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

Business English
For Professionals

EpyodoToUpevol €nixeIpnosmwy KaAoUvTal va €nikoivwvnoouv otnv AyyAikr FA®coa yia napoxrn NAnNpogopi®yV, dIEKNEPAinan
NWANCEWYV, EEUNNPETNON NEAATOV KAl CUVEPYATOV.

Qc ek ToUTOU, META ano TO €V AOYW MPOYPANHA Ol CUUHETEXOVTEG Ba BEATIOCOUV TNV NPOMOPIKN Kal YPANTH €MNIKOIVWVIA TOUG
HEoa and €va aplBuod BeuaTik®wv evoTATwV (talking about a product, and its benefits, making appointments, talking about
trends, contributing in meetings kKAn) evw napaAAnAa 8a BeATI®OOUV TOOO TIG YVWOEIG TOUG OTNV YPAUHATIKN KaBwg eniong
Ba sunAouTioouv To AEEIAOYIO TOUG OTNV AYYAIKN.

Kwdikoc: ED24A32 @ Z1ox0¢ Mpoypappatog:

Atépreto: 30 WPEC To mpoypappa otoxeVeL otn BeAtiwaon tng Emikowwviag
otnv AyyAwkn NMwooa.

Me TNV 0AOKANPWGN TOU TTPOYPAULOTOG OL GUUIETEXOVTEG
Ba sival og B€on va eMIKOWWVOUV 0TV ayYALKN e

@®¢

Hpepopnvia Evapéne Tetdptn 08/052024

O E

MpodiA cuppetexoviwy: Meldteg/MpounBeutég og OAa ta otddia TG MWwAnong, va
MPOCWTILKO ETIXELPHCEWY TTOU SpACTNPLOTIOLOUVTAL OTOV MAPOUCLALOUV TPOIOVIA, VA XPNOLULOTIOLOUV OWOoTOUG
TOMEQ TWV TTWANCEWV KaL TOV TOUEX UTINPECLWV TIOU TEXVIKOUG OPOUC 0TNV AYYALKN YLO EMTOYYEAUATLKEG
OUVOAAACCOVTOL E TIEAATEG KO ETILXELPHOELS OTNV AyYALKN MWANOCELG Kol va elvat og B€aon va cuvelopEpouy oe
Mwooa OCUVOWVTIOELG MECQ ATIO TNV EMIKOWWVIa otV AyYALKN).
2 eNiNedo yvwoswv

@ NMwooa Zspwvapiouv: e No yvwpllouv TOTE Kal TwE XPNOLUOTOLOUVTAL OL XpOVoL

EAAnVikd kot AypyAikd (Present Simple, Past tense, Present Perfect etc)

e N'vwpiZouv Baotko Ae§AdyLo amapaitnTo yLa enkovwvia
OTOV ETUXELPNUATIKO KOOUO

* ['Vwpilouv BacLkoUG KOVOVEG YPOUUATLKAG

Ze eninedo As§lotitwv

® Na XpnoLUOMOoLOUV TOUG XPOVOUG OTLG KATAANAEG
TEPLITTWOELG

e Na XpnoLUOToLoUV CWOTEG AEEELS KOl 0pOAOYieg avaAoya
e TNV mepimtwon

* XpNOLLOTOLOUV CWOTH YPARUATLK Kot opBoypadia
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e TONOOEZIA: WEBINAR KOZTOZ ANA ZYMMETEXONTA:

Mepthappavel TNy mapakoAouBnaon tou ogpwvapiou,
ONUELWOELG KAL TILOTOTIOLNTLKO.

@ HMEPOMHNIEZ KAI QPEZ:

K6otog oupLETOXAG
TETAPTH 08/05/2024, 09:00 - 12:15 e SUVOAKS KooToC: €750

AEYTEPA 13/05/2024, 09:00 - 12:15 e Eruyopriynon ANAA: €600
TETAPTH 15/05/2024, 09:00 - 12:15
AEYTEPA 20/05/2024, 09:00 - 12:15
TETAPTH 22/05/2024, 09:00 - 12:15

e KaBapo Kootoc: €150

MNa avepyoug Kau Dortntég
MapakaAw EMIKOWWVAOTE Poll pag

AEYTEPA 27/05/2024, 09:00 - 12:15 o
TETAPTH 29/05/2024, 09:00 - 12:15
AEYTEPA 03/06/2024, 09:00 - 12:15
TETAPTH 05/06/2024, 09:00 - 12:15
AEYTEPA 10/06/2024, 09:00 - 12:15
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Unit 1. Greeting visitors

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?

Greeting visitors: Can I help you with your bags?
Present perfect: Have you met Brian?

Unit 2. Company

Describing YOUR company

Company profile

Vocabulary world building: retailer, compound
nouns: travel agent

The passive: The company was started in 1997

Unit 3. Occupations - Sales

Describing your job

Talking about your abilities

I'm in charge of production

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

Vocabulary I work in a call centre

You need to be ambitious to be a director
Vocabulary personal qualities: be creative, have
patience

Unit 4. Products

Talking about office equipment

Talking about features and benefits of products,
prices, discounts

Too, (not) enough

So, because

Pronouns: I need a new one / new ones
Vocabulary opposite adjectives: modern/old-
fashioned

Benefits: This enables you to work quickly

Contact us

Unit 5. Comparing services

Business services

Expressing your opinion

Comparatives and superlatives

Modifying adverbs: quite fast, a lot slower

If you ask me,

Agreeing and disagreeing: I see what you mean,
but...

Unit 6. Office systems

Everyday office technology

Company procedures

Instructions: If my phone rings, just leave it
If/when: When Peter calls, take a message
Vocabulary using phones: make an internal call,
hang up

Time expressions: after, as soon as

Checking information: Can I just clarify...?

Unit 7. Telephone Communication
Talking and leaving phone messages
Leaving voicemail messages

Can I leave a message?

This is @ message for...

Unit 8. Appointments

Making an appointment

Charging an appointment

Present continuous for future plans:

What are you doing on Monday?

How about Tuesday?

Going to: I'm not going to make it on time
Vocabulary travel problems: delayed, cancelled

Delivering training since 1996

\Q 7777 72 52

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




)) = EDUCATION & INFORMATION
= 4 I TECHNOLOGY CENTRE

Business English For Professionals

ENOTHTEZ ZEMINAPIOY

Unit 9. Meetings

Organizing meetings

Taking part in meetings

I’'m available on ...

Vocabulary circulate the agenda
Does everyone agree?

Unit 10. Negotiating

Negotiating with colleagues

Business negotiations

Could | leave that with you?

First conditional

Polite requests, acceptances and refusals: I'm
sorry. We can’t give you a discount
Vocabulary conditions: credit terms, guarantee

Unit 11. Money

Exchanging money

Payment methods

What's the exchange rate?

Numbers

Vocabulary currencies

Asking about payment details: Can | have the card
number, please?

Vocabulary banking: PIN, expiry date

Unit 12. Marketing

Ways of marketing

Talking about websites

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

Vocabulary marketing: sponsorship, reach a wide
audience

| found it hard to click on the icons

Vocabulary websites: layout, scroll

Contact us

Unit 13. Networking

Meeting people

Following up

Finding out about each other: And your job is ...?
Finding/Recommending contacts: You really must
meet...

I’'ve made some good contacts, thanks to you

Unit 14. Trends

Recent trends

Predictions

Describing trends: Sales have fallen slightly
Vocabulary fractions and percentages

Describing past performance: Between 2002 and
2004, sales rose a bit

Predicting futures performance: | don’t think profits
will increase

Unit 15. Presenting information

Progress reports

Presentations

Already, still, yet

Talking about progress: They're still installing the
new network

And that brings me to my next point

EmavaAnyn

EmiAuon Amropiwv

Fpatrth kai rpo@opikn E¢étaon
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