autapyikog

brain, puaAod, eyké@aiog

brainless, auuaAog

branch, umrokatdoTnua, kKAGdog, TTapapTNUa
brand, pdpka / @ippa (TrpoiévTog)

break, didAsippa

coffee break, diGA&Iupa yIa KOQE
breakdown, ¢nuid,

breakfast, maipvw mTpwIve yelua, TTPWIVO
yeUuua

breath, avdoa, avatvon

bridge, yepupwvw, yépupa

briefly, ev cuvTopia, pe Aiya Adyia

brilliant, Baupdoiog, £EuTTvog, EUQURAG

bring close, pépvw kovTa

broad, gupug

broadcast, ekpwvw, avapeTadidw
broadcaster, ekpwvntig

brochure, (diagnuioTikd) @UAAGDIO, uTTPpoCOUP
broker, peoitng, TpaKTOPAG

budget, TrpolTToAoyIopOg

don’t sell the advertising budget short, un
AutTnBeic Ta £€oda TTpokeIyévou va diapnui-
O€IG Ta TTPOIGVTA OOU

bureaucrat, ypagelokpdtng

bureaucratic, ypa@€elokpaTikog

business, etmixeipnon, euTTopIo, dOUAEIG
business letters, guttopikry aAAnAoypagia
run a business, dieuBuvw, diaxeipifopai, dlol-
KW MIa €TTIXEIPNON

businessman, gmixeipnuaTiag
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busy, amaoxoAnuévog, KateIAnuuévog, Qop-
TWHEVOG

keep sb busy, amaoxoAw kdTrolov

butterfly, TetTahoUda

buzzing sound, BounTd (0TO AKOUGTIKO TnAE-
PwWvou)

by mail order, TaxudpopIKwg

by return, xwpig kaBuoTépnon, apéowg

C

cabinet, viouAdTTI

filing cabinet, vioulaT TOgIVOUNONG UAIKOU/
apxeiou

cable, TnAeypdonua, kKoAwdiakf olvdeon
calculate, utroAoyidw

calendar, nuepoAdyio (emTPaTTECI0/TOIXOU)
call, TnAe@wvw, KaAW, TNAEPWVIKH KAion, €TTI-
OKETTTOMAI

call on (somebody), emokémTopal (KATToI0V)
long distance call, utTTepaaTIKO TNHAEPWVNUO
campaign, dIa@NUICTIKA EKOTPATEIN, KAPTTAVIQ
campaign period, epiodog dIaPNUICTIKAG €K-
oTpaTEiag/KaPTIaviag

cancel, akupwvw

cancellation, akUpwon

cancellation fees, pdéoTiyo akUpwaong (€101-
TNPEIWV K.ATT.)

candidate, uTToywR@Iog

cannily, TTPOOEKTIKG, ETTIQUAAKTIKA

capacity, IkavéTnTta, XwpenTikoTnTa

capital, kepdaAaio (XpnUATIKO)

carbon paper, kaputrév, €1diké xapTi diatro-
TIOPEVO PE XPWHA yia TNV ATTOTUTTIWON QVTI-
ypaowv

card, ETTIOKETTTAPIO, KAPTA, PTTINIETO

care, @POvTidQ, TTEPITTOINON

take, care, @povrilw, TTepITTOIOUUAI

career, Kaplépa

cargo, @oprtio (TTAoiou)

carpet, XaAi

carriage, yetagopda

carriage forward, 6pog TToU Gnyaivel TTWG To
KOOTOG TNG METAPOPAG TTANPWVETAI OTTO TOV
TapaAfTTn. OTaV TO KOOTOG PETAPOPAG TTAN-
PWVETAI aTTO TOV OTTOGTOAEQ, XPNOIUOTTOIOUNE
Tov Opo carriage paid

carrier, JNETAQOPIKO PNETO, HETAPOPEAG

carry, NETaQEPW

carry away, mapacUpw, evlouoialw

carry out, SIEKTTEPQIIVW, EKTEAW



case, TepITITwon, B€ua, KIBWTIO, BAKN

in case, o€ TTEPITITWON TTOU

this is not always the case, autd dev oup-
Baiver ravTote, dev gival TTAvTa ekei TO B/
TPORANUa

cash, petpntd, peuoTd XpAuaA, €LOQGANCN o€
METPNTA

cash in advance, TpoTTAnpwvw

in cash, ToIg peTpnTOIG, OE PETPNTA

casual, Tuxaiog, avetog

catch the reader, TpaBw/eAkUw TO evOIOPE-
pOV TOU avayvwoTn

cause, TTPOKOAW, TTPOEEVW)

cease, OTAUOTW, TTAUW

cell, kUTTOPO

cellphone, yneiaké TnAEpwvo

certain, BéBaiog, aiyoupog

certain amount of training, emapkng ekTai-
deuon/edoknan/katdpTion

certainty, BeBaidTnTa

certificate, moTomoiNTikd

certified, Bewpnuévog, eTTIKUPWHEVOG
chairman, TTp6edpog (ouvedpIdoewy, CUHBOU-
ANiwv, K.ATT.)

chance, gukaipia, “T0xn", CUPTITWON
channel hopping, aAAayr kavaAioU (TnAed-
paONG K.ATT.)

charge, xpewvw, Xpéwaon

charging, xpéwaon

charming, yonTteuTikog

check, eAéyxw, ToekGpw, ETTITAYN

checklist, katdAoyog, AioTa

cheerful, euxdapioTtog

cheque/check, emimayn, To€k, EVTUTIO ETTITOYNG
chief buyer, TTpoioTauevog TTWARTEWY

chief executive, yevikdg d1euBuVTAG

choice, gmAoyn

choose, dIaAéyw, TAEYW

c.i.f. (cost, insurance, freight), 6pog Tmou on-
Maivel 0TI o1 TINEG (METAPOPAG EUTTOPEUUATWV)
oupTrepIAapBAavouy To KOOTOG, TNV ATQAAEIA,
Kal Tov vauAo

circular, eykUKAIOG

circumstance, TTepITITWON, TTEPIOTOCN
claim, amaitw, Ioxupiopal, TOTELW

claim back, agivw, emkaoupai

class, 14¢n

first class, TTpwTNG TAENG, GPIOTOG
classified advertisements, pikpég ayyeAieg
clear, ekteAwvidw

clearing agent, eKTEAWVIOTHG

clerical, uTTaAANAIKOG

clerk, uttdAAnAog, (ypageiou)

post room clerk, uTtdAANAOG uTTEUBUVOG yIa
Tn diavoun aAAnAoypagiag

clever, £Eutrvog

client, TeAGTNG (KUPIWG YPaQEiWY, ETAIPEIWY,
SIKNYOPWYV, OPXITEKTOVWYV K.ATT.)

close, Kovtd

bring close, @épvw kovTa

close down, TTauw va AeiIToupyw

close-knit, otevd ouvdedepévog

closed market, yovotrwAio

closing sentences, TpoTdoeIg yia ETTIAOYO
coach, mouApav

c.0.d. (cash on delivery), e€6¢Anon katd TNV
TTapddoon

code, KWAIKAG

code number, KwdIKOG apIBuog

colleague, ouvadeApog

collect, aipvw, palelw

collectable, oUAekTIKOG

combination, ocuvduaouég

come out, epgavidopal, Byaivw

come straight out with, dnAwvw/papTupw
apéowg

come to the point, “pumaivw” oto Bépa
command, emRAANwW, aTTAITW
commemorative, avapvnoTikog

comment, oxoAio

commentator, oxoAIaoTrg

commerce, EUTTOPIO

chamber of commerce, TexvIkO TTIHEANTAPIO
school of commerce, eutrOpIK OXOAN
commercial, EuTTopIKOG, EUTTOPIKA dIAPrIoN
(oTnVv TNAgdpacn i To padidPwvo)
commercial awareness, €uTropIKfy OUVEIdN-
on/ (eTi) yvwon

commercial course, KUKAOG EUTTOPIKWY Ha-
enuatwv

commercial L/C, evéyyuog (EUTTOPIKA) TTIOTWGON
commission, avaBétw (evTOAR, avTITTPOoW-
Treia), EVTIOAN, TTPOPABEIa (XPNUOTIKN)
commitment, uttoxpéwan, déousucn
commodity, euTrépeupa, TTPOIOY, €idog, ayabd
common sense, KoIvr AoYIKA

common use, KoIvi} Xpnon

communicate, €mMKOIVWVIA, HETABIdW (Mrvu-
pa), TTAnPoQoOpw

communication, mmkoivwvia, diacuvdean
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inter-communication, odoTtnua evdoouvev-
vonong

communications, YETAQOPIKA péoa
communicative, ogIANTIKOG, SIaYXUTIKOG
non-communicative, cuykpatnuévog, un dia-
XUTIKOG

community, KovoTnTa

commuter, (0) TagIdeUwv KABNUEPIVA (TTPOG Kail
atré Tov TOTTO £pyaciag Tou) Je dnUoaIo PEoov
METAPOPAG

company, €Taipia, €1Ixeipnon

daughter company, Buyatpikr eTaipia
parent company, unTpIKN €TaIpia, eEAéyxouoa
eTaIPEIa

stay with the company, (TTapa)uévw (TMoToG)
oTnv eTaipia

compare, OUYKPivw

be compared to, ouykpivopail e
compatible, cupBarédg

compensation, atmo{nuiwon

compete, avraywvifopal, guvaywvifopai
competent, IKavog

competition, cuvaywviopog, aviaywvioPog
competitive, avtaywvioTIKOG, CUVAYWVIOIUOG
competitiveness, aviaywvioTIKOTATA
competitor, aviaywvioTAG

complain, Trapatoviéual

complaint, rapdrtovo

complement, GUUTTANPWVW

complete, TTARpPNG

complete range, TAApPNG o€Ipd, oAOKANpN n
ocipd

completely, evieAwg, ammoAuTa

completion, eKTTARpPwaonN, EKTEAEON
complicated TrepiTrAOKOG

complimentary close, euyeviko KAgioIpO €TTI-
OTOAAG

comprise, aTmoTeAW, aTTapTidw, TTEPIAANBAaVW
computer, NAeKTPOVIKOG UTTOAOYIOTAG
concentrate (on), CUYKEVTPWVW (TNV TTPOCO-
XM MOU) O€, GUYKEVTPWVOUQI

concept, 10éa, guveidnan, avriAnyn
concern, agopw (o€), Béua, utrdéBeon, evdia-
Pépov

as far as someone/something is concerned,
6oov agopd o€ KATTOIOV/KATI

to whom it may concern, yia k&Be evdlage-
POMEVO, TTPOG OTTOIOV aPOopPd

concession, TTapaxwpnon

conclusion, cuptépaopa
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draw a conclusion, By&lw cupTtrépacua
condition, 6pog, ouvBrkn, KATAOTACN

on condition that, ye Tov 6po / Tnv TPoUTTd-
Beon o

conduct, die¢dyw, diaTpayuaTelopal, dlEu-
Buvw

conference, ouvédpio, dIGOKEWN, CUCKEWN
confidence, gumioToolvn, exepUbeia
confident, emreiopévog, BERaiog
confidential, éumaoTog, EUTNIOTEUTIKOG
configuration, diaudépewaon

confine, Aaiglo, 6pio

confirm, emBeaivw

confirmation, (¢m)BeBaiwon

confusing, OuyKeXUPEVOG

congratulations, ouyxapntpia

connection, oUvdeon, ocuvepyaoia

in connection with, oe oxéon pe

consider, JEAETW TTPOCEKTIKA, OKETTTOUOI, ECE-
Talw, Aapavw uTTéWn, Bewpw
considerable, agloonueiwTog, oNUAVTIKOG
considerably, agloonueiwta

considerably overdue, ekTpd0eop0g €W Kal
TTOAU KaIpd

consideration, peAértn, e¢étaon

favourable consideration, euvoikA avTINETW-
mon

take into consideration, AayBdavw utréyn, pe-
AETW

consignee, TTOPOAATITNG

consignment, TrapaAafn, oTTOOTOAr (EMTTO-
PEUNATWY)

consistency, CuvToviIouOG, GUOXETIOPOG, OU-
VETTEIQ

consistent, ouveTtig, 0TaBepdg
consolidation, gymédwon

constitute, amapTifw, aTTOTEAW

Constitution Square, MAateia Zuvtaypatog
construct, kataokeudlw, @TIGXVW, Olapop-
PUVW

consulate, mpogeveio

consultant, cUpBouAog

consumer, KOTOVOAWTAG, ayopaacTrg
consumption, KaTavaAwaon

contact, eagn

contain, TepIExw

container, peydAo KOUTi CUOKEUAOIAG, EUTTO-
PEUMOTOKIBWTIO, KOVTEIVED

contemplate, éxw uttéWn va, OKETTTOAI VO
content, TTepieXOUEVO



continuation sheets, évrutta aAAnAoypagiog
MOVO WE TNV ETTWVUMIa TNG ETTIXEIPNONG 1) TE-
Agiwg AEUKA YIa TIG UTTOAOITTEG (EKTOG TNG TTPW-
TNG) OENIBEG EUTTOPIKWIV ETTIGTOAWV
continuum (1TTAnG. -ua), cuvexng o€Ipd, oUVOxn
contract, cupoAaio

contractor, EpyoAnTITNG, NETAlWY
contradict, avTiAéyw, dlapwvw

contribute, cupBaAw, cuvelIcPEpW
contribution, cuveiopopd, GUUBOAN

control, xeipiopal, XpnoIMOTIOIW, €EAEYXOG,
KOVTPOA

convenience, dveon, BoAR

convenient, BoAIKOG, AVETOG, EUKOAOG
conversation, ourTnon, ouvopiAia

hold a conversation, éxw pia cuATnon
convey, PJeTadidw, EKQPAlw, PavePWVW
convince, Treibw

cooperation, ouvepyaoia

copy, avTiypago

good copy, €MTUXAG aTTOPiuNon

copy paper, AeTrté XapTi (yio avTiypaga Je Tn
XPrion KapuTov)

cordless, acUppuarog

corporate, EVOWHUOTWHEVOG

corporation, cwyarTeio, €Taipia, cUAAOYOG
correct, dlopbwvw, cwaoTdG, CWOTA
correcting fluid, d10pBwTIKG UYPO

correctly, cwoTtd

correlation, cuoXeTiopog

correspond to, eipai 1I06TIHog/avaAoyog pe
correspond with (sb), aAAnAoypagw pe
correspond with (sth), avramokpivoyal O,
gipal oUPPWVOG PE, TAIPIAdW HE
correspondence, aAAnAoypagia
correspondent, TTAPOATITNG UNVUPATOG, OVTa-
TTOKPITAG

correspondent bank, avratrokpitpia TpaTTE(Q
corridor, d1adpouog

corrupt, dIaBpwWVwW, KATAOTPEPW, dlapOEipw
cost, K6oT0G, ££00a

cut the cost, peiwvw 1o KOOTOG, TTEPIKOTITW
Ta £€00Q

cosy, Avetog Kal (e0TOG/PE BaATTWPEN
counsel, cupBouAelw

coupon, KOUTTOVI, OTTOKOPMA

course, Tropeia, €EENIEN, oeipd padBNUATWY
commercial course, KUKAOG EUTTOPIKWVY Ha-
OnudaTwv

courteous, eUYeVIKOG, aBpog

cover, QAKeAOG, TTEPITUAIyUa

create, dnuioupyw, TTapdyw

creation, dnuioupyia

creative, dnNUIOUPYIKOG

creatively, dnuioupyikd

credibility, alomoTia

credit, TTioTwOoN, TOTWVW

credit card, TOTWTIKA KAPTA

credit note, MOTWTIKO ONUEIWPA

crisis (TTANn6. crises), kpion

Crisp, oTmoQacIOTIKOG

criterion (TAn®. criteria), kpiTpio

establish a criterion, opidw/Balw kpiThpIO
critical, KpITIKOG

critical question, kpioIpo epwTNuaA

criticise, KGvw KPITIKA

Cross, oTaupwvw

it crosses one’s mind, TTepva até TO UOAS
KATtrolou

crossed legs, oTaupotodi

crossroad, aTaupodpoul

crowd, TTAR60g

crucial, KpioIPoG, aTTOPACIOTIKOG

currency, Tpéxouca TIuf ouvaAAdyuaTtog/ vo-
Miopartog

currency reference, (ouvaAlaypartikn) oxé-
on VOUIOPATWVY

current, TpExwv, I0XUWV, (ETTIKPOTWY, ETTIKAI-
pog, oUyXpPOVOg

curriculum vitae, Bloypa@iké onueiwpa
customer, TTEAATNG

Customs (House), TeAwveio

Customs broker, eKTeEAWVIOTAG

(customs) clearance, ekTEAwWVIOUOG
(customs) debenture, moToTTOINTIKG £TTAVE-
Saywyng

customs declaration, dNAwWTIKO (EUTTOPEUNA-
Twv), TEAwvelakr dRAwan/dlacdenaon
customs duty, TEAwVEIAKOS BOTUOG
customs entry, (TEAwveIakA) kaTaxwpnon
Customs officer, TeEAwveIaKOG (UTTAAANAOG)
customs tariff, TeAwvelakr daocpoloyikr Ka-
TaTOgN, TEAWVEIOKS dACUOAOYIO

cut, eEAATTVW

be cut off, diakdéTITOPAI (EVW MIAW OTO TNAE-
PwVOo) BI0TI «KOBETAI» N YPOAUMNA

cut down, Trepiopidw, EAATTWVW

cut the cost, peiwvw TO KOOTOG/TTEPIKOTITW
Ta £€¢oda

cutting, KOPudTI
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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 uttooTEl (NI,
KOTEOTPAMUUEVOG

date, pavteffou

fix a date, kAeivw pavTteBouU (TTPOCWTTIKS)
deal, doooAnyia, douAeid

the entire deal, n 6An diampayudTeuon, 10
KUpIo B¢pa

deal with, katatmidvopai, aoxoAoUual Pg, EXw
OXEON PE, EXW VA KAVW HE, dIATNPW ETTAYYEA-
MOTIKEG ETTAPEG PE, DIATTPAYUATEUONAI, IKAVO-
TTOIW, AVTIYETWTTICW

dealer, éutropog, vriAep

debit, xpéog

debt, xpéog

decent, appolwv, KOOUIOG, EUTTPETTAG
decide, ammo@agidw, eTAEyw

decision, amégacn

decision-making, Afjyn amoacewy

make a decision, Taipvw/AapBavw pia atré-
paon

deck, 6po@og Aew@opeiou, KATAGTPWHA
declare, dnAwvw, opifw, KNPUOCTW

decline, ékmTwon, peiwon, TTwon, £60o0é-
vion

decrease, pgiwvoual, HEIWVW

deeply, BaBia

defect, eAdTTWUO

defective, eAaTTwWPATIKOG

defend, utrepaaTridopal, TTPOOTATEUW
defensive, apuvouevog, (0) EUPIOKOPEVOG O€
duuva

define, opilw, kaBopidw

definition, opiouog

degree, Babuoég

delay, kaBuaTépnaon

delegate, avabétw

delicate, kopwog

delicious, gUyeuoTog, vOOTIHOG

deliver, mapadidw

delivery, Tapadoon, diavoun

demand, ¢\Tnon, amaitnon, amarw
demanding, araITnTIKOG
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demonstrate, emdeIKVIW

demonstration, emideign

deny, apvoupal, dev TTapadéxopal
department, TuAua (eTaipiag, KATAOTAPATOG,
K.ATT.), KAGSOG, uttnpeaia

Exploration Department, Tuua Epguviyv
Finance Department, Oikovouikd Tuniua
Head of the Account Department, Aieubu-
VTG AoyioTnpiou

Production Department, Tufua MNapaywyng
Sales Department, TuAua NwARcEwy
departure, avayxwpnon

depend on, e§apTwual amd

deposit, KataBETW xprpaTa, Katadbeon xpnud-
TwV (yia @UAagN A eTTEvouon)

depress, TTpogevw KaTaBAIyn

deprive sb of sth, otepw KaT a1éd KATTOIOV
deputy, utodieuBuvTng, avatAnpwTng (dieu-
BuvTng A TTPGEdPOG)

description, Tepiypagn

deserve, dikalouyal, You agicel

design, oxedIAdw, HEAETW, TIPOYPANHATIONAG,
TTAGVO

despatch/dispatch, amooTéAAw, ATTOOTOAN
destination, Tpoopioudg

detail, AemrTopépeia

detailed, AeTrTopEPNG, ETTINEPOUG, EEXWPIOTOG
determine, TTpoodiopilw, kaBopidw
determined, ammo@aCIOTIKOG

develop, avamtioow, e¢eAicow -opal
development, avaTTuén, e€EAIEN, BeATiwaon
device, yéoov, GUOKEUN, PNXAvNUa

devise, €MVOW, EQPEUPIOKW, AVAKAAUTITW
diagram, didypaupa

dial (a number) oxnuartidw apiBPd oTn ou-
OKEUR TNAEQWVOU, TTaipvw TNAEPWVO
dialling tone, o AX0G TOU TNAEPWVOU TIOU
uTTOONAWVEI OTI N YPAMNA gival eEAeUBepn
dictating machine/dictaphone, unxavnua yia
UTTayOPEUCN KEIPEVWV

dignity, aglompémeia

diploma, trTuyio, ditTAwpa

direct, dueoog, KaTeubuvw, OTPEPW

direct flight, amreuBeiag Trmon

direct mail, dueon dlo@NUICTIKA evnuépwan
pe aAAnAoypagia

direct mail letter, dI0@NUICTIKY EVNUEPWTIKA
€TMIOTOAR

direct marketing, auean diagruion TPoIGVTOG
directly, kateuBeiav



director, dieubuvTrg

divisional director, dieuBuvTig TuAPaTOg/
TOoEQ

directorate, dieUBuvan, dioiknan

directory, katdAoyog, EUPETHPIO

telephone directory, TnAepwVIKOG KaTtdAoyog
disadvantage, pelovékTnua

disagree, dlaQwvw

discharge, amodéopeuon, amaAAayr
discipline, emoTnUOVIKOG KAGDOG, TOPEAS YVW-
ogwv, TreIBapyia

discount, ékTTTwon

discover, avakaAUTITw

discreet, dI0KPITIKOG

discuss, oulntw

disk/disc, diokéta

floppy disk, diokéTa

hard disk, okAnpd6g diokog

resident disk, eowTepikOg/evowpaTwuévog dOi-
OKOG/ETTEEEPYOTTAG

dispenser, Bdaon (yia oehoténtr), doxeio
display, ekBéTw (o€ ekBETEIG TTPOIdVTWY), Oti-
XVW, ETIOEIKVUW

disposal, di6Bean

be at one’s disposal, €ipar otn didbeon Ka-
TTOI0U

dispute, ap@ioBATnon, @IAoviKia

refer a dispute to arbitration, TTapaTéuTTW
Mia dlagpopd o€ diaitnoia

disrepute, Kakr @un, avuTtoAnyia
dissatisfaction, ducapéokeia

dissatisfied, SucapeoTnuévog

distant, yakpivog

distinct, 1810iTEPOG, EUKPIVAG

distribute, diapoipadw, diavéuw
distribution, diavoun

sales and distribution system, cUuoTnua TTw-
Aocwv Kai dlavoung

district, Tepipépeia

disturb, evoxAw

dive, BouTtw

divert, aTTO0TIW TNV TTPOCOXN

division, diaipeon, KOTAUEPIOUOG

do my best, Balw Ta duvatd pou

document, €yypago, VIOKOUUEVTO, TEKUAPIO,
TiTAOG

documentation, (emionua) éyypaga, TeKUN-
piwon Or eyypagou

domestic appliance, oIKiaKr) CUOKEUR
dominate (over), Kuplapxw (o€)

don’t sell the ad budget short, un AutrnBeig
Ta €000 TTPOKEINEVOU VO DIOPNUICEIG TA TTPOI-
6vta ocou

double decker (bus), diwpopo Aewpopeio
doubt, ap@iBoAia

downturn, Kduyn, TTTWON, YEiwon

dozen, dwdekada, vrouliva

draft, TpaBnkTiKA emITAYA

term draft, TpafnkTikr TpoBeopiag
dramatic, eviuTTwolakdg, GUVTAPAKTIKOG
draw upon, Traipvw/atmooTw (TTANPOQOPIEG)
atmmo

drawback, moTpo@n (Katd Tnv eaywyn)) Twv
SOOUWY EI0aYWYNG

drawing pin, mvéla

dream, 6veipo

dress-goods, TpoidvTa évduong

drive, dladpopn Pe auTokKivnTo, 0dNYyW
drugs, VapKwTIKA, @ApuaKka

due to, opeINduEVOG O€

in due time, ev €uBETW XPOVW, OTNV KOTAAAN-
An wpa

it is due to, ogeileTal o€

dull, aviapdg, povéTovog

duplicate, dITTAOG

duty, kabnkov, epyacia, daouog

be on duty, ekteAw utnpeoia

excise duty, 6pog katavaAwaong (yia oivo-
TIVEUPATWON TTOTA Kal TOIyapa)

E

E.E.C. (European Economic Community),
EupwTraikr) Oikovopikr) Koivotnta/E.O.K.
early reply, xwpig kaBuoTépnon/aueon amd-
vTnon

earn, kepdifw

earphone, akouaoTIKO
economic/economical, 0IkovopIKdg
economic good, OIKOVOUIKO OQPENOG/CUN@EPOV
economist, 0IkovouoAdyog

economy, olKovopia

edge, akpn, Auon

give oneself an edge, Ta Byadw Tépa, Bpiokw
Auon/akpn

editorial, ekd0OTIKOG

in editorial form, o€ ekdO0E€IG, € PoPPr| EVTU-
TTOU

educate, evnUEPWVW, HOPPWVW

education, yopewaon

effect, emidpaon, ouvéteia
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in effect, ka1 CUVETTEIQ

effective, amoteAeopaTikdg, amodoTikog
efficiency, amodotikétnTa

efficient, kavog, emapkAg, KaAdg, (oTn dou-
A€1d), TTou S100€TEl TA ATTAITOUEVA TTPOOOVTA,
ATTOTEAEOUATIKOG, OTTODOTIKOG

efficiently, ammodorikd, ikavéd

effort, TpooTéOeia

elastic band, AaoTixaki

elect, ekAéyw

electronic, NAeKTPOVIKOG

electronic mail, nAekTpovikdg TUTTOG (OUVOE-
on e telex, telefax, K.A1.)

elegant, Kopwog, EKAETTTUOUEVOG, KaAaioBNnTOg
element, oToIxEio

eliminate, egaAgipw, TTEpIOPIlW

embrace, aykGNiaopa, TEPITTTUEN, ayKaAIGdw
emphasise, Tovidw 1010ITEPWG, divw éupaocn
employ, epyodoTw, Sivw/TTapéxw epyacia (o€
KATTOI0V)

employee, epyalduevog

empty, adeiog

en/on route, Katd Tnv TTopeia, Kab’ 0ddv
enable, kaBIOTW IKAVO, dIEUKOAUVW, TTaPEXW/
Sivw Tnv duvardtnTa (o¢)

encl./enclosure, €0WKAEIOTO £yypago, Ou-
vnuuévo

enclose, eowkAgiw

end in, kataAfyw o€

endeavour, TTPooTTo0wW

energetic, evepynTikdg, OpacTrpIog
engaged, KaTeIANPPEVOG

engaged in, TTOU OOXOAE(TaI PE

enjoy, atmmoAauBavw

enlarge, eTTekTEIVW

enormous, TepAcTIog

enquiry/inquiry, ATnon TTANPoOPopPIWYV
ensure, empBepaiwvw, eEao@alidw, (d)aogea-
Aidw, diaBepaivw, dlaBefaiwvopal, alyou-
pelw, alyoupelopal

entail, cuvemmayopal, evéxw

entanglement, uTrAégiuo, pTrépdepa

enter, uTaivw o€, €I0EPXOMAI, EYYPAPW, Ka-
Tayxwpidw

enterprise, Tmxeipnon

entertainment, diaokédaon

enthusiasm, evBouciaopog

entire, oAOkANPog, 6Aog

entirely, evreAwg, TEAEiwG

entitle, eouciodoTw, divw ToO diKaiwHa
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entrepreneur, SIAXEIPIOTAG, ETTIXEIPNUATIAG
envelope, @dakeAog

window envelope, @dakeAog pe diagavh PeU-
Bpdvn yia va @aivovtal To 6vopa Kai n diev-
Buvaon Tou TTAPAAARTITN

environment, TTepIBaAAov

episode, €1eI00010

equally, e¢ioou

equipment, e€0TTAIOUOG, £QOdIACUOG, CUOKEUR
erroneous, E0QaAPEVos, A\avBaouévog

error, c@dAua, Adbog

escalator, kuhidpeveg oKAAEg

escorted, opyavwuévog, e utrelBuvo odnyod/
Eevayo

essential, ouo1wdng, oNUAVTIKOG

establish, divw éugaacn, diamoTwvw, oTNEi-
(W, KoBiEpwVw, ETTIBAANW

establish a criterion, opifw/Bd&lw kpITrpIo
established, kaBiepwpévog

well established, kaAd edpaiwpévog, kabie-
PWUEVOG

estimate, uttoAoyifw, EKTINW, UTTOAOYIOUOG
E.U. (European Union), EupwTraiki Koivotn-
Ta/Evwon

evaluation, ekTipnon, agloAdynon

even if, aképa kai av

evidence, amodeIgn, papTupia, oToIxEia
evidently, Trpo@avwg

evil, kakdg, S1aBoAIKdg

evolution, e§¢Nign

evolve, avarmrtiooopal, e¢eAicoopal
exaggerate, utrepBAaAAW

examination, egétaon

on examination, KoTd TNV €¢€taon
excellent, Baupdaoiog, €aIPeTIKOG, APICTOG
exceptional, e§aIpeTIKOG

exchange, ouvaAAayua, avraAlayri, cuvaA-
Aayn, ouvaAAdoow, ouvaAAdooopal
exchange rate, guvoA\ayUaTIKA I0OTIYIA, TIUA
ouvaAAdypaTog

exchange reserves, ouvaAAayuaTIKG aTToB€-
pata

telephone exchange, TnAe@wviké kévtpo
exciting, ouvapTTaoTIKOG

exclusive, atrokA€IOTIKOG

exclusively, aTTOKAEIOTIKA

excursion, ekdpoun

ex-directory number, un katayxwpnuévog api-
HOG TNAE@UVOU

execution, ekTéAeON, TTpayPaTOTIOINGN



executionally, katd Tnv ekTéAeon/diekTTepai-
waon

executive, avwTaTo SIOIKNTIKO OTEAEXOG, EKTE-
AEOTIKOG, EKTEAETTIKO Opyavo

executive secretary, ypaupaTéag avwtaTtou
OI0IKNTIKOU OTEAEXOUG

chief executive, yevikdg dieuBuvVTAG
exhibition, ¢ékBean, emideign

existing, uTTdpxwv

expand, €TTeKTEIVW, ETTEKTEIVOUAI, avaTITUO-
gopal

expanding, avaTTTuooOUEVOG

expect, mMoTelw, VOUilw, TTPOCOOKW, TTEPIYE-
v

expenses, £¢oda

experience, euTreIpia, Teipa

expert, €18I1KOG, €10PWY

expire, AMyw

explicit, cagng

exploit, ekyeTaAAedopal, emweeloupal, agio-
TTOIW

exploration department, TUAUQ EPEUVWV
explore, e¢epeuv, EPEUVWD

export, egaywyn

export trade, e§aywyIkd euTTOPIO

exporter, egaywyéag

express, ekppalw

extension (number) /(line), ecwTEPIKOG aPIO-
MOG/ypappn TNAEQpWVOU

extensive, EKTETAPEVOG, EVTATIKOG

extent, éktaon, péyebog, Babuog

to the same extent, atov idl0 Babud/ékTaon
external data bases, TTnyég dedopEVWV/TTAN-
POPOPIWYV EKTOG TNG UVAKNG TOU UTTOAOYIOTH)
extremely, e¢aIpeTIKA, TTAPQ TTOAU, UTTEPBOAIKG

F

f.a.s. (free alongside ship), 6pog Tou on-
Maiver 6T ol TInéG oupTTEpIANaPBAavouV Ta £€0-
00 METAPOPAG EUTTOPEUPATWV PEXPI TO AIGVI
TTPOEAEUONG, XWPIG TN POPTWON OTO TTAOIO.
fabric, Upaopa

face, TPOOWTTO, AVTILETWTTI(W

facility, eukoAia, dieukdAuvaon, eEutTnpéTnan,
dvean, duvatoTnTa

facsimile/fax, pnxdvnua avaTiTTwoNG Kal Je-
TA00ONG TTAVOUOIOTUTIWY Kal POdIOTNAEPWTO-
YPA®IWY, Gag, TNAEOUOIOTUTTIO

fact, yeyovég, cuppav

factor, Tapdywv

key factor, Baoikég Tapdywyv

fair, dikalog, évriyog

fairly (+ adj./adv.), apkeTd

fairly and squarely, ca@wg Kal Katnyopnua-
TIKWG

faith, eymoToolvn

faithfully, moTd, agooiwpéva

yours faithfully, Me nipr/Yuétepog (yia etmiAo-
YO ETTIOTOAWV)

fall, Té@Tw, peiwvoual

fail into, katavéuopal, aQopw, EPTTITITW

fare, ei01TpI10, vauAog

fascinating, eAKUOTIKOG, YyONTEUTIKOG

fault, o@dApa, eubuvn

favourable consideration, euvoikn avTIgeTw-
mon

fax, TnAeopoloTuTria, TNAEQWTOTUTTIA

feature, TTapouaiddw, Tovidw, XaPAKTNPIOTIKO
highly featured, pe xapakTnpioTiKG uwnAng
TToI6TNTOG

feed, Tpépw

be fed up with, dev avréxw, €ipal pyTTouyTI-
opévog, BapiEual

feedback, TTAnpogopieg

feel, aicBavopai

make someone feel at home, k&dvw kdTToIovV
va aI06aveTal oav OTO OTTITI TOU/GVETa
feeling, ouvaiobnua

female, BnAukog

field, 6¢ua, edio, Topéag

fierce, aypiog, opodpog

figure, @iyoupa, avBpwTrivn yop@r|, cIAOUETA,
EUQAvion

file, pakeAAog Tagivéunong eyypdowy, viooié
filing, apxeioBétnon

final, TeAikdg

finally, TeAika

finance, xpnuatodotw

finance department, Turjua OIKOVOUIKWY
financial, oikovopikdg

financial muscle, oikovouikég Trapdyovrag/
ovTOTNTA, «YEPG» OIKOVOUIKG

financial people, ol epyal6épevol 1O OIKOVO-
MIKG TUAMQ

financing, oikovopuikd 6éuaTta, xpnuaTodoTn-
on (ETTIXEIPAOEWG)

find my way through, Bpiokw dkpn o€

fine, TpdoTIUO

finger, dakTUAO (xEPIOU)

finish, TeAciwpa, @ivipiopa
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firm, eTaipeia, @ipya

first class, TpwTng T4¢NG, dpIOTOG

first-time user, Tpwrtdpng oTn xpnon, Tou
XPNOIUOTIOIEI KATI yIa TTPWTN QOpd

fit, appolw, xwpdw

fit (in), ToupIadw

fit out, e@odIGlw, emMTTAWVW (Ypapeio)

fix a date, kKAeivw pavteBoU (TTPOCWTTIKO)
fixed, KaBopPIOPEVOG, TUYKEKPIPEVOG

flag, onpaia

flexible, eAaoTIKOG, EUEAIKTOG, OXI OTTOAUTOG
flight, rrrion

floppy disk, diokéta

fluency, guxépela (Adyou), euppdadeia
fluently, pe euppddeia, pe dveon (oTnv opiAia)
fluid, uypod

correcting fluid, 510p0wTIKS uypo

f.o.b (free on board), 6pog TTou onuaiver OTI
ol TIHEG oUNTTEPIAONBAVOUV TO KOOTOG KAl TO
£6000 METAPOPAG TWV EUTTOPEUPATWV PEXPI KOl
N @OPTWOT| TOUG OTO AIAvI TIPOEAEUONG
focal, onuavtikdg, 0TIOKOG

focus, eoTiddw/ouykevipwvw (CUVABWG TNV
TPOoOXN)

fold, dimAwvw

folded arms, otaupwpéva xépia

follow, akoAouBw

be followed up, akoAouBoUpai

following, TTapakdTw, KATWTEPW

foolishly, avénta

for instance, yia TTapddelyua

forbid, amayopelw

force, duvaun, duvauikod, 10XUG

forecasting, TTpOBAewn

forgery, TThacToypagia

form, T1poTOG, PECOV, YoP®R, TUTTOG, POPUA,
EVTUTTO, OXNMaTi{w, oxnuariopal
application form, évrutro aitnong

in editorial form, oe ekddoeIg, g€ POPYPN
evTUTTOoU

in the form of, ye Tn popen (Tou)

format, (yevikd) oxédio, oxnua

formalities, diatutrwoelg

forming, oxnuatiopog

formula, T0TTOG, CUVTAYN, POPUOUAT
forthcoming, peAAovTIKOG

forward, TrpowBw

fountain pen, oTuAd peAavng

frank, €INKpIVAG

fraternity, opydvwon, cwyaTeio
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marketing fraternity, cwpareio/opydvwon eTri-
XEIPNUATIWV

freedom, eAeuBepia

freight, vauAog

freighter, optnyd 1mAoI0, VAUAWTAG/ETTIXEIPN-
paTiag @opTnywy TTACIWV

frequency, ocuxvotnTa

frontier, cUvopo

fuel oil, uypd kauocipya

fulfil/fulfill, ekTTAnpwvVwW

full, TARpPNg
full board, TTARpng diaTpo®r| (o€ evodoxeia
K.ATT.)

full range, TARPNG ocIpd

function, Aeitoupyia, AeItoupyw, epyadopal
functional, AeItoupyIkdg, XpAOINOG

funny, aoTeiog

furnished, emmAwpévog

furniture, emiTAwon, Ta EmMITTAQ

further, Tepaimépw, Tapatdvw, €TTi TTAéOV

further details, TTEpIO0OTEPEG AETITOPEPEIEG
furthermore, emiTAéov

G

gadget, unxavikd emvonua, HapagETI

gain, TTaipvw, aTToKTW, KEPDI(W

game, TTaixVvidl

gap, xdopa

gather, cUANEYw, CUYKEVTPWVW

general, yevikog

general belief, yevikn emoibnon

general partner, ouvetaipog TToU €uBUvETal
QTTEPIOPIOTA KAl «OAANAEyyUO» yio Ta Xpén
TNG ETAIPIOG TTOU CUMPMETEXEI

generation, yevia

get across the truth, «mepvw»/peTadidow Tnv
aAABela/To pAvuPa

get in touch with, épyxoual o€ eTTaQn pe, €T-
KOIVWVW HE

get on (well) with someone, Ta TTw KaAd
JE KATTOIOV

get satisfaction, ikavotroioUpail, Yévw IKavo-
TTOINUEVOG/EUXAPIOTNMEVOG

get used to (sth), ouvnBidw (k1)

give a break, xapifw/mapéxw/divw éva d1d-
Aeippa

give ground, divw agopun/aitia/AaBn

give sb a lift, Taipvw KaTTOI0V OTO QUTOKIVNTO
Mou yia va Tov TTdw KAtou



give myself an edge, Ta Byddw Tépa, Bpiokw
akpn

glad, euxapiotnuévog

glance, BAéupa, pamid

at a glance, pe pia paté

globe, yn, udpdyeiog

gloomy, peAayxoAiKog, okuBpwTTdg

go across, diooyidw

go into partnership, ouvetaipifopal

go through, TTepvw, avTIPETWTTICW

go to the trouble of, ymraivw oTov K6TTO VO
go up, avépxopal, augavw

golden, xpuodg (e1m6.)

good, KaAGg

be good at, eipal KaAdg o€ (KATI)

good order, kaAn didTagn

good-looking, epgavioipyog

goods, TTpoiévTa, EUTTOPEUNATA, EUTTOPEUNA,
ayabd

goSSip, KOUTOOUTTOAEUW

government, kuBépvnon

gradually, otadiakd

graduate, amo@OITOG

grant, TTapéxw, Xopnyw, IKAVOTTOIW
graphics, ypa@IkéG TTapaoTATEIG
grateful, euyvwpwv

greenness, BAGoTnON

greeting, TTPOCQWVNON ETTIOTOANG
grossly, xovopoeIdwg, KATaPWPa
growth, avamTugn, aldgnon

new growth, veoavamtuooduevog
grumble, yepyiyoipia, TTapdTmovo, ykpivia
guarantee, gyyunorn, eyyuwpai

guard, @poupdg, OKOTTOG

guide, eAéyxw, kaBodnyw

guided tour, TrepiIynon pe ouvodo
guideline, kaBodrynon

H

habit, ouvnBeia

half board, nuidiatpogn (o€ evodoyeia K.ATT.)
handle, xeipiCopal, SIEKTTEPAIVW, EAEYXW
handling, xeipiopog, xpAon, dieKTTEpaiwaon
hang, Kpepw

hang up, kAgivw (TnNA. ypapun)

hardly, petd Biag, oxeddv kabBoAou
hardware, UAIKO, oUvoAo unxavnuatwy H/Y
hat-stand, kpepdoTpa yia KatréAa

hate, piow, atrexBavoual

have a dramatic effect, £xw «poBepr» emidpaon
have in mind, éxw katd vou, AapBdavw utréyn
head of the accounts department, dieuBu-
VTG AoyloTnpiou

headed notepaper, £vTuTto pe TNV TQUTOTNTA
NG TQIPiag

heading, emwvupia kai dieuBuvon/TautdTnTa
eTAIPIAg

letter-heading, évrutro aAAnAoypa@iag pe TRV
TAUTOTNTA TNG ETTIXEIPNONG YIOQ TNV TTPWTN O€-
ANida EUTTOPIKWV ETTIOTOAWV

health, vyeia

hear from (someone), éxw véa amré (KATolov)
hedgehog, okavt{dxoipog

hero, Apwag

hidden, kpuppévog

high, wnAdg, upnAou emmTédou

high-quality, e¢aipeTikij TTO16TNTA
high-ranking, pe upnA6 Babuo/6éon

high tech pitch, texvohoyia ugwnAoU emimé-
dou

highlight, emAéyw, Tovidw, divw £éugpacn o€
highly, oAU, o€ uwnAo6 Babud

highly featured, pe xapokTnEIOTIKG UWNANG
TTo16TNTAG

hint, utTraiviooopai, uTrovow

hire (someone), TpocAapufavw (katoiov) yia
OUYKEKPIYEVO XPOVO 1 €pyo

for hire, eAeUBepog (yia Tagi)

history, (10) 10TOpIKS, I0TOpPIA

hold, kpatw

be held, AapBdavw xwpa, yivouai, diggdyoual
hold a conversation, éxw ourtnon, oulnTw
hold a meeting, cuykaAw ouvéleuon

hold on, Tepipévw, avapévw OTO OKOUOTIKO
holder, k&Toxog, KOPIOTAG

hole, TpUTTa

hole punch, diaTpnTIKG pnxavnua

home repair, €TTIOKEUR OTO OTTITI

home trade, gyxwplo eutTOpIO

honest, évripog

honorably, Tipia, évripa

hour, wpa

irregular hours, akavévioTo wpapio

peak hours, wpeg aixung

the hours are long, o1 wpeg gival TTOAAEG
huge, TepdaTiog

humiliating, TommeIvWTIKOG, EEEUTEAIOTIKOG
hurry, Bidloual, oTTEUdW
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idea, 10¢a

identical, 6uolog, idlog

identification, aToixeia TautéTNTOG

letter of identification, €TTiIoTOA TTOU €TTIRE-
Baiwvel TNV TOUTOTATA KAI TV UTTOYPO®H Ka-
TOXOU TTIOTWTIKNG KAPTAG

identity, TautéTnTa

ignore, ayvow

illegal, TTapavopog

illicit, Tapavouog

illustration, eikovoypdgnon

imagine, gavtaloual

immediate, dueoog, xwpic kabuoTépnan, ypn-
YOpog

immediately, auéowg, xwpig kabuoTépnon
immutable, apeTdBAnTOG, OTABEPOG

impact, cuvETTela, aTTOTEAEOUA, QVTIKTUTTOG
imperfection, atéAsia

implementation, TTpaKTIKr) €QapuoyN
imponderable, aoTdBunTog

import, eilcaywyr| (EuTTOPEUPATOG)

import quotas, TTOCOOTWOEIG/OPOPES EIoAYW-
yig

importer, eiIcaywyéag

importance, omroudaIdTNTA

impose, empBaAw

imposing, emBANTIKOG

impress, eviuTTwaolddw, eTTnNPealw

improve, BeATiOVW

improvement, BeAtiwon

in advance, ek Twv TTPOTEPWV

in case, o€ TTEPITITWON TTOU

in due course, gv eUBETW XPOVW, OTAV £pBEI N
wpa, aTov KatdAAnAo xpévo

in editorial form, oe ekddoelg, o€ POPYN
evTUTIOU

in effect, katd ouvémeia

in my opinion, KaT& TN yVWWn Jou

in no time, auéowg, og xpOvo Pndév

in part, v yépel

in question, o utté culATNON, 0 £V AdYyW

in return of, oe avramédoon

in spite of, Tapd, Tapd 10 yEYOvoOg OTI

in the form of, ye Tn popen (Tou)

in the queue, oTnv oupd, oTn O€IPd
inanimate, dyuyog

inappropriate, akatdAAnAog

incentive, kivntpo

include, (cup)mepIAapBavw
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income, €1060nua, OIKOVOUIKG (0Ua.)
incoming post, iogpxopeva (Eyypaga, €TTI-
OTOAEG, K.ATT.)

inconvenience, avaoTaTwaon, olyxuon, evo-
xAnon, eacapia, PeAdg

increase, augavw, augavopai

indecision, avatro@aacioTIkOTNTA, dICTAYUOG
indicate, dnAwvw, deixvw

indicator, amodeIKTIKO OTOIXEiO, EvOEIgn
individual, aTopo, aTopIKOG, EEXWPIOTOG
industrial, Blopnxavikdg

industry, Biopnxavia

inexhaustible, ave¢avrAntog

inexpensive, pe xapunASd K6GTOG, Un datravnpog
inferior, katwTEPOG

inflation, TTAnBwpIoP6g

influence, eTnpeddw, emppon, emidpacn
inform, TTAnpogpopw

information, TTAnpo@opia, TTANpogopieg
required information, amaitolpeveg/nToupe-
VEG TTANPOPOPIES

initial, apyik6g

initiative, rpwTtoBouAia

injury, TpaupaTIouoG, BAGRN

ink, geAavn/-vi

innovate, KAIVOTOUW, VEWTEPICW

innovation, kaivoTopia, VEWTEPIOPOG
innumerable, avapibunTog, apéTpnTog

input, €i0050¢ TTANPOPOPIWV GTOV UTTOAOYICTH
inquiry/enquiry, ¢ntnon TANPoQopILV
insecurity, avao@aAeia

insert, eic@yw, evOETw

insist (on), emuévw (o€)

inspect, eAéyxw, €MOEwWPW

instalment, déon

instant, Tapwv/Tpéxwy (MAVAG, XPOVOG, K.ATT.)
instead of, avti yia

instruct, (kaB)odnyw, divw odnyieg
instruction, odnyia

instrument, £yypago, 6pyavo

insurance, ac@AaAeia

insurance policy, ac@aAioTpIio, aoPAAIOTI-
KO oUMBOAalo

integrate, evOwPaTWVW, EVOTTOIW
intelligence, e¢utrvada, vonuoouvn
intelligent, eugung, £EuTTvoG, KAAAIEPYNUEVOG
interact, aAAnAOETIOPW

inter-com (inter-communication), cuoTnua
€vOOOUVEVVONONG, ECWTEPIKO TNAEPWVIKO GU-
OTNHA ETTIKOIVWVIAG PETAEU TUNUATWY OTO id10
KTipI0, EVOOETTIKOIVWVIQ



interest, (10) evdlagépov, TOKOG

be of interest to (sb.), Tapouoiddw evdiapé-
POV yIa KATTOIoV

take a keen interest in sth., deixvw peydho
EVOIAPEPOV VIO KATI

interested, evdio@epOuEVOG

interference, avaueign, eméupaon
intermediary, yeoa{wv/evdiGueECOG, HETITNG
intermediate, peodlwv, evoIGuECOG
international, d1€BvAg

interview, pavteBouU yia ouvévteugn, Traipvw
OUVEVTEUEN

interviewer, autdg TTOU TTaipveEl CUVEVTEUEN
in-tray, BrAKn yia eiIgepxoueva (£yypaga)
introduce, ocuoTAvw, €I0ayw

introduction, eicaywyn, kaBiépwaon, xpron
invade, €I0BaAw, TTapaBiadw

invalidate, akupwvw

invariably, ouvexwg, oTaBepd

invest in, erevdliw

investment, emévouon

invincible, afTTNTOC, OKATAViIKNTOG

invoice, TIHOAGYIO

involve, cuptrepIAapBavw

be involved, éxw oxéon

be involved in/with, aoxoAoUpai ye
involvement, avauign

iron out, e€opaAUVW, €TTIAUW, eCOAEIPW
irregularity, avwpuaAia

irrevocable, avékkAnTog, opIOTIKOG, AUETAKAN-
TOG

irrevocable letter of credit, avékkAnTn yyun-
TIKA/TTIOTWTIKI] ETTIOTOAR

irritate, ekveupidw

irritating, ekveupIoTIKOG

issue, £€kdoan, ekdidw

issuing office, ypageio diektepaiwong

item, €id0g, KOUUATI, TTIPAYHA

J

job, emayyeAua, douAeid

apply for a job, kGvw aitTnon yia (va TTpocAn-
®Ow) oe douAeId

join, CUPMETEXW, Yivopal OTEAEXOG, GUUTTPAT-
Tw, ouvepyadlopal

join someone, ouvodelw KATTOIoV
journalist, dnuoaoioypdpog

journey, Tagidl

judge, kpivw

junior, vedTepog

justify, aivopal avtégiog, dikalwvw, dIKAIOAOYW

K

keen, ogUg, eCaIpeTIKAG onuaaiag

be keen on/to, pou apéael KATI, BEAW KATI TTAPQ
TTOAU

take a keen interest in sth., deixvw peydio
eVOIOQEPOV YIa KATI

keep, puAdoow, KPATW, dIATNPW

keep (+ing), ouveyilw, e¢akoAoubBw

keep in mind, AapBdavw uttown, £€xw Katd vou,
Bupdual

keep in touch, épxopal o€ eTTaQr, ETTIKOIVWVW
keep off, kpaTiéual pakpud

keep sb busy, amaoyoAw kdrmoiov

keep something in one side, Badw/kpaTw
KGTI OoTNV AKpn

key, AUon, KA&Idi, TTAAKTPO

key factor, Baoikdg TTapdywv

key supplier, onuavTikdg TTPouNBeUTHG

key tasks, onuavTikég epyaaieg, KUpia Kabn-
KovTa

keyboard, TTANKTpOAOYIO

kill, kaTooTPEPW, OKOTWVW

kilt, okwTo€Qikn @ouoTa

kind, euyevikdg, €idog

kiosk, ki6oki, TrEpITITEPO

knock at, kTuttw (1TT6pTA)

knock off, oxoAdw (a6 Tn douAcid), TEAEIW-
VW TNV £pyaoia TG nuépag

knowledge, yvwaon, yvwoeig
knowledgeable, yvwoTng, evruepog, TTAnpo-
PopnpEVOG

L

labour, k610G, £pyaaia

lack, éAelyn

language, yA\wooa

body language, yAwooa Tou cwuaTog
laser printing, ekTUTTWON pe (akTiveg) A&Iep
last, diapkw, TeEAeuTaiOg

last but not least, TeAcutaio aAAG e&ioou on-
HavTIKO

lasting, diapkng

law, vopog, apxn, kavovag

lawful, véuipog

leader, apyxnyog, odnyog

market leader, TTpwTOTTOPOG OTNV ayopd
lead to, odnyw o€

least, eAdxioTOg
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legal, vépipog, Bepitég

legal responsibilities, vopikég euBuveg
legality, vopipétnTa

legistation, vopoBeaia

length, pAkog, péyebog

let one know, yvwoToTrolw o€ KATTOI0V, €vn-
MEPWVW KATTOIOV

letter, ypdppa, emoToAR

letter-heading, évrutto aAAnAoypa@iag pe Tnv
TAUTOTNTA TNG ETTIXEIPNONG YIO TNV TTPWTN O€-
Aida EUTTOPIKWYV ETTIOTOAWV

letter of credit (L/c, LC.), mioTwon, ToTwTI-
KA €TTIOTOAR

body of the letter, kUplo Bépa €TTIOTOANG
business letter, eptropikr) aAAnAoypagia/eTTi-
OTOAR

direct mail letter, dla@NUIOTIKA evNUEPWTIKA
ETTIOTOAN

level, emiredo, oTAOUN, PACN

liability, euBdvn (vop.), uTraITIOTATA

library, BiBAI0BNKN (cuAhoyr] BIBAiwY, dwuE-
TI0 BIBAIOBAKNG)

licence, Gdeia

licensee, 0 kATOX0G GdEIOG, VOUINOG EKTTPO-
oWTTog

lie, Bpiokopai

lifestyle, Tp61TOG (WG

lifetime, didpkeia (wng, {wn

lift, aveAKuoTAPOG, 0oAVOEP, ONKWVW

give sb a lift, TTaipvw KATTOIOV PE TO AUTOKI-
vNnTO Jou

light, ewg, eAappug

well-lighted (well-lit), e KOAO QwWTIOUO
likelihood, mBavoTnTa

likely, mBavov, meavwg

limit, 6pio

limitation, Treplopiopog

limited, TTepiopiopévog

limited partner, cuvetaipog TTou euBUVETQI PE-
XP! TOU TT000U TNG GUVEICPOPAG TOU OTNV £TAI-
pia TTOU CUMHETEXEI

line, ypaupn, o€ipd EUTTOPEUNATWY

be on line, TepIpévw o€ TNAEQPWVIKN YPAUUNA
(va pIAjow o€ KaTTolov)

on the right lines, ota cwoTtd mAaiola, pe
owaoTé apIBUd apddwy

opening lines, ypapuég TTpoAdyou/apxAg ETTI-
OTOAAG

product line, o€ipd opoiwv EUTTOPEUNATWYV
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subject line, Béua, ypauun Béuatog (o€ €TTI-
OTOAEG K.ATT.)

link, ouvdéw

list, kat@Aoyog, avaypdew Tiun o€ TIHOAGYIO,
XPEWVW, KaTaypdew/eyypapw o€ KaTdoTaon
price list, TipokardAoyog

literate, eyypduuarog, Ikavég atn yAwooao
literature, évrutra (SI0@NMUIOTIKA K.ATT.)

sales literature, d10QNICTIKO UAIKO

lively, {wvTavog

load, Tpo@OdOTW, POPTWVW

loading, @opTwon

local, TomiK6g, eyxwplog

locate, evroTidw, emonuaivw, £EakpIBWVW
location, TomroBeaia, Trepioxn

logic, Aoyikr, OKETTTIKO, TPOTTOG OKEWNG
long-term, pakpoTpéBeapog

loo, TouaAéTa (aTroxwpnTAPIO)

look for, wayvw, ¢nTw

look forward to, Tepiyévw avutrdpova, TTpo-
OPéVW, TTPOCDOKW

look into, €geTddw

look into the matter, peAeTw/egeTdlw 10 BEPQ
look through, &e@uAAilw, waxvw (o€ BIBAIO)
look up, wayvw (o€ €UPETNPIO, AEEIKO, K.ATT.)
loss, amwAeia

loud speaker, nxeio, peydewvo

low, XaunAdg, piIkpog

loyal, TToT6g

loyalty, epymmoToouvn

luck, TUxn

lucky, Tuxepog

lucky you, TToAU TuxepOG €ioal..., TUXEPAKIA...
luggage, amookeuég

lush, opyIaoTIKOG, TTAOUGIOG

machine, pnxdvnua, unxavr, CUCKEUN
automatic ticket machine, autépatn ynxavi
£€kdOONG €10ITNPIWV

machinery, ynxavrpata

madam, KkUpia (XPNOIUOTIOIOUME TNV TTPO-
opwvnon «Dear Madam» avegdptnta av
TIPOKEITAI VIO KUPIEG 1) OETTTOIVIOEG, EKTOG Qv
QVOAPEPOULE KAl TO ETTWVUHO OTTOTE YPAPOUUE
“Dear Miss/Mrs+Surname”)

mail, €mmoToAn, Taxudpopeio, UAIKG yia Taxu-
dpounon

by mail, Taxudpouikwg



direct mail letter, dla@NUIOTIKA evNUEPWTIKA
ETTIOTOAN

mainframe, peydAa UTTOAOYIOTIKG CUCTAUATO
mainly, Kupiwg

maintain, empuévw, 1IoxUpidopal, diatnpw, ou-
vTNpWw

maintenance, ouvTripnon, diatpnon

major, onPavTikog, oTroudaiog

make, yivouai, kdvw

be made up, oTeAexwvopal, guykpoToUpual,
artroteAoUpual

make a decision, Taipvw/AapBdavw pia atré-
paon

make a hit with, éxw eviuTrwaolakn emTuxia,
KAvVW TTaTayo

make a mistake, kaGvw AdBog

make an appointment, kAeivw pavTefol
make known, yvwoToTIoIw, KaBIoTW yvwoTo
make my way to, KaTeubuvopual TTpog

make plans, kavw ox£dia, TTpoypappaTicw
make someone feel at home, kdvw kaTTolov
va al08AveTal oav OTO OTTITI TOU/QVETA

make sure, olyoupelw, e€ac@aAidw

make the arrangements, mpoypauparidw,
opyavwvw, SIEUBETW, TAKTOTTOIW

make the most of sth., ekpeTaAAetopar oTo
ETTaKPOV/600 KaAUTEPa PTTOPW (KATI)
manageable, elxpnoTog, EUKOAOG
management, dieUBuvan, diaxeipion, dioiknon
product management, diaxgipion TpoiévTog
senior management, yeviki/avwrépa digl-
Buvaon

manager, dIeubuvTrg

marketing manager, dIEUBUVTAG HAPKETIVYK
office manager, TTPOIOTAPEVOG YpAPEIOU
personnel manager, dieUBUVTAG TTPOCWTTIKOU
sales manager, 81EUBUVTAG TTWARCEWY
managerial, d1euBuVTIKOG, BIOIKNTIKOG
Managing Director, "evikog AleubuvTég
manipulate, xeipiopal

manner, TpOTT0G (CUUTTEPIPOPAS)
manufacture, Topdyw, KAaTaoKeUA{W (Bloun-
XAVIKG TTPOIOVTQ)

manufacturer, KATaOKEUAOTAG, BIOUAXAVOG
mark, poapkdpw, onuadelw, ypdew onueia/
onuadia

market, ayopd, eutropgUopal

market leader, TTpwTOTTOPOG OTNV ayopd
market price, ayopaia TIuA, TPEXOUOO TIUN

EUTTOPEUPATOG

black market, yatpn ayopd

fringe market, ayopd mTpoiovTwv
OuUOKEUaaiag

grey market, utreptiunon, avatipnon

open market, eAeUBepn ayopd

marketability, kKaTaAANASGTNTQ TTPOIGVTOG YIa va
KUKAOQOPATEl 0TV ayopd

marketable, eutropeloIyog, KatdAAnAog TTPog
TTWANoN

marketer, emyeipnuariag, EUTTOPOG
marketing, TEXVIKI EUTTOPIOG, EUTTOPIKA OUVOA-
Aayn, JapkeTIvyk, diadikaaia Tng Tpowenong
TwV ayabwv oTnv ayopd

marketing director, d1EUBUVTHG HAPKETIVYK
marketing fraternity, cwpateio/opydvwon eTmi-
XEIPNHATIV

marketing jobs, euTTopIKEG Epyaaieg
marketing manager, d1euBuVTAG HAPKETIVYK
marketing tool, yéoov/6pyavo PAPKETIVYK, Hé-
ooV TTPOCEAKUCNG (TOU TTEAGTN) OTO EUTTOPIO
direct marketing, auean diagruion TPOIGVTOG
telephone marketing, mpowOnon/diagnuion
TTPOIOVTOG HETW TNAEPWVOU

marks and numbers, onueia kai apiBuoi (TTou
avaypd@ovtal o€ KIBWTIa CUOKEUaaiag) avTi
OAOKANPNG TNG ETTWVUNIOG PIag ETAIPIag

mass media, péoa Jadikng evnuéPwong
master, KATEXW, YVWPIdw TEAEIQ

it is mastered, €xel katavonBei TéAgia, cival
OPYAVWHEVO TEAEID

material, UNIkO

raw material, TTpwTEG UAEG, AKOTEPYATTO UAIKO
matter, 6€ua, {ATNUO

look into the matter, peAeTw/egeTddw 10 BEPQ
no matter how, avegdptnTa a1mod, AoXETA PE
subject matter, Kupiwg Béua

mature, TOAIOG, YVWOTOG, WPIPOG, TTOU EXEl
ETMKPATATEI

mean to, oKoTTelw va, oKEPTOUAI vVa
meaningless, xwpig Tepiexduevo/vonua
means, yéoov

meanwhile, 1o peTagU

measure, HETPW, UTTOAOYI(Ww

mechanism, pnxaviopég

media (evik. medium), yéoa (evnuépwong)
media bookings, KaTaxwproeig ota Péoa
EVNUEPWONG, KKPOATAOEIS» YIa dIAQAMION OTa
péoa evnuépwaong
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medicine, 10TpIKA

meet with approval, avTigeTwTTiCw BETIKA, €TTI-
OOKINGdW

memo/memorandum (plur. -da), utrevbupn-
TIKO ONUEIWHA, UTTOUVNHO

memorable, agéxaoTog, agioyvnuoveuTog
memorial, gyvnueio

memorise, aTouvnUovelw

memory, UvAun

mention, onUEIWVW, avaPEpPw
merchandiser, euTTOpeUOUEVOG EUTTOPOG
merely, arAwg, pévo

message, Jrfvupa

personal message form, évTuTio yia TTpoow-
TTKEG ONMEIWOEIG, ONUEIWUA

take a message, kpatw/maipvw urivupal/ on-
Meiwpa

meticulous, oxoAaoTIKOG, AeTITOAOYOG
micro/microcomputer, JIKPOUTTOAOYIOTAG
mind, voug, okéyn

have/keep in mind, £€xw kaTd vou, AapBdavw
uTToWYn, Bupdual

it crosses one’s mind, Tepva aTTé TO HUOAS
KATTOI0U

minefield, vapkotrédio

ministry, utroupyeio

misinform, TTapatAnPo@opw, TTAPATTIAAVW
mislead, e€amraTw, TTOPATTAAVW

miss something, pgou diapeUyel KATI
mistake, AdBog

make a mistake, kGvw AdBog

mix, Peiypa, ouvduaoudg

be mixed, avakatetopal, ptrepdevopail
modern, oUyXpovog, HOVTEPVOG

modest, ATTIOG, YHETPIOTTABNAG

moment, oTIiyuA

at that very moment, exeivn akpIwg Tn oTiyun
monitor, 6pyavo TTaPaKoAOUBNONG Kal EAEY-
XOU, JovITop, 086vn, xelpifopal, EAEyxw 1 TTa-
pakoAouBw (AeiToupyia pnxavApatog ae 086-
vn), emeAoUpal

monthly, ynviaiog, unviaia

more or less, Tavw-kAaTw, TTEPITIOU, KATE TO
MAAAoV 1) ATTOV

motivate, TTapaKIvw, KIVNTOTToIW, divw £vauoua
motivational research, £épeuva KivATpwv (yIa
TNV ayopd TTPoidvTog)

move, Kivhon
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move around, TpIyupidw, TTEpIPEPOUal
multiple, TTOAQTTAGG, TTOAMWY €18WV
mutual, apoiBaiog

myth, po6og

N
naive, aQeAng
NPD (new product development), avamrtugn
KaIvoUpyIou TTPoidvTog
nature, @uon
necessary, avaykaiog, amapaitnTog
negatively, apvnTik&
negotiable, diampaypateloiyog, culnTrOINOG
negotiate, diapayuaTeloual
net, kaBapdg (yia BAPog Kai TIWEG), AUIYAG
network, dikTuo
be networked, armoteAw dikTuo, cuvdEopai
networking, dikTuo emegepyaaiag
new growth, veoavaTITUGOONEVOG
newsagent, TTPAKTOPOG EPNUEPIdWV
no matter how, ave€dptnta ammo, doxeTa pe
no wonder, dgv gival va atropei KAVEIG, XwpPig
au@IBoAia
non-communicative, ouykpartnuévog, un dia-
XUTIKOG
notable, afloonueiwTog
note, onueiwpa
note-pad, GNUEIWPATAPIO, UTTAOK GNUEIWCEWY
notepaper, emMoToAOXapPTO, XapTi aAAnAoypa-
piag
headed notepaper, £€vTuTio pE TNV TQUTOTNTO
(OnA. Ta oToIxEia TNG ETAIPIAG), XOPTi YE ETTI-
KEQaAida
notice, avakoivwon
notice board, Tivakag avakoIvwoewy
notify, yvwaoToTToIW, KOIVOTTOIW
novelty, kaivotopia
number, apIBu6g
extension number, E0wWTEPIKOG APIBUOG/ Ypap-
un (TNAEQWvoU)
numerate, IKavog OTa WOBNPATIKG/UTTOAOYI-
opoug
numerous, TTOAUGPIBUOG

o

obedient, uttdkouog
objective, avTIKEIUEVIKOG OKOTTOG, OTOXOG, AVTI-
KEIMEVIKOG



oblige, uttoxpewvw

obliged, utroxpewuévog, UTTOXPEOG

observe, TTapatnpw, SIATTIOTWVW

obtain, e§ao@alidw, Taipvw

obvious, @avepog

obviously, TTpogavwg, eavepd
occasionally, TepioTagiokd, amd Kaipou €Ig
KaIpov

offer, TTpoo@opd, TTPOCPEPW

special offer, €101k TTpooPOPAG

office, ypageio

office manager, TTpoioTAUEVOG ypa®eiou
office supplies, epodiacuog ypageiou
officer, avwrtatog uTTAAANAOG

official, utTnpeciakdg, UTTAAANAOG, EKTEAEDTI-
KO OTENEXOG, ETTIONMOG

officially, emionua

omnipotent, TTavTodUvapog

on behalf of, yia Aoyapiaouo Tou

on condition that, ye Tov 6po 6T

on foot, ye Ta édIa, TTECH

on request, epéoov {nTnBei

on/en route, Katd Tnv TTopeia, Kab’ 0ddv

on the basis, pe Bdon, Bdoer (Tou/TNG)

on the contrary, avtiBéTwg, kaBe dAAO

on the right lines, ota cwoTd TAaiola/peyédn
once, aTTag Kai, EpOcoV, aTTd Tn OTIYUA TToU
open account, avolkTog Aoyaplaouog

open L/c, miotwon dveu €1dIKWY 6pwv
opening lines, ypapuég TpoAdyou/apxng Kel-
pévou

opening paragraph, eicaywyikr Tapdypagog,
avoiypa, TTpoAoyog

operate, xeipifopal/xpnCIKOTIOIW (MNXAVNHQ)
operation, XeIpIopog, Aeiroupyia

operator, XeIpIoTAG (MNXAVAUATOG I OUOKEU-
NG), TNAePVNTAG

opinion, yvwpn, amoyn

in my opinion, KaT& TN yVWun Jou
opportunity, eukaipia

opposed, avTibeTog

as opposed to, avtibeTa ye, o€ avTiBean e
optional, TTpoaIpeTIKOG

order, ocipd, didTagn, mapayyeAia, diatayn,
TTapayyéAAw, divw TrapayyeAia

be out of order, dev Asitoupyw (yia unxavnua)
book an order, kAgivw TTapayyeAia

good order, koA didTagn

place an order with (someone), divw TTapay-
yeAia o€ (kaTTolov)

take orders, Taipvw diatayég

trial order, dokiyaoTikA TTapayyeAia
organisation, opyaviouog

organise, opyavwvw

origin, TTpoéAeuon

original, apxikog, TTPwWTOTUTTIOG

otherwise, S10QOPETIKA

out of order, xahaopévog, «Oev AeIToupyEi»
(y1a TnAé@wvo, punxavnua, K.ATr.)

outdoor advertising, diagruion og e§wTepI-
KO XWpPo

outgoing post, e¢epxoueva (Eyypapa, ETMOTO-
AEG, K.ATT.)

outlive, emlw

outsider, &évog, o a1’ £€¢w, TPITOG

overall, OuvoAIKOG, YEVIKOG

overall running, yevikn dioxeipion
overcome, EETTEPVW, QVTETTECEPXOMAI
overdue, KaBuoTEPNUEVOGS, ANEITTPOBETOG
considerably overdue, ekTpd0eop0g €0W Kal
TTOAU KaIpd

overestimate, UTTEPEKTIHW

overlook, TTapaBAéTTw

overseas, 01O E§WTEPIKO

owner, IBIOKTATNG

P

p.c. (personal/pocket computer), atopikdg
UTTOAOYIOTHG/UTTOAOYIOTAG TOETTNG

p.p. (per pro), a.a. (avt’ autol)

P.R. (public relations), dnudoieg oxéoeig
pack, ouokeudlw

package, TTakéTo

benefits package, (10) OQEAN, «TTOKETO» QTTO
OPEAN

packaging, cuokeuaaoia

packer, OUOKEUQOTHG

packing, cuokeuacia

pre-packing, cuokeuaaoia TTpoidVIWYV TTPIV ATt
Tn 8166€0n TOUg OTNV ayopd

pale, TaA, 6x1 évTovog, axvog, EeBwplacuévog
paper, xapTi

paper-clip, ouvdetrpag

carbon paper, kaputrév (1816 xapTi diatro-
TIOPEVO PE XPWHA YIO TNV OTTOTUTIWGON QVTI-
YPdpwv)
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copy paper, AeTTTo XapTi yia avTiypagpo KATw
atd KApUTTIOV

paper knife, xapTokd1Tng

plain paper, Aeukd XopTi, XapTi Xwpig YPAUUES
paragraph, TTapdypagog

opening paragraph, eilcaywyikr Tapaypagpog,
AQvorypa Kelpévou, TTpdAoyog

parcel, d¢éua

parent company, UnTpIKr eTaipia

part, Turpa, uépog

in part, v yépel

particular, 1810iTEPOG, OPIOPEVOG, HOVASIKOG
OUYKEKPIPEVOG

particularly, e€aipeTikd, €10IKd, 1010iTEPO
partition, xwpiopa

partner, cuveTaipog

general partner, GUVETAIPOG TTOU €UBUVETQI
ATTEPIOPIOTA KAl «OAANAEyyUO» yia Ta XpEn TNG
ETAIPIAG TTOU CUUMETEXEI

limited partner, ouvetaipog TTOU €UBUVETAI
MEXPI TOU TTOOOU TNG OUVEICPOPAG TOU TNV
ETAIPIA TTOU CUMPMETEXEI

partnership, ocuvepyacia, GUVETAIPITPOG

go into partnership, ouvetaipifopal, yivopai
OUVETAIPOG

party, KOuua (TTOA.)

pass (something) on to someone, TTpowdw/
METORIBAdW (KATI) (XEPI ME XEPI) O AAAOV
passenger, emRATNG

passive role, TabnTIK6G POAOG

passport, diaBatipio

patient, UTTOPOVETIKOG

pattern, deiypa, uttOdEIyUa, TTPOTUTTO
pavement, TeCOOPOUIO

pay a visit, ETOKETTTONAI, KAVW ETTIOKEWN
pay off, eEopAw

pay phone, keppatodEKTnG (TNA.)

payable, TTAnpwtéog

payment, TTAnpwun, €E0QANCN, EKTTANPWON
XPNHar. utroXpéwong

against payment, €1 TTAnpwur, hE TNV €£0-
¢Anon

peaceful, eipnvikdg, APEPOG

peak hours, wpeg aixung

peak selling season, 1oy TTou ol TTWANCEIG
BpiokovTal o€ aixun

pen, oTUAO

ball-point pen, oTuAé diapkeiag

fountain pen, oTuAd peAavng
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pencil, yJoAUBI

pencil sharpener, 0oTpa

penknife, oouyidg

people from all walks of life, avBpwTror ammd
OAa TO KOIVWVIKG OTPWHATA

per, avd, KaTd

percentage, TToooaTIqiO avaAoyia
perfection, TeAeldTNTO

perform, ekTeAW, EKTTANPWVW, BIEKTTEPAIWVW,
ETTITEAW

performance, Aeitoupyia, ammdédoon, eKTEAEDN,
EKTTANPWON, ETTITEVYMA, BeATPIKA TTAPACTTACON
permit, divw Tn duvaToTnNTa, £MTPETTW, divw
adela, adeia (TTou Xopnyeital atoé TG apxEg)
personal, TTPooWTTIKOG

personal computer, atouIkdg UTTOAOYIOTHG
personal message form, évTuTro yia TTpoow-
TNKEG ONMEIWOEIG, ONUEIWPO

personnel, (To) TTPOCWTTIKO (ETaIPIAG, KATOOTH-
HaTOG K.ATT.)

personnel manager, d1EUBUVTAG TTPOCWTTIKOU
persuade, Treibw

persuader, TTOU PTTOPE va TTEIBEI
persuasive, TEICTIKOG

philosophical, @iAoco@ikég

phone, TNAépwvo

phone book, TNAepwVIKOG KaTdAoyog

phone box, TnAepwvikdg BaAapog
phonecard, kapta TNAE@Wvou, TNAEKGPTa
phone-call, TnAepwvnua, TNAEPWVIKN KAon
card phone, kapTtoTnAépwvo

pay phone, KepuaTodEKTNG

photocopier, QWTOTUTTIKO PnXavnua
physics, @uoikn

pick up (the receiver), onkWwvw TO AKOUGTIKO
piece, KOUUATI, TOT (YIO TO UPACHATA)

pin, KAPPITOWVW, KAPPIToa

pitch, etriredo, Babudg, ekTivagn

high tech pitch, emTeOypaTa uwnAng TEXVO-
Aoyiag

pitfall, cpdAua, Tayida

place, TOTTO0eTW, BETW, ETMIRAAW

place an order with (someone), divw/ava-
BéTw TTapayyeAia o (k&tolov)

plan, oxédio, oxedidlw

make plans, kdvw ox£dia, TTpoypappaTicw
planet, TTAavATng

planning, Tpdypauua, TTPOYPONHUATIOUOG, OXE-
Oloopog



platform, xwpog, Tedio, TAaTPSOPUA
pleasant, euxdpioTog

pleasantly, euxdpiota

pleasure, atréAauon, euxapioTnon

pluck, TpaBw amméTopa, aTTooTIW

be plucked from the air, eipai1 doxetog/oupa-
VOKATEBATOG

plug into, BouAwvw

be plugged into, epapudlopal

plus, ouv, emITTA£0V, TTAEOVEKTNUO

pocket computer, KOUTTIOUTEP TOETTNG

point, onueio

come to the point, ptraivw oTo Béua

point out, utrodeikvUw, Tovilw, divw éueacn
point to, Tovifw, emmonuaivw

policy, ac@aNioTApIOo, CUPBOAAIO, TOKTIKA, TTO-
NITIKA

insurance policy, ag@aAioTikdé cupfoAaio,
Ao0QOAIOTAPIO

polite, euyevikdg

portable, popnTdg

pose, moldpw, Téla, 0TGN

poser, autog TTou TToldpEl, HOVTEAO

position, otdon, 6éon

positioning, ToroB£TNON

possessions, 1810KTNaia, TTEPIoUTia

take possession of (sth), yivopai kdtoxog
post, TT60T0, B¢0n, Taxudpopeio, Taxudpodunaon
by return of post, ye 10 €méPEVO TAXUDPO-
peio, apéowg

ingoing post, eiIoepxopeva (€yypaga, ETTIOTO-
A£G, K.ATT.)

outgoing post, eepxdueva (€yypaga, £MOTO-
AEG, K.ATT.)

post room clerk, uttdAAnAog uTTeEUBuUVOG yia
TNV diavour) Kai TrpowBnaon TG aAAnAoypagiag
(emixeipnong, K.ATT.)

postscript (P.S.), uotepdypagpo

potent, duvapIKOG

potential, mBavdg, uTTownRPIog, duvaTtog, du-
vaTtoTNTA, TTOU PTTOPEI VA Yivel

power, duvaun, IoxUg, duvaToTnTa

powerful, 1Io0xupdg, duvaTdg

practical, TTpaKkTIKOG

practice, epapuoyn, TEXVIKH, pé6odog
practise, e¢aokw

practitioner, emrayyeAyaTiag, (0) AOKWV €TTAY-
YEAPQ

praise, emaIvw

precept, apxn, kavovag

precise, akpIBAg

predictable, TpoBAEWIPOG, EUTTPOBAETTTOG
prefer, TpoTIpWw

preferable, TpoTiunTéog

prejudiced, TTpoKaTEIANUPEVOG

prepared, TTPOETOINACUEVOG

present, 10 TTaPOV, TTAPWY

for the present, mpog 10 TTAPOV
presentation, TTapouaiaon
self-presentation, automrapouaiaon
presenter, TTAPOUCIOOTAG

press, TUTTOG, £QNUEPIBEG, TTEPIODIKA, TTIECW,
TUTTWOVW

pretty (+adj.), apKeTd, TTOAU

pretty fast, oAU yprjyopog

previous, TTPONyoUuEVOG

price, Tipn, KGOTOG

price freeze, Tadywua TIWV

price list, TipokardAoyog

bid price, Tiur TTPOGQOPAG CUUPETEXOVTOG O€
dlaywviouo

marked price, n TIUA TTOU AvaypAaPETAl TTAVW
OTa TTPOIOVTA

market price, ayopaia TIuA, TpEXouca TIUN
EPTTOPEUPATOG

mean/middle price, evdidueon TiuA

offered price, TTPOCQPEPOPEVN TIUA

total price, oAikr Tiun

unit price, Ty povadag

primary, TpwTelwY, TTPWTAPXIKOG

of primary importance, TTpwTapxIKng onuaaciog
prime, KUpIOG, TTPWTEUWY, BACIKOG, TTPWTAP-
XIKOG

principal, di1euBuvtng (oxoAeiou, KoAeyiou,
KATT.)

principle, apxn, kavovag, vOuog

print, (eK)TUTTWVW, EKTUTTWOT), TUTTWHA
printer, TUTTOYPA®OG, EKTUTTWTNG

printing, ekTUTTWON

laser printing, ekTUTTWON pe (akTiveg) A€Iep
prior to, piv atré

priority, TTpoTEPIOTNTA

privacy, 101wTIKr {wr, EKoUCIa aTTOPOVWON
private, 1I81WTIKOG

private secretary, IBIQITEPA YPOAUUOTEAG
pro-forma invoice, tpoTtigoAdyio (TTou divel
Tn duvartdtnTa oTov TEAGTN va gl TTOoo Ba
KooTio€!l pia TTapaAafn EUTTOPEUNATWY, Kal va
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TOKTOTTOINOEI TNV €€0QANCN TOu Aoyapiaouou
Méow TPATTECOG)

proceed with, ouvexifw, TTPOXWPEW

process, Topeia, diadikaaia, diepyacia, eTTe-
Eepyaoia

the telephoning process, n diadikagia TnAe-
PWVIKNG ETTIKOIVWVIag

product, Trpoiév

product line, o€Ipd opoiwY EUTTOPEUNATWYV
product management, diaxeipion TTPoIGVTOG
production, Trapaywyn

be in production, TTapdayopal, Bpiokopal oTnv
Tapaywyn

production department, TUfPa TTApaywyng
productivity, TTapaywyikéTnTa, amrodoTIKOTNTA
profession, emdyyeApa

professional, eTayyeApaTIkOg

professional people, emayyeAuarieg
professionalism, emayyeAyaTiopog

profit, KEpBOG, WPEAEI

programme, TTpOYPANNA, TTPOYPAUHATICW
programmer, TTPOYPAUHATIOTAG
progressive, TTPO0dEUTIKOG

project, oxédio0, TTPOYPOUUA, HEAETN
promise, UuTTOOXEDT, UTTOOXOMAI

promote, TTpowdBw (TTPOIGVTA)

promoter, o TTPoOWBWV KATI

promotion, rpowBnan (15éag, oxediou, TTWAN-
OonNg TTPOIOVTOG, K.ATT.), TTpoaywyn, dia@riuion
promotional, TpowBnTIKOG

promotional activities, evépyeieg TTpowbnong
prompt, Aauecog, ypriyopog, TaxUg, TTOPOKI-
VW, TTPOTPETTW

properly, 6Tiwg TTPETTEl CWOTA, KATAAANAQ, 0pB&
property, Teplouaia, ayabd

propose, TTpoTeivw

proprietor, 1810KTATNG

prospect, TTPooTITIKA/mMBavoTNTa £EENIENG TWV
TTPAYUATWY

prospective, TTPOOJOKWUEVOG, TTPOPAVAG
prove, atrodeIkvUw/-oual

provide, TTapéxw, TTAPAXwWPW, dNUIOUPYW, TTPO-
MNBelw

provide a right, divw/mmapéxw 10 dikaiwpa
provided that, ye Tnv mpoUTT6BeCN/TOV 6pO OTI
provoke, TTpokaAw

p.s. (postscript), uaTEPOYPOPO

psychology, wuxohoyia

public, dnudaoiog, To KoIvd
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public relations, dnudoieg oxETEIg

public sector, dnuo6oIog Topéag

the public interest, 1o evdiagépov Tou KoivoU
publicity, dnuoociétnTa, diagAuIon

punch, diatputtw, avoiyw/kdvw TpUTTa

hole punch, diaTpnTIKG pnxavnua

puppet, papIoVETA, KOUKAQ

purchase, ayopamwAnacia, ayopddw

repeat purchasing, emavalauBavopeveg/ ou-
XVEG ayOpEQ

purpose, oKoTrog, TTpéBeon

put, TorroBeTw, BAlw, EKBETW

you won’t put anything over on me, dgv Jou
TN OKOG, OEV TA «XAPTW» £YW AUTA, OeV JE €Ca-
TTaTag

put down, kateRalw, aprvw KATW

put off, avaBaAiw

put one through, divw TNAEQWVIKA Ypapur o€
KATTOI0V, OUVOEW

put out of sight, e¢apavifw, kpUBwW

put (someone) into trouble, Badw kdrtoiov
o€ PTTEAG

put (someone) through (to), ouvdéw (Ka-
TT0I0V) OTO TNAEQWVO (UE)

Q

quadruplicate, TeETPaTTAGG

qualification, (TuTTikd) TTpOCGV

qualified, TTou d1a6£Tel Ta TTpoCdvVTA, IKAVOG,
OITTAWNATOUXOG

quality, TToi61nTA, €id0g

high-quality, e€aipeTikr TTOI6TNTO

quantity, ToodtnTQ

quarterly, Tpignviaiog, ava Tpiunvo
question, epwTtnon

in question, o uttd culATNON, 0 £V AdyW
queue, ogIpd AvVAPOVAG, oupd, TTEPINEVW OTN
oeipd/oupd

queue up, TTEPIYEVW OTN O€IpG/oupd, PTTaivw
oTnv oupd

in the queue, oTnVv oupd, oTn OcIPd

jump the queue, TapaBidlw Tnv oupd/oeipd
quota (quotations), TPEXOUTEG TIEG, AVAAO-
yia/TrooooTiaia diavoun (adeIwv eI0aywyng R
€gaywyne)

quote, TTPOCPEPW/OPIfW (TPEXOUTEG) TINEG

R

raise, augavw



raise money, €ICTIPATTW/ONKWVW XPAUOTA
(atré TpdTTeda)

range, o€ipd (OPOIWY QVTIKEIUEVWV)
complete/full range, TTApNG/0AGKANPN oeIpd
rapidly, paydaia

rarely, otravia

rate, Tiyr), KOGTOAOYNan, avaloyia

raw material, TTpwTEG UAEG, OKATEPYATTO UAIKO
reach, @Bdavw, TTpooeyyilw, TTPOCEYYION
within easy reach, Tapa TTOAU KovTa
reaction, avtidpaon

reader, avayvwaoTtng

catch the reader, TpaBw/eAkUw TO eVOIOPE-
POV TOU avayvwaoTn

readily, apéowg

ready to help, mp66upog va BonbAocw
realise (realize), avriAapBavopal, avayvwpidw
reality, TTpayuaTIKOTNTA

reason, Adyog, aitia

reasonable, Aoyikdg

reassure, €£ao@aAilw, kKaBnouxadw

recall, @€pvw oTn PvAun

receipt, mapaAapn

be in receipt of, (Tapa)Aapavw

upon receipt, pe Tnv TTapaAafn, HOAIg TTapa-
AaBape/apaArdBoupe

receive, Traipvw, (Trapa)AauBavw, Traipvw/ Aap-
Bdavw pAvupa

receiver, TTAPAANTITNG, AKOUGTIKO TNAEQPUWVOU
recent, TPOCPATOG

receptionist, UTTAAANAOG UTTOBOXNG, PETEWIO-
vioT, o eTTi TNG UTTOBOXNG

recipe, ouvtayn

recognise, avayvwpidw, TTapadéxoual
recognition, avayvwpion

recommend, CUCTAVW

record, KaTaypaew, KaTaxwpw, eyypapw, Ka-
TaXWPENoN, MNTPWO, QAKEAOG, apxEio, KaTaypa-
®r), KPATW TTPAKTIKG/UNTPWO

redial, LavakaAw

reduce, JEIWVW, EAATTWVW

reduction, éKTrTwon

redundant, TepITTég, TTAEOVALWY
reengineering, avadiopydvwon

refer (to), avagépopai (o¢)

refer a dispute to arbitration, TapaTéuTTw
Mia diagpopd o€ diaitnoia

referee, autég ToU divel OUOTACEIG YIO KA-
TT0I0V GAAO EPTTIOTEUTIKA, EYYUNTAG

reference, avagopd, cuoTAOEIG

with reference to, avagopikd pe, 6oov ago-
pa (o¢€)

refine, kaBapidw, kaBapifoual, eEcuyevidw

be refined, BeATiwvopal

reflection, ouvétmeia, avravdakAaon

refund, emoTpo@r xpnuaTwyv

refundable, emOTPETTTEOG, TTOU PTTOPET VO ETTI-
oTPOPEi (YIo xpApaTa)

refuse, apvouual, dev ammodéxouail

regard, Bewpw, Kpivw

regarding, ava@opika Pe

regardless of, doxeta ammo

regime, KaBeoTwg, BEOUOG

register, KaTOYPAQW, KATAXWPEIW

regret, Auttdial, JETAVOW

regular, Kavovikdg, OJaAOg

regulation, kavoviouég, 6pog

participation regulations, 6pol GUUHETOXNG
rejoining, ouvévwon, emavévwaon

relate, £€xw oxéon pe, oxeTiCw, oxeTiCopal
relation, oxéon

public relations, dnuodoieg oxéoeig
relationship, oxéon

relax, xaAapwvw

relaxation, xaAdpwaon, &ekoupaon

relaxed, npepog, XaAapwuévog

relevant, oxeTikog

reliability, agiomoTia

reliable, agiomoTog

relieve, avakou@ilw

rely on, Bacifopal o€, eutmiaTelopal

remain, TTapapévw, SIATEAW

remarkably, afloonueiwTa

remind, utrevBupidw

remit, egRadw (1Tood xpnuaTwv)

remittance, éuBacua

remuneration package, TAAB0OG / «TTAKETON
atro oQEAN

renowned, {OKOUOTOG, TTEPIPNUOG

rental period, xpovikn Tepiodog PIgBwaTog
repair, ETMOKEUAdW, ETTIOKEUNR

repay, €£0pAW

repeat, eravaAapBdavw, eTTavalapBavouevog
repeat purchasing, emavolauBavoueveg/ou-
XVEG ayopEg

repeatedly, eTravelAnuuéva

repetitive, yepATog £TTaVOAAWEIG, ETTAVAAAU-
Bavépuevog
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replace, eTTavaToTrODETW

replanning, emavaoyedlaopog, avacuoTaon
reply, amrdvtnon, amaviw

report, avagopd, TOpIouad, N

report to, avagépopal o

reporting, avagopd

representative, avtirpOowWITOG

sales representative, avTITTpOCWTTOG TTWA-
gEwv

reputation, uttoAnyn, eARUN

request, {ATnON, aTTQiTNON, {NTW, ATTAITW

at his request, oUp@wva Pe T0 KAAETUA TOU,
OTIWG 10 ¢NTNOE

on request, epoécov {nTnBei

require, ¢NTW, aATTAITW

required information, amairoupeveg/¢nTolpe-
VEG TTANPOPOPIEG

requirement, ataitnan, ¢ATnon

research, épeuva

researcher, epeuvntig

resemblance, opoiétnTa

to bear a close resemblance, €xw peydin/
pofepn opoldTNTA

reservation, kpdtnon 6€ong

reshape, avaoxnuoTidw

resident (disk), eowtepiki/evowpatwpévn (O1-
OKETQ)

resort, BEpETPO, TOUPIOTIKS KEVTPO, TOTTOG Ava-
puxng

respect, oeBaopog, apopw, EvalapEpoual
with respect to, avagopikd pe

respond to, avtaTtrokpivopal o€

response, amokpIon, aTTavinon
responsibility, eubuvn, utreuBuvéTnTa, KAOM-
KoV, TTpwToBouUAia

legal responsibility, vouikr) euBivn

take on responsibility, avaAauBdavw euBivn
responsible, utreUBuvog

be responsible for, €ipal urelBuvog yia

be responsible to, eipal uttéAoyog o€

rest with, evatrokeiyai/eTTagiepal oe
restoration, ammédoaon, ETTICTPOPH, ATTOKATA-
aTaon

restrict, eplopidw

restriction, eplopIouadg, 6pio

result, ammotéAeoua

result in, KaToAfyw o€, £XW OavV OTTOTEAEGHUA
retail stores, kaTaoTAPATA AIQVIKAG TTWANONG
retailer, éuTTOPOG AIQVIKIG TTWANONG
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retailing, Alavikr) TTwAnon

retain, KkpaTw, dl0TNPW

retaliate, ekdikoupai

retention, diatApnon

return, emoTPEQW, ETTIOTPOYPN, KEPON, €000
by return (of post), ye 10 €MOPEVO TAXUDPO-
peio, auéowg

in return of, og avramédoon

short and long-term returns, BpaxutrpoBe-
OO KOl JOKPOTTPOBET A KEPDN

reverse, oTioBia OWn/TTAeupd

revocable L/c, avakAnTA TTioTwon

revoke, avakaAw

revolve, TTepioTpEéQopal

revolving, avaveoUPEVOG QUTOUATWG
revolving L/c, €moTpoQIKr avaveoupévn au-
TOPATWG TTIOTWON

reward, avrapoifn, empBpdpReucn, IkavoTroin-
on, avtapeiBw, emppaBelw

right, dikaiwpa

ring, KaAW TNAEQPWVIKWG, TNAEQPWVW

ring binder, vTooi€ pe Kpiko deaipaTog
ringing tone, T1évog KARong (TNAE@Wvou)
rise, al¢naon, aveBaivw, auédvw, auédvoual
risk, kivduvog

bear the risk, avaAaupdavw Tnv €ublvn, dia-
Kivouvelw

role, pohog

passive role, TabnTIKOG POAOG

room, Xwpog, KEVO

rough, Biaiog, kakog

route, Tropeia

shipping route, BaAdoaoia Tropeia

routine, poutiva, ouvnBITUEVOG Kal TETPIMMYE-
VOG TPOTTOG EVEPYEIOG

rubber, yopoAdoTixa

rule, kavovag

rumour, @run, diddoaon

run, d1EuBUVW

run a business, dieubuvw/diayeipiCopai/diol-
KW PIa eTTIXEIPNON

run out of (something), you TeAeivel/ €€a-
vTAgiTan (kG)

running, kivnon

overall running, cuvoAikr| TTopeia, yevikr dia-
Xeipnon

smooth running, opaAr Asitoupyia/tropeia
rush hours, wpeg aixung

ruthless, adioTakTog



S

sacrifice, Buaia

safe, a0@AAAG, XPNHOTOKIBWTIO

sail, atmotAéw

sake, xapn

for the sake of, yia xdpn Tou/Tng

salary, p1o8ég

sale, TTWANoN

sales and distribution system, cUoTnua TTw-
Aoswv Kai diavoung

sales department, TUAUO TTWARCEWVY

sales literature, d1a@NUICTIKO UAIKO

sales management, d1e0Buvon TTWANOEWY
sales representative, avTITTpOOWTTOG TTWAR-
gEwv

telephone sales, TTwAACEIG pEOW TNAEPWVOU
salesman, éuTTopog, TAOGIE

terminal salesman, TTwANTAG TTOU GTNPICEI TNV
QATTOTEAECUATIKOTNTA TOU OTIG TTANPOPOPIES TTOU
TIOPEXEI TO KTEPHATIKO» TOU NAEKTPOVIKOU UTTO-
AOYIOTA TG ETTIXEIPNONG

sample, deiypa

samples without value, deiypaTa xwpig xpéwan
satellite, dopupdpog, dopupopikr) ouvdean
satisfaction, ikavotroinon

get satisfaction, Bpiokw IkavoTroinon, Pévw
IKOVOTTOINUEVOG

satisfactorily, IkavotroinTiKa

satisfactory, IkavoTroinTIKdg

satisfied, ikavotroinuévog

satisfy, IkavoTroiw

save money, Kepdilw XpAuaTa

save time, kepdilw xpoévo

saving, €¢oikovounan, olkovouia

say, ag TToUpe

scarce, OTTaviog

scare, TPONadw

scatter, dlaoKopTTi(Ww

scent, pupwdid, dpwua

schedule, Tpoypappa, TTpoypappaTicw, xpo-
vodidypaupa

time schedule, wpdpio

school of commerce, eutropIKY OX0AR
science, €TMOTAUN

scientific, emoTnuovikog

scientist, emoTrpovag

scope, eukaipia

season ticket, ei01TApIo/kapTa dlapkeiag

seat, kdBiopa

take a seat, kGBouai

secret, JUOTIKO

top secret, AKpwg aTTOPPNTO HUCTIKO
secretarial position, 8éon ypauparéa
secretary, ypauuaTéag

executive secretary, ypapuaréag avwtaTtou
OI0IKNTIKOU OTEAEXOUG

private secretary, I3IQITEPA YPOUPATEAG
security, aoc@aAeia

section, Topéag

sector, Topéag

public sector, dnudoIog Topéag

see, BAETTW, avTIAapBdavopual, @povTidw

see to sth/sb, @povrTidw yia KT/KTT

seek (sought-sought), TpoTiyw, avalnTw,
QTTOOKOTTW, WAXVW

select, emAéyw

selection, cuA\oyn (€1dwv), €TTIAOYA
self-motivated, pe TpwToBouAia
self-presentation, autotrapouaiacon

selling activity, dpaoTnpIdTNTa TTWARCEWY
selling tool, épyavo/epyaAeio TTwARCEWV
send, oTéEAVW

senior management, yeviki dielBuvon
sense, £€Xw TNV aiobnan (611), vouidw
sensible, Aoyikdg, 0pBdg

sensitively, ye euaigbnaoia, pe eCuTTvada
separate, (§€)xwpIoTOG, XwWPIlw, atroxwpilw,
ATTOO0TIW

serious, ocoBapog

seriously, coBapd

serve, (£§)utTnpeTW

service, €EuUTTNPETNON, UTTNPETIa

at your service, otn 01660 oag

unused services, UTINPeaieg TTOU dev EXOUV
EKTENEOTEI

service charge, TTapoxn UTTNPECIWV

set, ogIpd, aUvoAo

set of skills, ogipd emdegloTATWY

set up, opyavwvw, OTOIXEIOBETW

settle, TakTOTTOIW, ATTOKABIOTW, EEOPAW Aoya-
placuo

settlement, e€6¢pAnon, Taktotroinon Aoyapia-
OpoU, BIOKAVOVIOUOG

shade, améxpwon

shallow, pnxog

share, pyoipdlopal, poipalw

shareholder, pétoxog
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sharing, katavopun, yoipacid

sharp, akpiBrg, kaBapdg, diauyng, ogug
sheet, @UAAO (xapTioU)

continuation sheets, éviutta aAAnAoypagiag
ME TNV ETTWVUHIQ TNG ETTIXEIPNONG YIA TIG UTTO-
AOITTEG (EKTOG TNG TTPWTNG) OEAIOEG TWV EPTTO-
PIKWV ETTIOTOAWV

shelf, pagi

shift, TpowBw, Bapdia

ship, TTAoi0, POPTWVW Kal HETAPEPW
shipment, @OpTWON KAl HETAPOPE EPTTOPEU-
MATWV

shipping agent, vauTikog TTpAKTOpag
shipping route, 8aAdoaoia Tropeia
shop-assistant, TwANTAG/UTTAAANAOG KaTaOTH-
paTog

short and long-term returns, BpayxutrpdOe-
OMa Kal JoKpoTTPdBeaua KEPDN

shortage, éAeiyn

shorthand, otevoypagia

shorthand writer, otevoypd@og

shortly, cuvtopa

show, deixvw, amodeikviw

side, akpn, TTAeupa

keep sth on one side, Badw/kpatw KATI GTAV
akpn

sight, eikéva, B¢a, épaan

put out of sight, e¢agpavidw, KpUBwW

term sight, TpaBnxTikr TpoBeopiag

sight bill, TpaBnkTikr dwewg

sight draft, cuvaAAaypaTIKA/TPABNKTIKA OWeWG
sign, onua

signal, onuadi, prvupa, évoeign

signature, utroypa®n

significance, oTroudaiéTnTa, onuacia
significant, a§loonueiwtog

simple-minded, atrAoikdg, aTTovrPEUTOG
sincere, €INKPIVAG

single, ayapog, povog

site, TTepIoyN, OIKOTTEDO

size, péyebog

skill, emdegi6TNTA, IKAVOTNTA, OEEIOTEXVIO
skip, TTapaAeiTw

slight difference, eAdxiotn diagopd

slot, oxiopn

smile, xapoyeAw, xaudyeAo

smooth running, opaAn Asitoupyia/tropeia
smothering, ao@QUKTIKOG, ATTOTIVIKTIKOG
sociable, kolvwvikdg

social, Kovwvikdg
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anti-social, avTiKoIvwvikdg

socialize, €ipal KOIVWVIKOG, €XW KOIVWVIKEG
ox£oeIg

society, Kolvwvia, KOIVwVIKO aUVOAo
SOCI0-economic, KOIVWVIKO-OIKOVOUIKOG
sociology, koivwviohoyia

sofa, kavarrég

software, AoylopIkd

sole, povadikdg, £vag Kal Jovo

solution, Aton

solve, Aovw

solvent, epéyyuog, agioxpeog

someone, KATTol0g

it's down to someone, evaTrOKeITAl O KA-
TTOI0V

it is up to someone, eVOTTOKEITAI GE KATTOIOV
some time, KATTOTE, KAPMIG QOPA

somewhat unusual, KATTWG/KATI TO AcUVrBIoTO
sort out, Tagivopw Balw oe oeipd

sound, Axog, (i Aeyouévwv) divw TNV €vTU-
TTWaon, Joladw, @aivoual, akouyoual, copapog
PePEYYUOG

source, TTNyn

space, Xwpog, dIaoTnuUa

span, didpkela, dIGCTNUA

special offer, €1d1kr) TTpoc@opd

specialise / -ze (in), (e§)edIkelw, €&EIBIKEU-
opai

specialised, e€ei1dikeupévog

specialist, 0 €18IKOG, 0 €10 WV

specialists on call, €1dikoi oTnV TNAEPWVIKA
ETTIKOIVWVia

specialization, (g§)eidikeuon

speed, TaxuTnTQ

spend (time), TTepvw (Tov Kaipd pou)

spirit, veUpa (BaBuTepn évvola)

spoil, kaTaoTpEPw

spokesman, eKTTPOCWTTOG

sponsorship, xpnuatodétnon/mpoo@opd (B€-
QMATWV K.ATT.)

spontaneous, auBépunTog

spot, cUvToun TNAEOTITIKA dIa@rpIon
spreadsheet, AoyioTIKd @UANO

staff, mpoowTikd (eTaipeiag, K.ATT.), eTTavOpw-
VW, OTEAEXWVW

stage, 014010, don

stance, atdon, Béon (EvavT piag katdoTaong,
K.ATT.)

aggressive stance, emBeTIKr) B€on/oTdon
stand, Tepimrepo (o€ ekBEOCEIG TTPOIOGVTWY),



TIAYKOG, QVTEXW, KONKWVW»

stand out, @aivopal, UTTEPEXW, EEXWPIdw, dia-
Kpivopal

standard, TutToTTOINUEVOG, OTAVTOP

staple, ouvdetrpag oe oxAPa aykUANg Trou
TOTTOBETEITAI OTO CUPPATITIKO PNXAvnua yia
ouppaPr] QUAAWY xapTiou

stapler, cuppatTiké pnyxavnua

start off, {exivw, apxidw

state, dnAwvw, deixvw, KardaoTaaorn, TOAITEId,
KPATOG

stated, cup@wvnuévog, (kab)opiouévog
statement, katdoTaon (£yypago), ekkabdapion
(AoyioTikn), AioTa

station, o1don, oTABUOg

underground station, oTaBudg (Tou) UTTOYEI-
ou a18nNPodpouou

stationer, xapToTmwANg

stationery, xapTiké UNIKO, XOopTIKG

status (marital status), oikoyevelak katd-
aTtaon

stay with the company, (TTapa)uévw moTog
oTnv eTaipia

steady, oTaBepdg

step, Bripa

stimulate, TTapakivw

stock, amméBepa eUTTOPEUNATWY, OTOK
storage, ammodrkeuon

store, KATAOTNUA, ATTOBNKEUW, KPOTW OTN WVH-
MnN yia UTTOAOYIOTEG

have in store for, (em)QuAdoow yia

retail store, katdoTnua AlavikAg TTWANGONG
straight L/c, BeBaiwpévn kai avéKKANTOG TTI-
OTWTIKA ETTIOTOAN

straightforward, oagnig, kaBapdg, pavepdg
stranger, &évog, ayvwoTog

strangle, oTpayyaAidw, Tviyw

strategically, otparnyika

strategy, oTpaTNyIKA

strengthen, evioxOw, (ev)duvapwvw
stretch, dmAwpa, Téviwpa

a stretch of one’s leg, éva Téviwpa Tou TTO-
dloU, éva BAua

strict, auaTnpdég

strictly, auoTtnpd

stride, peydho Brua, dpaokeAid

strike, atepyia, KTUTTW

string, ommdyyog

strong call to action, aueon TTapdTpuvon yia
opaon

stuck, KoAAnuévog

be stuck in, koAAGw o€

stuffy, TTviynpog, atmoTTvikTIKOg

subject, uttokeipevo, atopo, BEua

be subject(ed) to, urékeipal o€

subject line, 6€ua, ypapun Béuatog (o€ €TmI-
OTOAEG)

subject matter, Kupiwg Bépa

subjectively, uTtoKeIuEVIKA

subsidiary, BuyaTtpikn eTaipia, eTaipia (egap-
TNUévN aTTd eAéyxouca £Talpia)

substantial, oug100TIKOG, GNUAVTIKOG
subtract, aaipw, amooUpw

success, emTuyia

successor, d1adoxog

sue, dIWKw (TTOIVIKA), EVAYW

suffer, uTto@Epw, uTTOPEVW, avEXOal
sufficient, eTapkng

sufficiently, emapkwg

suggest, TrpoTeivw, eIgnyouual

suitability, kataAAnASTNTO

suit, avtatrokpivopal (0€ avAyKeG I\ €TTIOUMIEG
KATT0I0U), TaIPIAdW (pE/OE)

it suits me fine, pe eCutTnpeTEl TTOAU (QUTO)
suitable, katdAAnAog

sum, TToodv, aBpoicua

sunny, ewreIvdg, nAIGAouaTog

sunshine, Aiok&da

supervise, emMTNPEW, EAEYXW, ETIRBAETTW
supervisor, emTnNENTNG, EAEYKTAG
supplement, CUUTTANPWVW, CUPTTARPWHA
supplier, TTpounBeuTAG

key supplier, onuavTikog TTPouNBeUTAG
supply, TTapéxw, TpounBelw, £QodIalw, Tpo-
@0odOTW, EPOdIOTHOG, TTPONABEIN, TTPOCPOPA
supposedly, dnBev, Taxa

suppression, KataoToAR

sure, aiyoupog, BERalog

make sure, alyoupelw, £€a0@aAifw
surprising, TTou TTPOKaAEi EKTTANEN
surrender, TTapadidw

survey, €peuva, EPEUVW, HEAETN

switch my attention, oTpé@w TNV TTPOCOXNA HOU
switchboard, TTivakag/TauTTAW TNAEPWVIKOU
KEVTPOU

swivel chair, TTepIoTPEPOPEVN KAPEKAT
syndrome, oUvdpouo

T

tactful, S1akpITIKAG, AETTTOG
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take, aipvw, AapBavw

take (the) advantage of, emweeAoupal, 6pdT-
TOHQI TNG EUKAIPIOG

take a keen interest in sth, deixvw peydho
EVOIAPEPOV VIO KATI

take a message, kpatw/taipvw privupa/on-
peiwon

take a seat, kGdBopai

take care, @povTilw, TTepITTOIOUUAI

take for granted, Taipvw/Bewpwy wg dedopévo
take immediate action, Aappdvw dueca pé-
TPA, EVEPYW APECTWG

take into consideration, Aapdavw utréwn
take on, avaAapBavw

take orders, Taipvw dlatayég

take over, avaAauBdavw dioiknon, (eayopd-
{w eTaipia)

take possession of (sth), yivopar kdtoxog
take responsibility, avaAapdavw gubuvn
talk on the phone, pIAw o10 TNAEPWVO
tangible, aT1T0G, XEIPOTTIOCTOG, TTPAYHUATIKOG
tape, payvnrotaivia

tape recorder, yayvntoQwvo

target, oT1dX0G, OKOTTOG

tariff, daopuoAdyio

customs tariff, TeAwvelaké daouoAdyio

task, kaBrkov, uttoxpéwan, £€pyo, Epyaaia
task in hand, TrpokaBopiopévog aTdX0G
taste, dokipalw, yelouai

tax, @oépog

tax implications, @opoloyik& Béuara/eTi-
TITWOEIG/OUVETTEIEG

tech (technology), Texvohoyia

high tech pitch, emTtedypata upnAng TEXVO-
Aoyiag

technique, TeEXVIKN

technology, TexvoAoyia

tedious, aviapdg

telecommunications, TNAETTIKOIVWVIEG
telegram, TnAeypaenua

telegraph, TnAeypaow

telephone, TnAépwvo

telephone directory, TNAe@wVIKOG KAaTAAOYOG
telephone exchange, TNAe@wVIKO KEVTPO
(telephone) kiosk, TnAe@wvikdg BdAapog
telephone marketing, mpow6naon, diagnui-
on TTPOIOVTOG HEOW TNAEPWVOU

telephone sales, TwAACEIG pEOW TNAEPWVOU
telephoning process, diadikagia TNAEPwVI-
KNG ETTIKOIVWVIOG
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teletext, TnAekeipevo

television, receiver, TNAEOTITIKOG BEKTNG, TN-
Aedpaon

telex, TNAéTUTTO, TEAES

tempting target, deAeaoTIKOG OTOXOG

tend, Teivw, pETTW, KAiVW

term, 6pog

terminal salesman, TTwANTAG TTOU OTNPEICEl
TNV ATTOTEAETPATIKOTATA TOU OTIG TTANPOYOPI-
€G TTOU TTOPEXEI TO KTEPHUATIKO» TOU NAEKTPOVI-
KOU UTTOAOYIOTH TNG ETTIXEIPNONG
testimonial, cuoTaTIKA ETTIOTOAR

text, keipevo

textile, Upaopua, ueavto

thanks to, xapn og, éveka

theoretical, BewpnTiKOG

theorist, (0) BewpnTiKOG

therefore, emopévwg, wg ek ToUTOU

thick, rayug

thin, AeTTTég

thinks for itself, oké@TeTal ammé Pévo Tou
this is not always the case, autdé dev oup-
Baivel TravtoTe, Oev gival TTAVTQ €KEi TO TTPO-
BANpa/BEua

thorougly, AeTrTopEPWG, £€0VUXIOTIKG

threat, atrelAf

thrive, eudokIpw, avaTrTioGoUal, HEYOAWVW
throne, Bpb6vog

through, dia péoou

get through to sb, cuvdéopal ye kaTToI0V OTO
TNAEQWVO

throughout a period of time, og Ao 10 xpo-
VIKO d1doTnUa

thus, €101, Y’ autdv TOV TPATTO

ticket, 101 pI0, KAoN (y1a TTPSCTIUO)

ticket collector, eAeykTAG €101TNPIWV
automatic ticket machine, autéparn unxavi
KOTTAG €I01TNPIWV

season ticket, ei01Tipio/kapTa diapkeiag
tidiness, volkokupoauvn, Taén

time, xpovog

time bill/time draft, TpafnkTikf TTpoBeCpiag
(time) schedule, wpdpio

at times, PEPIKEG QPOPEG

in no time, auéowg, o€ XpOvo Pndév

it takes time to work, ataitei xpoévo yia va
@épel atroTéAeopa/V’ aTTodWOEl KAPTTOUG
leisure time, xpdévog avepeAidg, eAelBepog
Xpoévog

save time, Kepdilw Xpoévo



sometime, KATTOTE, KAPMIA Qopd

spend time, TTepvw Tov Kaipd (Pou)

tool, epyaAcio

top secret, dkpwg ammdéppnTo (UUCTIKS)

total, (ouv)oAikdg

total price, oAikr Tiun

totally, ¢ oAokAnpou

touch, emTaen

get in touch with, épxopai o€ eTTaQn pe, €1I-
KOIVWVW ME

keep in touch, diatnpw/KpaTw eTTaQn

tour, Tepinynon, Tagidl

guided tour, TepIynon Ye ouvodo

trade, eymrépI0, EuTTOPEUOUAI

trade fair, eptropIkr €kBeon TTPOIGVTWV

trade mission, eUTTOPIKH AVTITTPOOWTTEIQ
domestic trade, gyxwplo EUTTOPIO

export trade, e§aywyikd eUTTOPIO

home trade, eyxwpio eutTopio

trader, éutropog

trading, epTTOPIKOG

traditional, TTapadooiakdg, KAAGIKOG

traffic, Tpoxaia kivnon, odIkr) KukAogopia
traffic jam, ptroTIAIGpPIoPA, KUKAOQOPIOKK GUN-
@dpnon

tragic, Tpayikog

trainer, eKTTaIOEUTAG

training, ekTmaideuon

certain amount of training, €TapKAG eKTTai-
deuan/katdpTion

transaction, ouvaAAayr), docoAnyia, euTTopl-
KA TTPAgn, ouvdiaAAayn

transfer, petaBiBadw

transferable, petafiBdoipog

transit, SIQUETOKOMION, TPAVT{ITO, WETAPOP-
Twon

translate, petTa@pdaldw

transmission, peradoon, petaBifaon
transmit, petadidw, peTaBiBalw

transport, peta@opd

transportation, peTagopd

transportation company, HETAQOPIKH ETAIPIT
travel agency, TagIdIWTIKO YPaPEio/TTPAKTOPEIO
traveller’s L/c, TagIBIWTIKA TTIOTWTIKH ETTIOTOAR
treat, avripeTwidw, XeIpiopal

treatment, petaxeipion

tremendous, @oBePAG, KATATTANKTIKOG
trend, Taon, potm

trial order, dOKIYOOTIKN TTapayyeAia

trip, Tagid

triplicate, TpITTAGG

trouble, pacapia, pTreAGg

put (someone) into trouble, Badw kdrtroliov
o€ ptreAd/pacapia

trust, epmaoTedopal, moTelwW, EPTTIOTOCUVN
truth, aAnGeia

get across the simple truth, «Tepv»/peTa-
Sidw/peTagépw TNV atrAn aAnBeia/To uAvupa
truthful, eIANkpIvAG, aAnBivog

try, TTpooTTOBWw

tube, utTdy€I0G 01BNPOGSPONOG, HETPO

turn off, opAvw/kAcivw (To wg, padidPwvo,
K.A.TT.)

turn out to be, atodeikvuopal 6TI gipal

turn to, oTpé@opuai o€

turn up, epeavidopar (Tuxaia r aipvidia)
turning, oTpo®n

turnover, cuvaAhayn

type, dakTuAOypaQw

typewriter, ypagopnxavr

typewriter ribbon, Taivia ypagounxavnig
typing, dakTuloypagia, dakTuhoypdenon
typist, dakTuAoypdpog

U

ugly, doxnpog, dUoHOPPOG

ultimately, TeAik&

unattended, xwpig TTapakoAolBnon
unattractive, pn eAKUOTIKOG

unavoidable, avatré@eukTog

unconfirmed L/c, evéyyuog mioTwon pn Pe-
Baiwpévn atd Tn pecoAaBouca Tpdrrela
underestimate, UTTOTIUW

underground railway, utréyeiog a1dnpddpo-
HOG, HETPO

underground station, otaBuég (Tou) utrdyel-
ou 01dnpddpouou

undermentioned, o TTOPAKATW AVOPEPOUEVOG
undermine, utTtovopelw

understanding, karavonon

undertake, avaAauBavw

undoubtedly, avaugifoia

unemployment, avepyia

union, évwan

unique, povadikdg

unit, povada

unit price, TIuA povadag

universal, TTayk6ouI0g

unjustly, ddika

unlike, éx1 6TTWG, avTiBeTa (aTTd)
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unlimited, amrepidpIoTOg

unpack, atmoouokeuddw/avoiyw (dépa, KIBw-
TIO, K.ATT.)

unpleasant, duodpeoTog

unpredictable, ammpoBAeTTTOq
unsatisfactory, pyn IkavoTtroiNTIKog

unsure, aBépaiog

unused services, uTinpeaieg TTOU dev EXOuV
EKTENEOTEI

unusual, aguvABioTog

somewhat unusual, KaTTwg/kaT To acuvhRBIoTO
up-to-date, povrépvog, oUyXpovog, EVAUEPOG
updating, EKOUYXPOVIOHOG

upon receipt, pe Tnv TTapaAafn, HOAIG TTapa-
AaBoupe

urge, TapdpuNon, T4on, wlw, TTaPOTPUVW
urgent, eteiywyv, -ouoaq, -ov

urgently, eTelyoviwg

use, xpron

two-in-one uses, e OITTAN xpron

common use, KoIvr} xprion

user, XpnoTng

first-time user, TTPWTAPNG OTN XPNON, TTOU
XPNOIYOTIOIET KATI VIO TTPWTN QOpP&
utilisation, xprjon, xpnoiyoTToinon

utilise, epappdlw, XpNOILOTTIOIW

utility, xpnoiuétnta

utterly, amméAuta

\Y

vacant, Kevog, d100€aiuog

vacation, S10KOTTEG

valid, £ykupog, 1IoxUwv

be valid, ioxUw

valuable, TToAUTIHOG

valuables, TTOAUTIHO avTIKEiPEVA, TIMOAPA
value, agia

samples without value, dsiypata xwpig xpé-
waorn, dwpeadv deiypata

variety, TToIKIAia

various, TToIKiAog, dIGPOoPOg

varying, TToIKiAog, dIGpopog

venture, €mmixeipnon, SouA&id, TOAUNua, eyxei-
pnua

verbally, TTpo@opikd, auToAeEei, KaTa AéEn
vessel, TAoio, okapog

via, d1a, dia péoou

victim, Bupa

videodisc, diokog Bivreo

404

videotext, yetddoon Kelpévou PEow KAEIOTOU
KUKAWPOTOG

view, dmmoyn, BAETTW, TTapakoAoudbw

viewer, BeaTtig

violent, Bialog, emOETIKOG

visa, ddeia €10600u Ot {Evn xWwpa

Vvisit, emioKewn, EMOKETTTOUAI

pay a visit, KGvw TTIOKEWN, ETTIOKETTTOMAI
visitor, eTmoKETTTNG

vital, {wTikdg, {wTIKAG onuaciag

voice, pwvn

volume, éykog, TTooéTnTa

whatever to volumes, 6oov a@opd Tov OyKo
(TwV TTWANCEWV K.ATT.)

voucher, TapacTaTikd, dikaloAoynTIKO, OEATIO

W

w/process (word process), eTmegepyacia Kel-
pévou

wages, nuepopiodia, BEouadIGTIKo

wage freeze, Tdywua TIWV

walk of life, koivwvikr 8éon 1) eTTayyeAua
walking the box, aA\ayr kavaAiou (TnAedpa-
ONG K.ATT.)

wallet file, pdkeAog pe autia

wanted, ¢nteital

warden, TpoXovOuog

warehouse, atmrofnkn (EUTTOPEUPATWV)
waste, oTTaTaAw, Xavw

waste of money, xdoipyo XpnuaTwy
wastepaper bin, doxeio/kaAdOi amroppigpaTwy
way, 0pOpOG, TPOTTOG

be under way, (kata)@bdvw, gipal kab’ 0ddv
find my way through, Bpiokw Akpn Pe
make my way to, kareubuvoual TTpog
weakness, aduvayia, TTpORANua

wealth, TAoUTn

wealth of memories, TTAoUoIeg avauvAaelg
weigh, ekTipw, ¢uyidw

welcome, KaAwoopidw, uTTodEXOMAI

welfare, eunuepia

well-lighted (well-lit), pe kaAd wTiIopd

well established, kaAd edpaiwpévog/kabiepw-
pévog

whatever to volumes, 6cov a@opd Tov OykKo
(TwVv TTWANOCEWV K.ATT.)

who is to blame, Tro16¢ €ival utreUBuUVOG,
10166 €ival A&I0g HOPPAG, TTOIOG PTAEl
wholesale, xovdpikA TTWANoN



widen, dieuplvopal, euplivw, dlEuplvw
widespread, AaTid diadedopévog

width, TTAdTog

will, 8éAnon

willing, TpéBupog

window envelope, @dkeAog pe dlagavh PeY-
Bpdvn yia va gaivovTal To Gvopa Kal n dieubuv-
on Tou TTaPAAATITN

wire, KaAwdIo, cUpPa

wish, embBupia, ebxopal

with reference to, avag@epouevog o€, avago-
PIKG pE, ooV agopd (o€)

with respect to, ava@opikd pe

withdraw, atmooUpw (xpruata), Kdvw avaAn-
YN (XPNHATWV)

withdrawal, avédAnwn (xpnudatwv)

within, péoa og, evtog

within easy reach, mapa oAU KovTd
wonder, avapwTiEual

no wonder, dev gival V' aTropEi Kaveig
woolen (woollen), pdAAivog

word processor, unxavnua emegepyaaiag Kei-
MEVOU OTOV NAEKTPOVIKO UTTOAOYIOTH

work, AeItoupyw, epyadlopal, £Xw aTToTEAEGUOTA
be at work, douAelw, epyadopai

it is working, éxel BeTIKO aTTOTEAETA, TA KA-
TAPEPVEI

workforce, epyaTiké duvapikd

working conditions, ouvBrkeg epyaagiag
world-wide, TTaykoopiwg, avd Tov KOOHO
worth, agia

be worth, agidw

It's (well) worth, a&iCel Tov kd1TO

WOrry, avnouxw

X

Xerox-paper, xapTi Enpoypagiag/mapaywyng
PWTOAVTIYPAPWV

Y

yard, yuapda (0.914 Tou pétpou)

yearn, Tobw, AaxTapw

yellow pages, xpuo6g 0dnyog

yellowish, KITpIVWTTOG

yours faithfully, pe nipR/Ypétepog (yia etilo-
YO ETTIOTOAWV)
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