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

Business English
For Professionals

EpyodoToUpEvol enIXEIPAOEWY KAAoUVTaAl va €MNIKOIVWVRAOOUV TNV AyyAikn FAwcooa yia napoxn nAnpo®opioy, dIEKNEPAiwan
NWANCEWY, EEUNNPETNON NEAATWY KAl CUVEPYATWV.

Q¢ £k ToUTOU, HECA Ao TO €V AOYW MPOYPANHA Ol CUUHETEXOVTEG Ba BEATIMOOUV TNV NMPOMOPIKN Kal YPAMTH ENIKOIVWVIA TOUG
pHEoa anod éva apiBud BepaTikwv evoTnTwy (talking about a product, and its benefits, making appointments, talking about

trends, contributing in meetings kAn) evw napdAAnAa 6a BeATI®OOUV TOCO TIG YVWOEIG TOUG OTNV YPAMMATIKR KaBwg eniong
Ba gunAouTioouv To AEINOYIO TOUG 0TNV AYYAIKN.

Kwdwog: ED25A19 @ Z1o)0G MNpoypappatog:

Atépreto: 30 WPEC To mpdypappa otoxelel otn BeAtiwon tng Emikowwviog
otnv AyyAkn NMwooa.

Me TNV OAOKARPWGN TOU TIPOYPANATOG Ol CULUETEXOVTEG
Ba elval o B€on va EMIKOWVWVOUV TNV ayyALKr) e

®¢

OE

Hpepopnvia Evapéne Tetdptn 12/03/2025

Meodi suppetexovrwy: MNeAateg/MpounBeutég og OAa ta otddia tng NwAnong, va
MPOCWIILKO ETILXELPFOEWVY TTOU §pACTNPLOTIOLOUVTAL OTOV TLOLPOUGLALOUV TIPOLOVTA, VA XPNOLUOTIOLOUV OWOTOUG
TOMEQ TWV MWAACEWV KAl TOV TOUEQ UTINPECLWY TIOU TEXVLIKOUG OpouG oTNV AyyALKH YL ETTOYYEALOTIKEG
ouvaAhdooovtal pe TTEAATEC KAl ETMLXELPAOELG aTnV AyyALKA TMWANOELG Kal va elval og B€on va ouvelodEpouv og
Mwooca OUVOVTNOELG HECA ATTO TNV ETIKOWVWVIA 0TV AyyALK).
2 eninedo yvwoswv

@ NMwooa Iepwvapiou: ¢ Na yvwpilouv mOTe Kal TwG XPNOLLOTIOLOUVTAL OL XpOVoL

EAAnVikd katt AyyAd (Present Simple, Past tense, Present Perfect etc)

* N'vwpilouv Baotko AefAdyLo anapaitnTo yla ntkovwvia
OTOV ETILXELPNUATIKO KOO0

* N'vwpilouv BaoctkoUG KAVOVEG YPOLLLATLKIG

2 eninedo AslotnTwy

® N XpnOLLOTOLOUV TOUG XPOVOUG OTLG KATAAANAEG
TEPUTTWOELG

* Na xpnotpomololV cwoTEC AEEELG Kal opoloyieg avaAoya
LLE TNV mEpimTwon

* XpNOLLOTOLOUV CWOTH YPARMATLK Kot opBoypadia
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Q¢ £k ToUTOU, HECA Ao TO €V AOYW MPOYPANHA Ol CUUHETEXOVTEG Ba BEATIMOOUV TNV NMPOMOPIKN Kal YPAMTH ENIKOIVWVIA TOUG
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e TOMOOGEZIA: WEBINAR KOZTOZ ANA ZYMMETEXONTA:

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

@ HMEPOMHNIEZ KAI QPEZ:

TETAPTH, 12/03/2025, 09:00 - 12:15 KO0oTOG GUNLETOXNG

AEYTEPA, 17/03/2025, 09:00 - 12:15 e JUVOALKO Kbotog: €750

TETAPTH, 19/03/2025, 09:00 - 12:15 e Emyopnynon ANAA: €600
AEYTEPA, 24/03/2025, 09:00 - 12:15 e KaBapo Kootog: €150

TETAPTH, 26/03/2025, 09:00 - 12:15

AEYTEPA, 31/03/2025, 09:00 - 12:15 MNa avepyoug Ko Dottntég

TETAPTH, 02/04/2025, 09:00 - 12:15 o [MapakoAw EMIKOWVWVAOTE Hall Hag

AEYTEPA, 07/04/2025, 09:00 - 12:15
TETAPTH, 09/04/2025, 09:00 - 12:15
AEYTEPA, 28/04/2025, 09:00 - 12:15
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H EDUCATION & INFORMATION
I TECHNOLOGY CENTRE

Business English For Professionals

ENOTHTEZ ZEMINAPIOY

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 a 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
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H EDUCATION & INFORMATION
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

EtriAuon Atropiwv

FpatrTA Kai Tpogopikn E§éTaon
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