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INTRODUCTION

To mpoypaupa Business English
aneuBuvetal oe KABe emayyeAuatia mou
xpnoiwuomolel f Ba xpnoLPomoLACEL TA
AyyALka oTnVv €pyacia tou.

Agv glval opoAoyia (LaTPLKA, OLKOVOULKA,
VOULKQ, K.a.). Ta AyyALKd pe opoAoyia
elval Professional English. Ta Business
English elvat AyyAlkd yLa 6Aoug Toug
emayyeApatieg kat elval n yawooa mou
XpeLafovtal OAOL oL ETAYYEAPATLEG
KabnuepLva.

KaAUnitel B€puata 6mwe meetings,
telephoning, conference calls, emailing,
negotiating, presentations, international
communication, etc.

Elval tdaviko yLa éooug xpetdalovtal
AyyALKd yLa va pytAdve pe meAATEG,
mpounBeuTEG, CUVEPYATEG, Va
OUUUETEXOUV OE ouvESpLa, o€ SLeBVEG
enimedo KaL o€ MOAUEBVLIKEG eTalpeleg.

Ta mpoypauuata £€xouv oag otoxo va
BonBnoouv tov kabe emayyeApatia va
ULAAEL AYYALKA ypriyopa KAl cwoTa Kal va
VIWOEL AveTa OTAV TA XPNOLUOTIOLE
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NMPOrPAMMA

To mpoypappa Business English elvat
oxedlaouévo o€ 4 modules:

e Grammar

e Vocabulary

e Speaking

e Emailing

To kaBe module elval oxedtacuévo oe
Slwpa pabriuata. To kabe Slwpo pddbnua
elval aveEdptnto o€ BepatoAoyia
(autovopuo) Kal eV CUVSEEETAL pE
TPONYOUUEVO 1| EMOUEVO pdBnua. Me tov
TPOTO auto 0 otoudaotng umopel va
Eeklvroel kabe eBdopada.

2ta Business English o omoudaotng €xeEL
Nén €éva Kalo eninedo (mpounobeon yLa
Va UTEL OTO MPOYpaApUA), KaL €0TLALEL
otnv e€doknon kat BeAtiwon tng yAwoaoag
ouvéxeLla. MNa avTo Kat €XouV oXESLAOTEL
OPKETEG WPEG yLa MEPLOOOTEPN €§A0KNON.

To kaBe modules €xeL peyLotn dtapketa 80
wpeg (40 Stwpa). O omoudaotng Kavel boa
Slwpa pabruata xpetdletat, kat omoLa
xpeLaletal (amd tnv BepatoAoyla). Asv
elval avdykn va kavel 6Aa ta pabnuata,
KalL gV mMpoTelVETAL VA TA KAVEL.
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NMPOTAZH NAPAKOAOYOHZHZ

To mpoOypapua otoxeVeL oTnNV €€A0KNON
NG YAWOOoOG Kal otnV BeATiwon tng yLa
KaBnueplvn xpron. Na tov Adyo auto kat
000 MEPLOCOTEPN €EAOKNON KAVETE, TOOO
KaAUtepa Ba BEATIWOETE TNV EMLKOLVWVLA.
AUTOG €lval KaL 0 AOyoG ToU €XOUE
oxedldoel kat 80 wpeg yLa kabe module.

Ma tnv KaAUTepn eumedwon Kat EAoknaon
NG YAWwooag, Kat ye Bdon kat tnv
eumnelpla e omMoUSAOTEG, EXOUUE
oxedldoel Ta Business English og maketa
Combos:
* TIOKETA PE WPEG KAl 0TOXOUG
OUYKEKPLUEVOUG
e oguvdudlete 60a modules KalL 6ToLa
BeAete, ye Baon TNV avdaykn oag
* KAVETE 00EC WPEG BEAETE KaL £XETE
XpOvo
e Swpedv webinars og kKABe combo yLa
BeAtlwon tng yAwooag (YpOAUUATLKAG,
Ae€lloylou) kal Bépata yla eEetdoelg
(Proficiency 1 Advanced)

Agite ta Business English Combos oto

www.mlcathens.gr kat Bpeite autd mou oag
TatpLadel KaAUTepa.
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2YNTOMH MNEPITPA®H MODULES
SPEAKING & WRITING

Ta pabruata 6Aa eivat live ye ZOOM, o€
Td&eLg e kabnyntn Kat AAAoug
OoMoUSa0TEG, KAl StadpaotikoTnTa.
AUvovtal amopleg kat o Kabnyntnig
SLopBwveL Toug ooudaoTEG yLa
BeAtiwon.

Speaking for Business

e og kKABe 2wpo pabnua ylvetat
e€doknon og 1 Bépa mMPoOYOpPLKWV (T.X
Slapwvia oe meeting, mapouciaon
ulag mpdtaong, K.a.)

e yilvetalL apxlka mapouaciaon pe
listening, kaL n anapaitntn yAwooa

e oTNV ouvéxeLa yilvetal e§aoknon o€
ULKPEG SLASPAOCTLKEG AOKNOELG

* 0TO TEAOG ylvetal e§doknon
UEYOAUTEPNG SLApKELAG YETAEL TWV
OUPUPETEXOVTWV

Emailing for Business

* ot KABe 2wpo pabnua ylvetat
efdoknon oe 1 B¢pa emailing (report,
article, email to a customer, negotiating
in writing, presenting a proposal, etc.)

e yilvetalL apylka mapouaoLdcn pe
Selypata kat avdAuon, Kat tnv
anapaitntn y\wooa

* 0TNV OUVEXELA YlvovTal AoKNOELG yLa
e€doknon

* 0TO TEAOG ylveTal mapaywyn o€ &va
oAOKANpo Selypa emailing
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2YNTOMH MNMEPITPA®H MODULES
GRAMMAR & VOCABULARY

Ta pabruata 6Aa eivat live uye ZOOM, o€
Td&eLg e kabnyntn Kat dAAoug
omoudaoTEG, KAl StadpaotikoTnTa.
AUvovtal amopleg kat o kKabnyntnig
SLopBwveL Toug oToudaoTEG yLa
BeAtiwon.

Grammar for Business

* og kKAaBe 2wpo pabnua ylvetal avaiuon
1 ypauuatikoU @aLvouEvou

e yilvetal apxlka mapouciaon pe Bewpla

* oTNV ouvéxeLa ylvetal eEdoknon o€
ULKPEG SLASPAOCTLKEG AOKNOELG

* 0TO TEAOG yivetal e€doknon
uEYOAUTEPNG SLApKELAG YETAEU TWV
OUPUPETEXOVTWY O€ speaking ) emailing,
yLa EQApuoyrn tNG VEAG YPAUHATLIKAG

Vocabulary for Business

* ot KABe 2wpo pabnua ylvetal avaiuon
eKPpAoswv ava Bepatoloyla (m.X.
linking words, presenting, arguing,
agreeing, disagreeing, etc.)

e yivetalL apylka mapouaciacn e
Selypata kat avdAuon, kat tnv
anapaitntn y\wooa

* 0TNV OUVEXELA YlvovTal ACKNOELG yLa
e€doknon

* 0TO TEAOG ylveTal mapaywyn eite o€
speaking, €lte o€ emailing
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WEBINARS

OAa ta mpoypdupata Business English
€XOoUV SWpPEAV webinars yLd ypauuatLkn,
Ae&LAoyLo kal proficiency fj advanced.

Ta webinars §gv gelvatl §LadpaoTikd OTWG
Ta pabruata ye Kabnynteg. Aev €xouv
OUPPETOXN amd oToUuSaoTHh.

Elval live kat BonBave otnv BeAtiwon tng
yAwooag yla kabe omoudaotr. Mmnopeite
va KAvete 60a BEAETE, KAL OOEG POPEG
BEANeTe. Avolyete amAd TNV KAPEPA KAt O
kKabnyntng Ba avalvoel TNV yAwooa, Ba
SWOEL XpOVO ylLa KATOLEG (OWC AOKNOELG
KaL yeTa Ba SwoeL amaviioeLg ue
mapatnpriosLq.

Elval tdavika yia émotov B€AeL va
KaAUPeL KeVA Kal §ev BEAEL va XAOEL
XPOVO PE HEAETN pOVOoG Tou. To UALKS
elvat 6Ao SLaBéaoipo online.
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TIPS T'TA THN KAAYTEPH
NMAPAKOAOYOHZzZH

To {6L0 pdBnua yivetatl 2 wopéEg TNV
€BSoudada, yta kabe module.

e [{vetal elte kaBnuepvry 20:00-22:00,
elte TaPPato 10:00-12:00 fj 12:00-14:00

AAN\Alete pabnua kabe eBdopudada.

Mmopeite va Stakopete yia 1 eBéopdda,
€AV EXETE UTIOXPEWOELG. Zuve)(leTE TNV
enodpevn eBSoudda f apyotepa, xwpic
Kavévav mpoBAnua.

Tuvduadletal ta pabrjuata mou €0elg
BeNeTe, ano 6moLlo module oag e§unnpetel
KaAutepa.

Agv €xeL SLtaBaopa yla to omnitl. H
egdoknon ylvetatl otnv taén.

Mo YEAETN, TPOTLUNOTE ApPXLKA TA
webinars. ZTnV ocuvéxela, Selte KaL To
UALKO otnVv online BLBALOONKN.

Aglte anod tnv Begpatoioyia ta pabriuata
mou oag eEumnpeToUV KAAUTEPQA, Kal

KAeloTe Kal Bepatikad autd mou BEAETE.

Aglte mLo kKAtTw TtV Bepatoloylia.
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OEMATOAOTIA 2022 - Writing

All you need is love ... and your Speaking timetablel!!

Practice Business English | Writing

COURSE
CODES

0140

0240

0340

0440

0540

0640

0740

0840

0940

CLASSWORK

Minutes

Discussion

Model

Analysis: presentation and content
Language focus: action verbs
Writing practice

A placement report

Discussion

Skim reading

Reading for detail
Listening and note-taking
Ordering

Writing practice

Reports and minutes

Discussion
Brainstorming
Skim reading
Scan reading
Reading for deftail
Listening practice
Writing practice

Financial reporting

Sty

Em

Em

Em

Em

Discussion

Model

Analysis

Language focus: metaphors, useful finance-related
expressions

Listening practice

Writing practice

le

Discussion

Model

Analysis

Language focus: pairing, adverb and adjective
collocations

Writing practice

ails-commercial

Model

Functional language: enquiries, orders
Writing practice

ails-internal communication
Model

Functional language: remind, request, being
helpful, thank, give news, friendly close
Writing practice

ails-basics

Model

Functional language: formal & informal
Writing practice

ails-arranging a visit

Host-guest communication

Functional language: arrangements
Writing practice
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SELF-STUDY
Grammar
= Cause and effect, ability, articles
Vocabulary

* Financial documents and regulation

Grammar

= Past fenses and advice structures
Vocabulary

= Work organisation and responsibility

Grammar

= The passive and reported speech

Vocabulary

=  Meetings, ethical behaviour and social
performance

Grammar

= |nversion and emphasis
Vocabulary

= Investment choices

Grammar

* Phrasal verbs and prepositional verbs
Vocabulary

=  Forming new words

Vocabulary
= Management styles 1 & 2

Vocabulary
=  Work-life balance

Vocabulary
= Accounting standards

Vocabulary
= Flexibility and inflexibility

Lessons for-by-in. Designed
for great students, by great teacher,
in the great city of ATHENS




1040

1140

1240

1340

1440

1540

1640

1740

1840

1940

OEMATOAOTIA 2022 - Writing

All you need is love ... and your Speaking timetablel!!

Emails-costumer issues

Model
Functional language: various issues
Writing practice

Business reports and proposals-proposails |

What is a business proposal?
Structure of a business proposal
Functional language

Writing practice

Business reports and proposals-proposails Il

What is a business proposal?
Structure of a business proposal
Writing practice

Assertive writing

Discussion

Model

Analysis

Language focus: assertiveness
Writing practice

Requests and reminders

Discussion
Reading and analysis
Writing practice

A proposal

Discussion

Scan reading
Analysis

Writing practice

Mailshots and sales lefters

Discussion

Model

Analysis

Language focus: persuasion
Writing practice

Letters

Model

Analysis: fone

Language focus: sounding diplomatic, assertive and
forceful

Writing practice

Business proposals

Discussion

Model

Analysis

Language focus: adverbials
Writing practice

Newsletter articles

Discussion

Model

Analysis

Language focus: perspectives
Writing practice

Vocabulary
= Shareholder value

Vocabulary
= |nvestment ratios

Vocabulary
=  Cashflow statement

Grammar

= Obligation and permission, inversion
Vocabulary

= Contracts and corporate ethics

Grammar

= Prepositions

Vocabulary

= International deals and payments

Grammar

»= Conditionals and recommendations
Vocabulary

= Negotiating and e-tailing

Grammar

= Questions for persuading
Vocabulary

» The marketing mix

Grammar

= Conjunctions
Vocabulary

=  Managing conflict

Grammar

= Prepositions
Vocabulary
=  Marketing

Grammar

= The future, tentative and speculative
language

Vocabulary

= Corporate social responsibility
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Lessons for-by-in. Designed
for great students, by great teacher,
in the great city of ATHENS




2040

2140

2240

2340

2440

2540

2640

2740

2840

2940

A professional biography
Analysis: structuring a biography
Reading

Language focus: participle clauses
Writing practice

ACV
Discussion
Skim reading
Reading for detail
Ordering and reformulating
Writing practice
Cover letters
Brainstorming
Model
Analysis
Language focus: dynamic sentences
Writing practice
Business reports and proposals-reports |
= Types of reports
= Style-Layout-Structures
= Writing practice
Business reports and proposails- reports I
Topic sentences
Signposts
Balanced, careful style
Linking words
Formal/informal style
Repetition of words/structures
Writing practice
Business reports and proposals-linking words
= Model
= Functional language: linking words
= Writing practice
Reports
Discussion
Model
Analysis
Language focus: linking words and expressions
Writing practice
Reports: making recommendations
= Discussion

=  Model
= Language focus: key expressions for corporate
reports
= Writing practice
Memos
= Discussion
=  Model

= Language focus: officialese and reader-friendly
expressions
=  Writing practice
Formal and informal correspondence
= Discussion
= Skimreading
»= Reading for detail
= Writing practice
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OEMATOAOTIA 2022 - Writing

All you need is love ... and your Speaking timetablel!!

Grammar

= Tense, aspect and voice

Vocabulary

= Behavioural competencies and setting
goals

Grammar

= Present tenses

Vocabulary

= Career, personal skills and qualities

Grammar

= Tense review
Vocabulary

= Education and career

Vocabulary
= Balance sheet 1

Vocabulary
= Balance sheet 2

Vocabulary
= Profit and loss account

Grammar

= Regrefts, speculation and habits
Vocabulary

= Managing people and projects

Grammar

= Perspective and stance
Vocabulary

= Risk management and digital risk

Grammar

=  Comparing solutions and getting help
Vocabulary

» |nformation systems and communication

Grammar

= Asking questions and giving instructions
Vocabulary

= Customer service and telephoning

Lessons for-by-in. Designed
for great students, by great teacher,
in the great city of ATHENS




3040

3140

3240

3340

3440

3540

3640

3740

3840

3940

4040

Style, clarity and emphasis
= Style and simplicity
= Clarity in emails
=  Emphasis
= Writing practice
A product description
= Discussion
= Scanreading
= Reformulating
= Writing practice

Emailing-quality problems
= Discussion
= Model
= analysis
*» Language focus: formal expressions
= Writing slides
Style-politeness and softening
= Politeness in speech
= Soffening a bad news email or letter
=  Writing practice
Writing paragraphs
= Topic sentences and unity
=  Movement/logic
= Substitution and repetition of key words
= Writing practice
Developing an argument
= Linking words
= Types of linking words
= Writing slides
A company profile
* Reading and discussion
Model
Analysis
Language focus: common collocations
Writing slides
Presentation slides
= Discussion
* Reading and analysis
= Taking notes and writing slides
= Writing slides
Social English and awareness
= Social English
= Diversity and tolerance
* National differences
= Writing slides
CV (Resume)/Job interview

= Model

=  Writing practice

Emails

= Discussion

= Reading

= Analysis: greetings and salutations

»= Language focus: expressions with as
= Levels of formality

Writing practice
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OEMATOAOTIA 2022 - Writing

All you need is love ... and your Speaking timetablel!!

Vocabulary
*  Measuring performance

Grammar
= Articles, relative clause and noun
combinations

Vocabulary
= Specifications and features
Grammar
= Passive structures, have something done
Vocabulary
= Quality and standards

Vocabulary
= Managing falent

Vocabulary
= Team building

Vocabulary
= The right skills

Grammar

= Future continuous and future perfect
Vocabulary

* Funding a start-up

Grammar

= Future forms and expressing likelihood
Vocabulary

= Business performance

Vocabulary
=  World of work

Vocabulary
= Employment and employability

Grammar
= Noun phrases
Vocabulary
= Logistics

Lessons for-by-in. Designed

for great students, by great teacher,

in the great city of ATHENS




OEMATOAOTIA 2022 - Writing

All you need is love ... and your Speaking timetablel!!

*not all course codes contain Listening practice.

Recommended booklist:

1. HBR Guide to Better Business Writing, Bryan A. Garner
2. Business writing B1-C2, Collins
3. FT Essential Guide to Business Writing : How to write to engage, persuade and sell, The FT Guides
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