Departments and Jobs in a Company

Departments of a company

accounting department / accounts
department (AoyioThpio)

EDP team (EDP = electronic data
processing) (eme€epyacia nAekTpovikwv
dedopévwy)

purchasing department (tuhiua ayoptisv)
export department / export team /
export sales department (tpApa
e€aywywv)

administrative accounting (AioiknTikh
AoYIOTIKR)

research and development team
management

import department / import team(rpAua
g10aywywyv)

IT department (IT = information
technology) (tphpa TTAnpoopikAc)
customer service / service team
warehousing department (tpfua
amoBAkeuang)

logistics

marketing

materials administration

personnel department / staff
department / human resources (HR)
(TUAUa TTpoowTTIKOU, avOPWTIVO TTPOCWTIKO)
engineering department (tuhpa
HNXAVIKAG) **

public relations team / public relations
department (tpApa Anpociwv Zxéoswv)
manufacturing department / production
department

secretary's office

technical support team (opdda TexvikAg
uTrooTAPIENG)

sales department (tpApa TwAhoewv)
shipping department / dispatch
department (tpApa amooToAwv)

Jobs and functions

e analyst

e director of boards (8/vri¢
oupPouAiwy)

e CEO (Chief Executive Officer)
(AiguBivwy ZUppouiog)

e buyer

e purchasing manager

e treasurer, CFO (Chief Financial
Officer) (Tapiac/ Emikeparic Twy
O1KovouIkWY YTThpeotwy)

e director general (Fevikoc A/vTAC)

e managing director (Aicubivwy
2 Upupouiog)

e co-director (ouv-8i1euBuvTic)

e commercial agent (eumopikdc
avTITPOoWTOC)

e assistant (e.g. purchasing assistant)

e service engineer

e warehouse manager

e warehouse worker

e senior executive(avwTepo aTéAeXoC)

e sales representative (avrimpéowmnog
TTWARGEWY)

e sales manager (8/vThc TwARGEWV)

e export sales manager

e wholesale distributing manager
(8/vThg diavoung xovdpIkAC TTwANong)

e secretary

e management board (AioiknTiké
2 updpoUAio)
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EXERCISES
A. Match the words (1-7) with their definitions (A-G).

1. department A. the part of the company that buys new products

2. marketing B. a customer

3. purchasing C. the part of the company that sells products

4. human resources D. the part of the company that hires people

5. sales E. a section of a company

6. employee F. the part of the company that advertises a product for sale
7. client G. a person who works for a company

B. Fill in the blanks with the correct words given below:

vacancy - talent - inquire

1. the marketing department wants to find new

2. The human resource department just filled the for a secretary.

3. The advertisement says tfo contact the human resources department to
about vacancies.

C. Complete the following conversation:

Employee: Good morning ma'am. Welcome to the 1 department.
Visitor: Hello. I read your recruitment 2 . I want to inquire about working
here.

Employee: Well we have several vacancies. Which department do you want to 3

for?
Visitor: I want to apply to apply to the 4 department.
Employee: Okay, sure. We have a vacancy there at the moment.
Visitor: Great! What's the next 5 ?
Employee: Leave a 6 of your resume. The marketing manager looks over

them every Friday.
Visitor: Ok. Here you are. Thank you very much.



** Engineering = Engineering is the discipline and profession that applies scientific theories,
mathematical methods, and empirical evidence to design, create, and analyze technological
solutions cognizant of (=being aware of) safety, human factors, physical laws, regulations,
practicality, and cost. In the contemporary era, engineering is generally considered to consist
of the major primary branches of chemical engineering, civil engineering, electrical engineering,
and mechanical engineering. There are numerous other engineering subdisciplines and
interdisciplinary subjects that may or may not be part of these major engineering branches.

levikOTEPA: 01 €PAPUOOUEVEG ETIOTAPEC TOU doxoAoUvTal pe Tn HeAETn, oxediaon, €peuva,
avdmtuén, uhoTroinon/cpappoyh, KATAOKEUR, TTapaywyn, oUVTAphon Kai PeATiwan dopwy, UTodopwy,
€YKATAOTACEWY, CUCTNUATWY, HNXAVWYV, CUOKEUWY, UAIKWY Kai 81adikaciwy, n KdOe pia ato dik6 ThG
YVWOTIKO avTikeigevo. O gupl¢ Topéd¢ avagépeTdal OThV TPAKTIKA €QAPUOYR ETIGTNHOVIKWY
yvwoewv Kal HeBodwy, KUpiwg amo TIC OETIKEC EMIOTAUEG, HE OTOXO TNV €TiAUON TEXVOAOYIKWY,
OIKOVOMIKWY, KOIVWVIKWY Kal dAAwV TTpoPAnUdTWy OTIC avOpWTIVEG KOIVWVIEG.



