V. angol tétel

Ön szeretne külföldi cégnél állást vállalni és az újságban csábító hirdetést talál titkári munkára. Hívja fel a hirdetésben szereplő vállalatot.
· Miket vizsgál és mérlegel a hívás előtt

· Mi iránt érdeklődik a telefonban
Secretary

· Hallo, Kész Kft. … … speaking. What can I help you?

Me

· My name is … … I’m phoning in connection with the job of secretary you advertised int he last week’s issue of HVG. Is this still vaccant is this job?

Secretary

· Yes, it is.

Me

· May I ask you a fue questions about the job?

Secretary

· Of course, you can.

Me

· Firstly, I would like to know somethings about tasks.

Secretary

· Well, you have to answer the phones, organize conferences, arrange the documents, keep contact with our business partners and organize the boss’s meetings.

Me

· Thank you. My next question is the working hours.

Secretary

· You have to work from 8 am to 5 pm. You have got half an hour lunch time, from 12:00 to 12:30.

Me

· How much paid holiday do you give?

Secretary

· We can give 4 weeks paid holiday.

Me

· What qualification is needed?

Secretary

· You need a college degree, a good command of english and Word, Excel and Power Point.

Me

· How much is the salary?

Secretary

· About 170.000 HUF.

Me

· Thank you very much. Good-bye!

Secetary

- Good-bye!
