Приложение №1

 Choose the people whom you would like
a) to do secretarial work for you

b) to run your accounts department (financial director) 

c) to be the production manager 

d) to be sales manager

e) to be your  driver

Use following words and word combinations: 
 - to handle a great deal of administrative work;

 - keep all records of the company;

 - answers telephone calls and types letters to business partners

 - to be responsible for the company’s money

 - to develop and make new product

 - to promote and sell the product

