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WORD ORDER (ΣΥΝΤΑΞΗ ΠΡΟΤΑΣΕΩΝ)
[image: or19] Ο όρος word order αναφέρεται στον τρόπο με τον οποίο συντάσσεται η πρόταση. Η σειρά των λέξεων στην Αγγλική γλώσσα είναι σημαντική γιατί μπορεί να επηρεάσει το νόημα της πρότασης. 

α. Subject (υποκείμενο) + Verb (ρήμα)
[image: or19] Οι κύριοι όροι της πρότασης είναι το υποκείμενο (Subject) και το ρήμα (Verb). Το  υποκείμενο (ονομαστική)  είναι συνήθως αντωνυμία ή ουσιαστικό  που μπορεί να συνοδεύεται από επίθετα ή περιγραφικές φράσεις.
	She is typing.
   
	Jane is typing.
   
	The new secretary is typing.  
               

	   S         V
	   S          V
	               S                   V

	The secretary who reports to the President is typing.
                                                                
                                S                                     V



b. Subject (υποκείμενο) + Verb (ρήμα) + Object (αντικείμενο)
[image: or19]Το  αντικείμενο (αιτιατική) είναι συνήθως αντωνυμία ή ουσιαστικό  που μπορεί να συνοδεύεται από επίθετα ή περιγραφικές φράσεις.
	Jane is typing the minutes.
                    

	                                                  S          V             O


c. Subject + Verb + Object (person) + Object (thing) 
[image: or19]Όταν το ρήμα συντάσσεται με δύο αντικείμενα  και προηγείται το πρόσωπο δεν υπάρχει καμία αλλαγή.
	Carol sent Ann a letter.
                       

	                                                    S      V       Ο        O



[image: or19]Όταν προηγείται το πράγμα  και ακολουθεί το πρόσωπο τότε προσθέτουμε την λέξη to πριν το πρόσωπο. Subject + Verb + Object (thing) + to + Object (person) 
	Carol sent a letter to Ann.
                               

	                                                  S      V       Ο              O



d. Subject (υποκείμενο) + Verb (ρήμα) + Object (αντικείμενο) + Adverbials.
[image: or19]Ta adverbials περιλαμβάνουν τα επιρρήματα (here, now, well) και τις επιρρηματικές φράσεις (for the rest of the day).  Εφόσον δεν χρησιμοποιούνται εμφατικά ακολουθούν το ρήμα ή το αντικείμενο αν υπάρχει.  Στην περίπτωση που υπάρχουν περισσότερα από ένα adverbials στην πρόταση τότε η σειρά είναι:

Subject + Verb + Object + Manner + Place + Time

	Ann types the minutes carefully.
                                   
                                  manner

	Ann types the minutes in her office.
                                  
                        place

	Ann types the minutes every morning.
                                   
                        time

	
Ann types the minutes carefully in her office  every morning.
                                                                                                   
                                                           manner       place          time

	
Εvery morning, Ann types the minutes carefully in her office .
                                                                                                                   
 Έμφαση              time                                           manner      place          







[image: images (15)] 1. WARMING UP DISCUSSION. ELICITING VOCABULARY. Imagine that you are about to attend your first job interview. Make a list of the things you think you should do and a list of things you should not do.
	SHOULD  DO
	SHOULDN'T DO

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

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

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

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

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


[image: bl18] 2. PREDICTING THE CONTENT. Decide which of the following sentences are MUST and which are MUSTN’T.
1. Try to find information about the job and the company you are interested in.   ………………………
2. Eat something before you go to the interview. ………………………
3. Have two glasses of wine before you go to the interview. ………………………
4. Tell the interviewer all your weak points. ………………………
5. First of all, ask about your salary. ………………………
6. If you don’t know what to say, say YES. ………………………
7. Sit down when you enter the interview room. ………………………
8. Arrive early for the interview. ………………………
9. Shake hands with the interviewer. ………………………
10. Don’t chew gum. ………………………
[image: 437400-Royalty-Free-RF-Clipart-Illustration-Of-A-Blue-Book-Character-Wearing-Glasses]3. SKIMMING. Read the letter and see if your ideas are the same as the writer’s.
	
	
	12 Green Street
15126 Athens

24th October, 2009

	Dear Carol,
I was very glad to receive your letter and I will try to help you as you asked. Here are some very important points you must take care of. You know that an interview is a meeting between an employer and an applicant to discuss a job. The thirty minutes that you will spend with the interviewer may determine your career for the years to come. Some people believe that being themselves is enough for a successful job interview, but it is not.
[image: b15.jpg]
You must always keep in mind that a job interview is a competitive selection process. You need to know how to sell yourself effectively, communicate your skills and experience, and describe your personality as one that will fit in the organization. Therefore, it is important to learn as much as you can about interviews in order to market yourself successfully. 
Before the interview you must:
Find as much information as you can about your future employer. If you are not interested in them, they won't be interested in you, either. 
· Think about how your qualifications and experience relate to the job. Why must they employ you? What makes you the right person to get the job?
· Make sure you know where the interview office is and how to get there. Be on time and don’t be late!
· Write your strong points on paper and get ready to answer about your weak points. Beware the question «Why do you want this job?» It is often a trap and you must answer in terms of their dreams, not yours.
· Choose your interview clothing with care! Appearance seems to count.
· Sleep well the night before! You mustn't look tired.
· Bring a pen; they will probably ask you to fill in an application form.
· Have a light meal to eat and go to the toilet!
But, there are some things you mustn’t do.
· Don’t walk into the interview room chewing gum or smoking!
· Don’t forget to bring certificates and letters of recommendation with you!
· Don’t have a drink to give you courage!
                    [image: drunk]                          [image: smoking3]
Now here are some points you must pay attention to during the interview.
· Be early! Arriving early makes a good impression. It shows your appreciation for the employer’s time and allows you enough time to relax. People who arrive late for interviews arrive late for work, too.
· Be polite!
· Listen to the interviewer! What is he asking you? What does he want to know?
· Try to answer all the questions! Never answer YES or NO. Try to get the conversation going.
· Admit if you do not know something and tell the interviewer you are willing to learn.
· Show some enthusiasm when they explain the job and make at least one question to show your interest.
· Maintain eye-contact with the interviewer! Don’t look down at your shoes or out of the window!
[image: focusing]
· Ask questions at the close of the interview about the pay, working hours and holidays.
BUT 
· Don’t forget to shake hands with the interviewer!
· Don’t smoke or sit down until they tell you so.
· Don’t stress your weak points, e.g. your problem to get up in the morning.
· Don’t forget to say thank you at the end of the interview!
Best wishes and good luck.
Love,

Ann



[image: Εικόνα12] 4. REWRITING. Rewrite the sentences by replacing the highlighted words with their synonyms.
1. The manager considered thoroughly the implications of inflation. 
…………………………………………………………………………………………………………………………………
2. All the employees are eager to work overtime.
…………………………………………………………………………………………………………………………………
3. We must always acknowledge our ignorance on certain issues.
…………………………………………………………………………………………………………………………………
4. The board members put emphasis on the importance of signing new contracts.
…………………………………………………………………………………………………………………………………
5. After their parents’ accident, Ann had to look after her younger sister.
…………………………………………………………………………………………………………………………………
6. He insisted on following the specific procedures.
…………………………………………………………………………………………………………………………………
7. I'll try to take into account all the things that are important in a situation like this.
…………………………………………………………………………………………………………………………………
8. Will you please hurry and decide who we will hire? 
…………………………………………………………………………………………………………………………………

[image: Εικόνα12] 5. CHECKING YOUR VOCABULARY.  Find words in the letter 
(i) that have the opposite meaning:
	strong ≠     
	…………………………

	reluctant ≠     
	…………………………

	deny ≠   
	…………………………  

	impolite ≠    
	…………………………

	neglect ≠    
	…………………………

	indifference ≠  
	…………………………   



(ii) that belong to the same word family:
	qualify     
	…………………………

	choice     
	…………………………

	recommend     
	…………………………

	arrival    
	…………………………

	apply     
	…………………………

	certify     
	…………………………

	appear     
	…………………………

	strength     
	…………………………

	explanation     
	…………………………


[image: Εικόνα12] 6. INFORMATION TRANSFER. Use the words given to complete the paragraph. 



applicants, concern, decision, expectations, negotiation, 
process, qualifications, research, selects, time

Job hunting requires considerable …………………………, planning and effort. A job seeker must first of all carry out some ………………………… on whether the specific job vacancies suit his ………………………… and then he must focus only on those jobs that match his ………………………… and requirements. The job seeker’s main ………………………… is to obtain a job interview. The interview naturally takes place before the hiring ………………………… and is used to evaluate the ………………………… After all applicants go through the interview …………………………, the employer ………………………… the most suitable applicant and begins the ………………………… of the job offer.
[image: Εικόνα12] 7. INFORMATION TRANSFER. Use the words given to complete the paragraph. 




 appearance, casual, confident, image, impression, professional,
 properly, stands, success, suit,


Believe it or not, your professional ………………………… during the interview, to a certain extent, depends on your …………………………, that is your clothes, hairstyle, accessories and even your perfume or cologne. The key to …………………………, whether you are a man or a woman, is to dress ………………………… for the type of job you are seeking. Do not overdress or underdress.

If you know that a specific company doesn’t expect suits, choose ………………………… clothes. If you don’t know or have doubts, choose a stylish ………………………… to give the ………………………… that you control the situation and you are ………………………… in your skills and qualifications. Stick with neutrals. They say black goes with everything, and it's basically true. The same ………………………… for navy blue. In general, the conservative dress code is considered more ………………………… than the liberal.
 
 

[image: Εικόνα12]1. PRACTISING WORD ORDER. Choose the correct answer.
1. a. She wears every Friday black.
   b. She wears black every Friday.
2. a. Never I speak politely to the customers.
    b. I never speak politely to the customers.
3. a. I did my job quickly yesterday morning.
    b. I did quickly my job yesterday morning.
4. a. I do not any more live in New York.
    b. I do not live in New York any more.
5. a. He gave a perfect recommendation letter to me.
    b. He gave to me a perfect recommendation letter.
6. a. She wrote her strong points carefully on paper.
    b. She wrote her strong points on paper carefully.
 7. a. Don't tell to me lies about your weak points!
    b. Don't tell me lies about your weak points!
8. a. She believes that her appearance is enough good for the job.
    b. She believes that her appearance is good enough for the job.

[image: Εικόνα12]2. REWRITING. Put the words in the right order.
1. to the she company last came week.
………………………………………………………………………………………………………………………

2. our here like we job.
………………………………………………………………………………………………………………………
3. I the for rise a will manager ask soon.
………………………………………………………………………………………………………………………
4. work usually people at don’t weekends.
………………………………………………………………………………………………………………………
5. a at good I impression interview made the very yesterday.
………………………………………………………………………………………………………………………

[image: Εικόνα12] 3. CHOOSING THE CORRECT ITEM. Study the chart and use TELL or SAY in the sentences following.

	             [image: Αποτέλεσμα εικόνας για hello clipart]            

	   1. say usually without person
   2. say + to + person
	
	              tell + person


	  Expressions
    say so               
    say sorry          
    say yes/no  
    say hello  
    say goodbye      
    say something
	
	Expressions
tell the time
tell a story
tell a lie
tell a secret
tell the truth




1. Don’t forget to …………………… your mother to call me.
2. He is very rude. He didn’t even …………………… goodbye.
3. What are you trying to …………………… me?
4. He refused to …………………… he was sorry.
5. I don’t think you must …………………… lies during an interview.
6. Don’t …………………… me the story of your life.
7. Please, just …………………… yes or no.
8. If you disagree, just …………………… so.

[image: Εικόνα12] 4. CHECKING YOUR UNDERSTANDING. Complete the sentences using the verb LOOK.
                 
                                                         Look after = φροντίζω    

      look at = κοιτάζω                                                                    look back = αναπολώ                                   
      

                                    
      look for = ψάχνω                    [image: smiling-eyes-clipart-the_word_look_with_a_smiling_face_in_the_middle_of_the_word_0521-1102-0513-0633_SMU]             look into = ερευνώ  
 
                                                
              
  look forward to = ευελπιστώ                                        look out = προσέχω                     

                                                                        look up = ανατρέχω
                                                                      

1. The police is now looking …………………… the causes of the accident.
2. Looking ……………………, I remember how difficult my first steps in the world of business were.
3. Don’t look …………………… me that way! I feel embarrassed.
4. Look …………………… the contract in the third drawer.
5. I don’t really know much about the new machinery, but I will look …………………… for instructions in the manual.
6. I 'm looking …………………… submitting my proposal.
7. The company employs a doctor to look …………………… the personnel in case of an emergency.
8. Look ……………………! The inspector is coming.

[image: Εικόνα12] 5. SENTENCE BUILDING. Make new sentences as in the examples. 
too-either = επίσης
       affirmative sentences                She applied for the job.
                                      too       I applied for the job, too.
          interrogative statements                  Did he apply for the job too?

           negative statements        either     She didn't apply for the job.
                                                                      I didn't apply, either.


 example:         I  joined  the staff of Egnatia Company. ( Maria )
                 Maria joined the staff of Egnatia Company too.
                 Helen isn’t buying a new computer. ( George )
                 George isn’t buying a new computer either.

1. I know the manager. ( We ) …………………………………………………………………………………………………………………………
2. She doesn’t like English food. ( I ) …………………………………………………………………………………………………………………………
3. He isn't studying now. ( I ) …………………………………………………………………………………………………………………………
4. Peter started an hour ago. ( John ) …………………………………………………………………………………………………………………………
5. She won’t come to the meeting. (David) …………………………………………………………………………………………………………………………
[image: ]

A SLIP OF PEN
Find the printing mistakes in the sentences.
1. What makes you the night person?
2. I decided to write town some important points.
3. Get ready to answer about your week points.
4. Sleep hell the night before.
5. You must not look fired.
6. Have a light meal and do to the toilet.
7.  Make one question to slow your interest.
8.  Don’t forget to shake lands with the interviewer. 
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