H EDUCATION & INFORMATION Making Training
@EdIT.C TECHNOLOGY CENTRE an enjoyable experience

HTEHLIEES
English For
Professionals

in the Sales and
Service Sector

EpyodoToUpEVOl €MNIXEIPAOEWY KAAoUVTal va €MIKOIVWVROoouv aTnv AyyAikr FAwooa yia napoxrn AAnNpoQopimyv,
OleKNEPAiwaon NWANCEWY, EEUNNPETNON NEAATWV KAl CUVEPYATWV.

QG ek TOUTOU, MECA and TO €V AOYw MPOYPAMHA Ol CUUMETEXOVTEG Ba BEATIWOOUV TNV MPOMOPIKN Kal ypanTn
ENIKoIVWVia Toug péoa ano eva apiBuo BepaTikwv evotTnTwy (talking about a product, and its benefits, making
appointments, talking about trends, contributing in meetings kAn) ev® napdAAnAa 6a BeATiwoouv TOGO TIG
YVWOEIG TOUG OTNV YPAMMATIKR kKabwg eniong 6a epunAouTticouv To AeEIAOYIO TOUG aTnV AyYAIKN.

KQAIKOZ: ED21A23 e AIAAKTIKH MEOGOAOAOTIA:
@ AIAPKEIA: 30 pec . ABAEEN pe Sradaveleg
- e Zulitnon
HMEPOMHNIA ENAP=ZHZ: 24/05/2021 . AGKAGELC
@ 3E MOIOY: AMEYOYNETAI: o G e
n . , 5 \ . Mapadeiypata
POOWTIILKO ETUXELPHOEWV TIOU SpaoTNPLOTIOLOUVTAL . Ercibeien

OTOV TOMEQ TWV MWANCEWVY KOL TOV TOLEN UTINPECLWV

Epyaotipla
TLOU OUVOAAGOGOVTAL [IE TIEAATEG KOLL ETILXELPNOELG * pyeaTnp

oty AyyAwn Mwooa @ 3TOXOI KATAPTIZHE:
m NPOYNOOEZEIZ 5YMMETOXHE: To mpoypappa otoxevel otn BeAtiwon Tng Emkovw-
- viag otnv AyyAwn Nwooca. Me thv oAokAfpwaon tou
@ FAQZIA AIAAZIKANIAZ: T(POYPANHATOC OL CUUUETEXOVTEG Ba eival o B€an

VOl ETILKOWVWVOUV otnVv ayyALkA pe Meldreg/
MpopunBesutég og 6Aa Ta otddia tng MwAnong, va ma-
AIAAKTIKH YAH: POUGLAZOUV TIPOIOVTA, VO XPNOLULOTIOLOUV CWOTOUG
EKTLoUSEUTIKG UAKS oTal EAANVIKG TEXVIKOUG OPOUG 0TNV AYYALKH ylal ETTOYYEALLOTLKEG
MWANCELG Kal va eival oe B€on va cuvelodEpouy oe
OUVOVTNOELG LECQ ATIO TNV EMIKOWVWVIA 0TV AyyAL-

KA.

EAANVIKA 1] AyyALlka
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EpyodoToUpEVOl €MNIXEIPAOEWY KAAoUVTal va €MIKOIVWVROoouv aTnv AyyAikr FAwooa yia napoxrn AAnNpoQopimyv,
OleKNEPAiwaon NWANCEWY, EEUNNPETNON NEAATWV KAl CUVEPYATWV.

QG ek TOUTOU, MECA and TO €V AOYw MPOYPAMHA Ol CUUMETEXOVTEG Ba BEATIWOOUV TNV MPOMOPIKN Kal ypanTn
ENIKoIVWVia Toug péoa ano eva apiBuo BepaTikwv evotTnTwy (talking about a product, and its benefits, making
appointments, talking about trends, contributing in meetings kAn) ev® napdAAnAa 6a BeATiwoouv TOGO TIG
YVWOEIG TOUG OTNV YPAMMATIKR kKabwg eniong 6a epunAouTticouv To AeEIAOYIO TOUG aTnV AyYAIKN.

Ie eninedo yvwoswv

. M'vwpifouv MOTE KOl MWG XPNOLULOTIOLOUVTaL Ol
Xpovol(Present Simple, Past tense, Present Per-
fect etc)

. M'vwpilouv Baolko Ae€Adylo anapaitnTo yla
ETUKOLVWVLAL OTOV ETLXELPNILATIKO KOO0

. M'vwpilouv BaolkoUg KAVOVES YPAUUATIKAG

Ze eninedo Aslotrtwy

. Na XpnoLLomoLoUV TOUG XPOVOUC OTLG KOTOAAN-
AEG MEPLTTWOELG

. Na xpnoluomnololv ocwoTEG AEEELG KAl opoAoyieg
QvVAaAoya e TNV MEPLMTWOn

. XpnoLuomololV cwaoTr] YPOUHATIKY Kol opBo-
vpadia
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EpyodoToUpEVOl €MNIXEIPAOEWY KAAoUVTal va €MIKOIVWVROoouv aTnv AyyAikr FAwooa yia napoxrn AAnNpoQopimyv,
OleKNEPAiwaon NWANCEWY, EEUNNPETNON NEAATWV KAl CUVEPYATWV.

QG ek TOUTOU, MECA and TO €V AOYw MPOYPAMHA Ol CUUMETEXOVTEG Ba BEATIWOOUV TNV MPOMOPIKN Kal ypanTn
ENIKoIVWVia Toug péoa ano eva apiBuo BepaTikwv evotTnTwy (talking about a product, and its benefits, making
appointments, talking about trends, contributing in meetings kAn) ev® napdAAnAa 6a BeATiwoouv TOGO TIG
YVWOEIG TOUG OTNV YPAMMATIKR kKabwg eniong 6a epunAouTticouv To AeEIAOYIO TOUG aTnV AyYAIKN.

9 TOMOOGEZIA: WEBINAR KOZTOZ ANA ZYMMETEXONTA:

MNep\apPBavel Tnv mapakoAolOnaon tou ceuvapiou,
ONUEWWOELS KAl TILOTOTIOLNTLKO.

2e nepintwon eknaibevong ue kadodnynon otnv taén,
TIPOCQPEPOVTAL SWPEAV KOPEG, OVOK KOl UECNUEPLAVO

@ HMEPOMHNIEZ KAI QPEZ:

Agutépa, 24/05/2021, 18:30-21:00
Tetdptn, 26/05/2021, 18:30-21:00
Agutépa, 31/05/2021,18:30-21:00
Tetdptn, 02/06/2021, 18:30-21:00
Asgutépa, 07/06/2021, 18:30-21:00
Tetdptn, 09/06/2021,18:30-21:00

Asutépa, 14/06/2021,18:30-21:00
Tetdptn, 16/06/2021, 18:30-21:00
Tetdptn, 23/06/2021,18:30-21:00

Asutépa, 28/06/2021, 18:30-21:00
Tetaptn, 30/06/2021,18:30-21:00

Asutépa, 05/07/2021, 18:30-21:00

YEUUQ (LUOVo yla oAohuepa padnuoata).

KO0oTOoG GUNLLETOXNG
e JUVOALKO Kbotog: €550
e Emopnynon ANAA: €360
e KoaBapo Kootog: €190

MNa avepyoug Kat @owtntég
o [MapakoAw EMIKOWVWVAOTE Hall pag
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H EDUCATION & INFORMATION
I TECHNOLOGY CENTRE

Business English For Professionals

ENOTHTEZ ZEMINAPIOY

Unit 1: Greetings and introductions

. Greeting visitors to your country

. Greeting visitors to your office

. Present simple: Do you travel a lot?

. Past simple: Did you have a good trip?

o Greeting visitors: Can | help you with your
bags?

o Present perfect: Have you met Brian?

Placement test

Unit 2: Course objectives/Company

o Describing YOUR company

o Company profile

o Vocabulary world building: retailer, com-
pound nouns: travel agent

. The passive: The company was started in
1997

Unit 3: Jobs/ Occupations

. Describing your job

. Talking about your abilities

. I’'m in charge of production

. Present perfect + for/since: I've worked
here for two years

o Vocabulary | work in a call centre

. You need to be ambitious to be a director

o Vocabulary personal qualities: be creative,

have patience

Unit 4: Products

. Talking about office equipment

. Talking about features and benefits of
products, prices, discounts

o Too, (not) enough

. So, because

. Pronouns: | need a new one / new ones

o Vocabulary opposite adjectives: modern/
old-fashioned

o Benefits: This enables you to work quickly

Contact us

\\ 77 77 72 52

Unit 5: Sales (Comparing Services)

° Business services

. Expressing your opinion

o Comparatives and superlatives

o Modifying adverbs: quite fast, a lot slower

. If you ask me,

o Agreeing and disagreeing: | see what you
mean, but...

Unit 6: Telephone Communication

o Everyday office technology

o Company procedures

o Instructions: If my phone rings, just leave it

. If/when: When Peter calls, take a message

o Vocabulary using phones: make an internal
call, hang up

° Time expressions: after, as soon as

o Checking information: Can | just clarify...?

o Talking and leaving phone messages

° Leaving voicemail messages

. Can | leave a message?

o This is a message for

Unit 7: Quiz Webinars 1-6

Taking part in meetings

o I’m available on ...
o Vocabulary circulate the agenda
o Does everyone agree?

Appointments

o Making an appointment

° Charging an appointment

o Present continuous for future plans:

o What are you doing on Monday?

o How about Tuesday?

o Going to: I’'m not going to make it on time

o Vocabulary travel problems: delayed, can-
celled

° Organizing meetings
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H EDUCATION & INFORMATION
I TECHNOLOGY CENTRE

Business English For Professionals

ENOTHTEZ ZEMINAPIOY

Unit 9: Emails

Unit 10: Negotiating Unit 14: Trends

L . o Recent trends
. Negotiating with colleagues o
. Business negotiations * Predictions
& . o Describing trends: Sales have fallen slightly
o Could | leave that with you? .
. .\ o Vocabulary fractions and percentages
. First conditional .
. . Describing past performance: Between 2002
o Polite requests, acceptances and refusals: .
, . s . and 2004, sales rose a bit
I’'m sorry. We can’t give you a discount . P
.\ . o Predicting futures performance: | don’t think
o Vocabulary conditions: credit terms, guar- . P
antee profits will increase

it1l: . L .
Unit Money Unit 15: Presenting information

. Exchanging mone

Eing v o Progress reports
o Payment methods .

, ° Presentations
. What's the exchange rate? .
o Already, still, yet
. Numbers . , s .
. o Talking about progress: They’re still installing

. Vocabulary currencies O —
. Asking about payment details: Can | have

the card number, please? * e B e e p

. Vocabulary banking: PIN, expiry date Quiz webinars 7-11

Students Presentations
Unit 12: Marketing

. Ways of marketing

o Talking about websites

o Verb + -ing or to +infinitive: We’ve decided
to use TV advertising

o Vocabulary marketing: sponsorship, reach
a wide audience

. | found it hard to click on the icons

o Vocabulary websites: layout, scroll

Unit 13: Networking

. Meeting people

o Following up

o Finding out about each other: And your job
is...?

. Finding/Recommending contacts: You real-
ly must meet...

o I've made some good contacts, thanks to

you
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Delivering training since 1996

\\ 77 77 72 52

: +22466635, email: enquiries@editc.com
Visit our web site at www.editc.eu




: EDUCATION & INFORMATION
) I TECHNOLOGY CENTRE

ARNA®won ZUPHETOXNAG

Kwdikog: ED21A23 — TitAog Zepivapiou: Business English For Professionals | Huepopnvia ‘Evap&§ng: 24/05/2021

in the Sales and Service Sector

A. ZToixeia OpyaviopoU (av epapuodeTal)

ETaipia/Opyaviopog: MéyebBog: oMikpn oMeoaia oMeyaAn
OIKoVopIKn ApacTnploTNTA: TnAépwvo: dak:
, i o Tax.
AleuBuvon: Tax. Topeag: Qupisa:
Email:

YnelBuvog yia TNV eyypaer Kai
TiTAOG B€0NG: Anegu. TNAéQwvo:

B. ZToIXEia ZuppeTéXovTa (1)

OKog OKa ‘Ovopa EniBeTo
TiTAog/@€on Epyaciag: Email:
Meprypapn Kabnkovtwv: TnAEQPWVO/KIVNTO: daf:

AOYoI yia Toug onoioug eival
€nIBUPNTA N CUPPETOXN OTO
npoypayppa:

MapakaA® ONMPEI®OTE AV UNAPXOUV NPOTIUACEIG OTO paynTo nou B8a npoopepOei (1oxUel POVO OTN NEPINTWON ONOU OTO GEUIVAPIO
nepiAauBAveTal PeonUePIavo)

ONnoTioiga  OXopTo@ayog

O ZTo NpOypappa 6a CUPMETEXOUV NEPAV TOU EVOC CUMKETEXOVTA. (Z€ auTr) TNV NEPINTWON CUUNANPWOTE KAl TNV €noEVN 0eAida)

I. Enévdéuon Eknaideuong
H ZYMMETOXH =TA NMPOrPAMMATA KATAPTIZHZ NMPOMNAHPQNETAI (TouAdyioTov 3 HEPEG NPIV TNV £vapEn Tou ogHIvapiou)

MapakaA® TigoAoynoTe OTov cuppeTéxovTa OTnv €Taipia  Ap. MoTwTikoU MeAaTtn (av undpxel):

O Ta dikaloUuxoug enixopriynong and tnv Apxn AvanTtuéng AvBpwnivou AuvapikoU (AvAA): €190
O Ta un dikaioUxoug enixopriynong and tnv Apxn AvanTtuéng AvBpwnivou Auvapikou (AvAA): €550
€0

O Ta avepyoug nou NANpouv Ta KpItrpia Tng ANAA:
EniTayég ekdidovTal oTo ovopa Tng eTaipiac EDITC Ltd. NMAnpwun Ynopei va yivel ue anguBeiag katabeon oTtov Aoyaplacguod

Account Name: EDITC LTD Account Number: 115-01-068696-01
IBAN:CY19 0050 0115 0001 1501 0686 9601 SWIFT/BIC:HEBACY2N

A. ‘'Opol CUPHETOXNG O€ Npoypappara TngG eraipiag EDITC

1.H eraipia )\apBavsl €YYpPAPEG oTa osplvapm MG U XQI 5 sgxumusg HEPEG npiv and Tnv évapgn Tou oepivapiou. H etaipia dev deopeleTal OTI Ba
ClI'I05€X9£I syypa(psq nou )\apBavovml o€ AlyOTspo ano 5 epydoipeg pspsq npv v €vap&n Tou ogpIvapiou

2. Fpan'rx—:q aKupwox—:lq 5 epydoipeg pepaq npiv ané Tnv evapEn TOU 0'€|JIVOpIOU YIVOVTClI anodeKTEG Kal O€ I'IEpII'IT(.DO’n n)\npwpnq SI‘IIOTpE(PETClI nlcco o)\OK)\npo
TO Mogo. Akupmoaq nou oev epnm'rouv oTOV Mo Navw 0po TI|JO)\0YOUVTCII KAVOVIKA. AVTIKATAOTACEIG CUPHETEXOVTWV €ival AnodekTEG VOOUUEVOU OTI Ol
avnKaTao-raqu n)\npouv Ta KPITAPIA yia 0'U|Jp€TOXI"| OTO GUYKEKPIUEVO npoypappa

3. H eTaipia 6|0Tr]ps| TO 6|Ka|(opc1 va CIKUp(DOSI N va avaBaAer eknaideuTIKO NPOYypaupa WEXPI Kal Wia pépa npiv anod Tnv évapén Tou. 'OAEG Ol NPONANPWHEG
yia To oustKplpsvo npoypappa snlcrrps(povml aToug neAATeq.

4. Mg EEalpeon TOU n|0'r0)Tu<ouq I'IE)\OTEC, OAEC 01 AAAEG syypacpeq sival ou0'rnpa nponAnNpwTEeG Kal n eraipia dsv Ba anodexeral TRV €i00d0 TwV
OUUMETEXOVTWV arny TGN av dev exouv €E0PANOEi o1 0IKOV0|.IIK£(; TOUG UMOXPEWOTEIG

5. Mg tnv )\ann ™m¢ arrncnq OUMPETOXNG Ba 0ag, avnpapwooupa Tn)\apwvqu yia Tnv napa)\aBn ™ng cu'rnonq FpanTn smBaBmwon yla Tnv u)\onomon Tou
€KNAIOEUTIKOU npoypappcrroq 6a anooTakei ano6 5 paxpl 3 HEPEG MpIV ™myv €vapgn Tou npoypappcrroq pX5 EKTCIKTEC NeEPINTWOEIG ypanTn snlBsBalwcn pnopei
va O'TCI)\EI Kal pia pépa npv v svapEn TOU MpOoypAPpaToG. Ol CUMHETEXOVTEG KaAoUvTdl va EMIKOIVWVHOOUV HE TNV €TAlpia O€ NEPinT®won nou
Oev sxouv Aapei cxs'rmn amBsBulwcn

6. SUMMETEXOVTEG Mou exouv I'ICIpOUUIE(; KaTw and 1o 75% dsv pnopouv va snixopnynBoUv and Tnv AvAA kal ot TETold nepinTwon 6a kAnBolUv va
KCITCIBCI)\OUV Kal To Nogo ™g anlxopnynonq (anln)\sov Tou d1KoU Toug nooou NANPWHAG).

7. %€ nepinTwon npoypappcrrwv enixopnynuévwyv anod Tnv ANAA oAa Ta évruna Tng ANAA Ba npénel va anoaTéAAovtal atnv eTaipia EDITC npiv and tnv
€vapén Tou UEIJIVCIDIOU

8. I'I|0Ton0|n'ru<a ouupsToan Ba divovTai aToug ouupsTexoweq HE TNV 0)\0K)\I’]p0.)0'r] TOU oeulvaplou voouuevou OTI €XOUV EEO(D)\I‘]GEI OAEG TOUG Ol ou<ovopu<z-:q
unoxpswouq KAl UNOXPEWOEIC ava@opikd e Ta evruna TnG ANAA. Se dAAn nepinTwon auta Ba anoaTeAAovTal TaxudpopIK®WE HOAIG IkavonoinBoUv OAEG ol
nio Navw npounoBEcelg

OANoJ3eXOHAcTE OAOUG TOUG NIO NAVW OPOUG CUHHETOXNG

Ynoypaopn: Hpepopnvia:

Sppayida (o€ nepinTwon €Taipiag):
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= EDUCATION & INFORMATION
I %y TECHNOLOGY CENTRE

ARAwon ZUPHETOXNAG

B. ZToIxXEia ZuppeTEXOvTa (2)

OKo¢ DOKa ‘Ovopa EniBsto
TiTAog/©€0on Epyaciag: Email:
Mepiypaen Kadnkovtwyv: TnAEPwVO/KIVNTO: dak:

AOYOI yia Toug onoioug gival
€nIBUPNTA N CUPPETOXN OTO
npoypappa:

nepiAaPBAveTal PeonUEPIAVO)
ONnoTioiya  OXopTo@ayog

MapakaA® ONUEI®OTE av UNAPXOUV NPOTIUACEIG OTO paynTo nou Ba npoogepOei (1oxUel POVO OTN NEPINTWON ONOU OTO GEUIVAPIO

B. ZToIXEia ZUPHETEXOVTA (3)

OKog OKa ‘Ovopa EniBeTo
TiTAog/©€on Epyaociag: Email:
Mepiypaen KabnkovTwv: TnA£pwvo/KivnTo: dak:

AOYOI yia Toug onoioug eival
€MBUUNTA N GUPHETOXN OTO
npoypapua:

nepiAapBAaveral JEGNUEPIAVO)
CONnoTioipa  OXopTo@ayog

MapakaA® ONUEI®OTE av UNAPXOUV MPOTIPACEIG OTO (paynTo nou 8a npoo@epBei (1oxUel OVO OTN MEPINTWON ONOU OTO GEUIVAPIO

B. ZToIXEia SuppEeTEXOVTA (4)

OKog OKa ‘Ovopa EniBsto
TiTAog/Ogon Epyaoiag: Email:
Meplypaen KabnkovTtwv: TnA£pwvo/KivnTo: dak:

AOYo0I yia Toug onoioug eival
€MBUUNTA N CUPPETOXT OTO
npoypauua:

nepIAauBAveTal HECNEPIAVO)
ONnoTioiua  OXopTogpayog

MNapakaA® CNPEI®OTE av UNAPXOUV NPOTIUACEIG OTO paynTo nou Ba npoopepBei (1IoxUel yovo oTn NePINTwWon dnou oTo OEUIVApPIO

B. ZToIXEia ZuppEeTEXOVTA (5)

OKog OKa ‘Ovopa EnidsTo
TiTAog/@&on Epyaciag: Email:
Meplypaen KabnkovTwv: TnA&pwvo/KivnTto: dak:

AOYoI yia Toug onoioug €ival
€MBUUNTA N CUPHETOXN OTO
npoypaypa:

nepIAauBAveTal HecnKEPIAVO)
ONnoTioiga  OXopTogpayog

MapakaA® CNPEI®OTE av UNAPXOUV NPOTIUACEIG OTO (paynTo nou Ba npoopepBei (1IoxUel dvo oTn NePINTwWon dNou oTo OEUIVApIO

OANOo3eXOHACTE OAOUG TOUG MNIO NAVK OPOUG CUHMETOXNAG

Yrnoypaon: Huepounvia:

S@payida (og nepinTwon eraipiag):
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