Jobs and Duties                                                                                                                                          Unit 5



[image: listening]
                                                                                                  


PRESENT CONTINUOUS (Ενεστώτας Διαρκείας)
ΣΧΗΜΑΤΙΣΜΟΣ
[image: or19] O Present Continuous σχηματίζεται με τον Ενεστώτα του ρήματος to be και με την προσθήκη της κατάληξης -ing στο κύριο ρήμα. Ο ερωτηματικός τύπος σχηματίζεται με απλή αντιστροφή του ρήματος be, ενώ ο αρνητικός τύπος σχηματίζεται με την προσθήκη της λέξης not.
	AFFIRMATIVE
	INTERROGATIVE
	NEGATIVE

	I am  working
You are working
He is working
She is working
It is working
We are working
You are working
They are working
	Am I working?
	I am not working

	
	Are you working?
	You are not working

	
	Is he working?
	He is not working

	
	Is she working?
	She is not working

	
	Is it working?
	It is not working

	
	Are we working?
	We are not working

	
	Are you working?
	You are not working

	
	Are they working?
	They are not working



ΠΡΟΣΟΧΗ
[image: or19] Όσα ρήματα τελειώνουν σε -e, το αποβάλλουν.
take  -   I am taking       
[image: or19] Όσα ρήματα τελειώνουν σε 1 φωνήεν που τονίζεται + 1 σύμφωνο, διπλασιάζουν το τελικό σύμφωνο πριν την κατάληξη -ing.
               begin - I am beginning      sit - I am sitting
ΑΛΛΑ    eat - I am eating                  open  - I am opening
[image: or19] Όσα ρήματα τελειώνουν σε -l το διπλασιάζουν πριν την κατάληξη -ing.
   travel - I am travelling
[image: or19] Όσα ρήματα τελειώνουν σε -ie το αποβάλλουν και το αντικαθιστούν με -y πριν την κατάληξη -ing.
     lie - I am lying
ΧΡΗΣΗ
O  Present Continuous χρησιμοποιείται:
[image: or19]για να περιγράψει πράξεις που γίνονται την στιγμή που μιλάμε.
You are listening to me now.
[image: or19] για να περιγράψει πράξεις που γίνονται προσωρινά.
She is working very hard these days.
[image: or19] για να περιγράψει πράξεις που είναι μέρος προγραμματισμένου σχεδίου.
I am leaving for Paris tomorrow morning.

 (
now
 
(τώρα)
at
 
the
 
moment
 
(αυτή τη στιγμή)
at
 
present
 
(προς το παρόν)
these
 
days
 
(αυτές τις μέρες)
still 
(ακόμη)
)
KEY WORDS    





ΠΡΟΣΟΧΗ
Ορισμένα ρήματα δεν έχουν Present Continuous, διότι δηλώνουν μόνιμες καταστάσεις. Τέτοια ρήματα είναι:
ΑΙΣΘΗΣΕΩΝ: see (βλέπω), hear (ακούω), smell (μυρίζω)
ΑΝΤΙΛΗΨΗΣ: know (γνωρίζω), understand (καταλαβαίνω), mean (εννοώ)
ΜΝΗΜΗΣ/ΛΗΘΗΣ: remember (θυμάμαι), forget (ξεχνώ)
ΑΡΕΣΚΕΙΑΣ/ΑΠΑΡΕΣΚΕΙΑΣ: want (θέλω), need (χρειάζομαι), like (μου αρέσει), dislike (δεν μου αρέσει), love (αγαπώ), hate (μισώ)
ΔΙΑΦΟΡΑ: belong (ανήκω), seem (φαίνομαι), appear (εμφανίζομαι), think (νομίζω), believe (πιστεύω)

[image: or19] Το ρήμα ΗΑVE χρησιμοποιείται στον Present Continuous μόνο όταν σημαίνει κάνω κάτι:
    Ι’m having a cigarette.    I’m having a shower.
[image: or19]Όταν δίνουμε σύντομες απαντήσεις χρησιμοποιούμε μόνο το Υes/No  και το ρήμα to be
     Is Ann typing?  Yes, she is.  
                        No, she isn’t.


[image: 437400-Royalty-Free-RF-Clipart-Illustration-Of-A-Blue-Book-Character-Wearing-Glasses] 1. SKIMMING. Read the text and decide whether the statements following are true or false.
It is 9:00 o’clock on Monday May 6th and Peter is arriving at 3 DELTA INC. Peter is in a very good mood although a bit anxious. It is his first day at his first job as an administrative assistant. Kate, a junior clerk at the same department, is guiding him through the different sections and introducing him to his new colleagues. Let’s see what some of the employees are doing in the Administration Building. 
[image: thumb_buero_41]
The receptionist is greeting a supplier and directing him to his destination. The switchboard operator, who handles the multi-line switchboard, is answering the phone and connecting the lines without delay.

In the Public Relations Office, the head of the department is preparing the agenda for the forthcoming meeting while her assistant is filing today’s correspondence. In the next office the Sales Director is planning the new advertising and promotion projects. 

The Imports-Exports Manager is trying hard to manage the movement of products in and out of the country in accordance with the relevant national and international law. At the same time, his secretary is managing all the necessary documents and online forms. 
[image: trouble1]
On the upstairs floor, the Training Manager is planning the training programmes and budgets.  The HR (Human Recourses) Manager is developing a new recruitment and staff selection plan.

The employees in the Finance Department are preparing the monthly pay-rolls and the book-keeper is sending a fax to the Revenue Office. The people at the Quality Control Department are having a meeting to measure performance.

At the end of the corridor, the Chief Executive Officers (CEOs) are discussing the implementation of the company’s strategy because they have to get ready to report to the shareholders.
The working place and the friendly environment impress Peter who feels lucky to start his career under such nice conditions; so when Kate finally takes him to his own office at 10:15, he decides to do his best.

	
	T
	F

	1. Peter starts work in March.         
	
	

	2. His first post is as administrative assistant. 
	
	

	3. He is happy and calm on his first day. 
	
	

	4. It is the receptionist's job to direct the people. 
	
	

	5. The switchboard operator connects the lines. 
	
	

	6. The Marketing Dept. is responsible for the promotion. 
	
	

	7. There aren't specific laws for imports-exports. 
	
	

	8. The Training Dept. is on the downstairs floor. 
	
	

	9. The H.R. Dept. deals with the Revenue Office. 
	
	

	10. The CEOs report to the shareholders. 
	
	



[image: Εικόνα12] 2. What do these people do? Match the jobs with the duties.

	1. receptionist
	a. owners of a company
	1

	2. sales manager
	b. responsible for sales
	2

	3. shareholders
	c. responsible for staff matters
	3

	4. sales assistant
	d. develops projects on a P.C.
	4

	5. secretary
	e. sells goods in a shop or store
	5

	6. Human Resources
	f. writes letters and keeps records
	6

	7. supplier
	g. welcomes visitors
	7

	8. computer programmer
	h. sells goods to the company
	8


[image: Εικόνα12] 3. REWRITING. Rewrite the following sentences replacing the underlined words with their opposites.
1. Why are you so calm today?
...............................................................................................
2. My office is downstairs. 
...............................................................................................
3. Maria works as a senior clerk at 3 DELTA.
...............................................................................................
4. Do you think this issue is irrelevant?
...............................................................................................
5. Our last class is Business Communications.
...............................................................................................
6. Can you please disconnect this particular line right away? 
...............................................................................................
7. John Derek works in a different department.
...............................................................................................
8. What’s she doing? She is receiving a fax.
...............................................................................................

[image: Εικόνα12]  4. EXPANDING VOCABULARY. Read the text carefully and find words that belong to the same word family.
	VERBS
	NOUNS
	NOUNS
	VERBS

	supply
	............................
	introduction
	............................

	correspond
	............................
	measurement
	............................

	perform
	............................
	preparation
	............................

	assist
	............................
	development
	............................

	implement
	............................
	direction
	............................


[image: Εικόνα12] 5. GAP FILLING. Complete the sentences with the right verb.
                 
	

[image: 439842-Royalty-Free-RF-Clip-Art-Illustration-Of-A-Cartoon-Stressed-School-Boy-Taking-An-Exam]
	Lose
Look for
Get
Find
Offer
Do
	
	







	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


                                       

1. Thomas wants to ……………………………… a new job. His boss is very bad.
2. Ann is ……………………………… a job as a secretary.
3. Her assistant is a bit slow, but he always ……………………………… a good job.
4. Employers rarely ……………………………… a job to inexperienced candidates.
5. Sue mustn’t be late again or she’ll ……………………………… her job.
6. Good CVs get interviews but they don’t ……………………………… jobs.

 [image: Εικόνα12] 6. BRAINSTORMING ROUND A WORD. Complete the dialogue with an appropriate word.
                                  

    Hang up=end the conversation                           Hold on=wait for a while 


              Pick up=answer                       [image: telephone]             Put through=connect   
 
                                                
              
      Speak up=speak louder                                 Call back=telephone again


The phone is ringing on Ann's desk; she is picking it ………… 
A. Hello. Can I help you?
B. Hello. Could I speak to Mr Edwards please?
A. Who is on the phone please? 
B. This is Bob Miller speaking.
A. Oh! Hello Mr Miller. I'll put you ………… right away. Hold ………… please.
    Sorry. His line is busy. Would you like to call ………… later? 
B. I can't hear you very well. The line is bad. Can you speak ………… please?
A. Yes.  Mr. Edwards is on another line. Shall I take a message? 
B. No thank you. I'll hang ………… and try again later.
A. O.K. Good bye Mr Miller.
B. Good bye.

[image: Εικόνα12] 7. INFORMATION TRANSFER. Study the example, choose a job
 and write down as much relevant information as you can.
[image: job1]


  
            Job Description                                     Job Specification
    duties, responsibilities,                                                   education, experience, skills, 
     working hours and conditions                                                         training
          

                                    Job Evaluation
                                 position in the company



Administrative Assistant
Job Description
Provides support to Finance Manager, plans meetings, manages communications, maintains filing system and coordinates activities with other departments.
Job Specification
University or College degree, minimum 3 years experience, excellent computer skills, languages an asset and planning management skills.
Job Evaluation
Reports to Finance Manager



………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 [image: Εικόνα12] 8. EXPANDING VOCABULARY. Study the work life activities and complete the sentences.

       [image: 1048633-Royalty-Free-RF-Clip-Art-Illustration-Of-A-Cartoon-Striker]          	                                            [image: baby_in_carriage_2]
                                                                   strike   

          resignation                                                                               parental leave                                                                                                 
      

                                    
               promotion                                                            sick leave       
 
                                                
              
             shift                                                            redundancy                    

                                                                               vacation                              
1. Parents have the right to get a ……………………………… to look after their children.
2. If the CEO doesn’t sign the new contract, the workers we’ll go on ………………………………
3. Jane has to submit her ……………………………… because the manager is not satisfied with her work.
4. Hard working employees hope to get a rise and a ……………………………… 
5. Organisations that need to operate more than eight hours per day require ……………………………… work.
6. The Vice President is not here. He is on ……………………………… in Hawaii.
7. Due to the crisis the department may decide some ……………………………… 
8. The receptionist is in hospital with five days ……………………………… 





[image: Εικόνα12] 1. BUILDING THE CORRECT STRUCTURE: Present Simple or Continuous?
example: That boy sometimes ………………………  parties. (organise)  
                That boy sometimes organises parties.
1. John often ……………………… to work by bus. (go)
2. At the moment they ……………………… a break. (have)
3. Look! He ……………………… the door. (open)
4. We ……………………… the window every morning. (open)
5. The secretary usually ……………………… the letter. (type)
6. The manager ……………………… a new employee now. (interview)
7. Listen! The phone ………………………  (ring)
8. I ……………………… at 7:00 o’clock. (get up)
9. Jim ……………………… his parents every weekend. (visit)
10.  He ……………………… at the university at the moment. (study)

[image: Εικόνα12]2. CHOOSING THE RIGHT ITEM. Circle the correct words
in parentheses.
example:  They visit us (at the moment,     at the weekends    )
 
1. Jane is watching TV (in the evenings, at the moment).
2. She goes to Athens (every Sunday, now).
3. I’m sorry. Cathy is sleeping (right now, at 11:00).
4. The postman brings the letters (now, in the morning).
5. I’m having a break (sometimes, at the moment).
6. (Listen!, Usually) George is singing in the bathroom.
7. I visit them (today, in the summer).
8. The school doesn’t open (at the moment, on Sundays).
9. The President is having a meeting (now, every day).
10.  I start work at 9 o'clock (in the morning, at the moment).

[image: alarm_clock]3.  TELLING THE TIME. What time is it? (What’s the time?)
 (
What’s the time?
2:00
   It’s 
two o’clock                 
  
  
2:35
   It’s twenty five to three
2:05
   It’s
 five past two          
   
  
2:40   It’s twenty to three
2:10
   It’s 
ten past two        
       
 
2:45   It’s a quarter to three
2:15
   It
’s a quarter past t
wo
 
         
 
2:50   It’s ten to three
2:20
   It
’s twenty past two         
 
 
2:55   It’s five to three
2:25
   It’s twenty five pas
t
 two  
 
 
3:00   It’s three o’clock
2
:
30
   It’s half past two
)








example: 1:00         it’s one o’clock

	2:10 
	4:10

	9:15
	6:30

	3:20
	10:00

	5:50
	10:40

	7:45
	12:25





[image: 23]

EXTRA WORD OUT. Circle the extra word in each sentence
1. The Public Relations     the    office is on the second floor.
2. All the staff are don’t having a snack.
3. The office is not open on day Saturday.
4. The President is talking on to the phone.
5. The Vice President wants to have a meeting with all every the people.
6. The workers are busy. Some of them workers are preparing the next day's work.
7. The secretary is writing and but the typist is typing.
8. I am do not working at the moment.
9. It is ten past to four.
10. It is the three o'clock. 
1
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