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COMMUNICATION SKILLS

„Give me a call!“
���������� �� ��������� ���������

� ���������	
 �� 	


���� �� ��-	����� � �������������� �	���
��

�	 
����	
 ��
��, ���
	� �
�	��
	
 � ������	
 ����	 �� �� �������	
� ���������
	�, ���� � �� �
 �
��

� 
����. ��� 	


������ ��������
�����	��
 
����	�
�� �� ����	
 � 	�� �� �� �
 �������� � ���	�	��-
�� ��

��� ������, ���	� ����	 �� �� �������	 
�
�	���� � �����
.

� !�����	 ����� �� 	
�
���
, ��
��
� �
 ��� ����
�� ���	�
	�	���
�  ��	������ � ��
��������� ���
�"���. #�"-�
�	��
�� 
 �� �
 ���

to telephone, to phone, to call, to give someone a call, �  ��	������
���
�"��� ����
����
 ��
 to ring (up) someone, to give someone a
ring � ��-���������� to give a bell, to give a buzz, �� ��
��������
���
�"��� �
 ����
��� to call (up) someone.

� $� �
 
 ����	� 	


����	 ����� � ���
�, �
 �
 � ����	 �	 ��� ���,
�� ���
� ��
	� �� ����� �	�

 �
� ��
	� ��
: Hello. Milena Marinova.

Good morning. Human Resources Department.
$� �� �	��! '	�

 “)��
��� �
�����”.
Good afternoon. Mr Vasilev’s Office.
$� �� �	��! +� ��
	�	 �� �-� ,���

�.

� -

� 	��� ��
��	����
 ���
� �� ����	��
:

Can I help you? What can I do for you?
.��� 
� �� ,� �������? +���� ���� �� ������� �� ,��?

, �
���", �
 � �������	 �
 ��
��	��� ���� � ��� �� � ���� ����
�� ���������, �
 
 �
� 0����� � ��
 �� �
 ��
��	����
.
� +���	� � �������	 �
 ���
 � ���� �
 ���������, ���
� �� �	��-

�����:

One moment, please. Hold the line, please (Hold on, please).
I’m putting you through.
1��� ���
�	, ��
�. #
 ��	����"	
 (����. ������	
 
����	�).
-������� ,�.

� +���	� ��������
	� �
 �� ���, ���
� �� �
 ������� � ����	
: Sorry
to keep you waiting. (!�������"	
, �
 ,� ��������.). 4�� ������	� �

���
 �� �
 ����
�	��, � �������
 ���� 	��� 
 	���:

4.
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I’m afraid there’s no answer.
 I’m sorry. The line/extension is busy.

Mr. Kolev isn’t in the office right now.
Mr. Smith is talking at the moment.
Ms Ivanova is on the other line.
Mr. Todorov is in a meeting.

-	��0���� �
, �
 �
 �	������.
-���
����. 6����	� 
 ��
	� /
��	�
����	 ���
� 
 ��
	.
8- � +�

� �
�� �
 �� 
 � �� ��
	�.
8- � -��	 ������ � ���
�	�.
8- �� !������ 
 �� �����	� 
����.
8- � 9������ 
 �� 
��� ��
��.

Unfortunately, I cannot connect you.
Mr. Stoyanov is off sick today.
Mrs Ivanova is on holiday until next
Monday.
Sasho Dimitrov is no longer
working for us. He has accepted an
offer from the Ministry of Finance.

:� ����

��
 �
 ���� �� ,� ����-
��. 8- � -	����� ��
� 
 �  �
�����.
8- �� !������ 
 � �	���� �� ������
���
�

���.
-��� $���	��� �
 �� �	� �
�

��� ���. 9�" ���
 ��
�
��
��

�� �� �	� �	 .����	
��	��	�
�� �������	
.

� +���	� �����
 �� ���
�, �
 	���
���	 ���
� 
 �� 	


����, ����
���-
�
 ������	
: It’s X (here), This is X.
!�"��� �
 	�� �� �� ������
: I am X.

- Can I speak to Mr. Roberts, please?
(Is that Mr. Roberts?)
- Roberts speaking.
- Is this a good/convenient time to
call?
- I’m rather tied up at the moment.
Could you call back later?

- .��� 
� �� ������ � �- � �� ��	�,
��
�? (8- � �� ��	� 
� 
?)
- �� ��	� 
 �� 	


����.
- ;�� �� 
� 
 �� �������?

- , ���
�	� ��� ���	� ��
	. .��
-
	
 
� �
 � ���	
 ��� ��-�����?
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!

� , ����
�� �� ��������� 	�� �� �� ������� ����� �
��. �������� 

�
� 0����� �� ���	���� ���� � ������, �� �� ����� ��
� �����
��
��
 ��� ��
� �
� �� ����
�� �� 
�
����� �� �� ������ ��- ����.

- Would you mind saying that again?

- Could you, please, repeat the last
word?
- I beg your pardon. Did you say
thirty or thirteen?
- I’m sorry but I didn’t catch/get
what you said.
- I’m sorry I didn’t catch your name.
Could you spell it, please?
- What do you mean by…..?
- Please, don’t speak so fast.
Could you speak a little / a bit more
slowly, please?

- !��	
 
� �
�� ���	��
�� ���	���	
 	���?
- .��
	
 
�, ��
�, �� ���	���	

���

���	� ����?
- !����
	
. 9���
�
	 
� ����0	

�
� 	�����
�
	?
- -���
����, �� �
 �0����0/
��� ��0 ����� ����0	
.
- -���
����, �
 ��� ��0 ��
	� ,�.
.��
	
 
� �� �� ��

���	
, ��
�?
- +���� ����	
 �� ���
	
 �....?
- .�
�, �
 �����
	
 	�
����  ����.
.��
	
 
� �� ������	
 ��
��
��- ����, ��
�?

:� ��
�����
 �� ����� �
 ����
���	 �

���	
 ����:
�� 	��
 (-) dash
�� ���
��
�� �
�	� (/) slash
�� 	���� (.) dot
�� ��"������ � (@) at

- I’m calling about….
- I’m calling to confirm that…
- Could I leave a message?
- Could you tell Mrs Johnson to call
me back?

- ' ����� �
 �� (�	�����) ...
- ' ����� �
 �� ��	�����, �
...
- .��� 
� �� ��	��� ��� �
��
?
- .��
	
 
� �� ���
	
 �� �- ��
$������ �� �� ����
 ���������?

� +���	� �
 � �����
 �� ������, 	�� �� �������
��  ���� �� ��
��-
�
� ��� ���
�	��	� �� ���������. 4�� �
���"�� 
��
	� �	���	��, 

�� �
 �� ��
���
� ��� �
��
 �� �
��.
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� , ��������� �
�	� �
 ��
��� �� ��������
 �
� �	�
��� ��
��:

- Can /shall we fix/arrange an
appointment/ a meeting?
- I’ll just check my diary.
- How about Monday?
(Would Wednesday be suitable?
Shall we say Friday?)
- That’s fine. ( I can’t/won’t be
able to make Monday.)

- .��
� 
� �� �� ��
��� ��
��?

- =
 ����
�� � ��

����� ��.
- +���� �
 ���
� �� ���
�

���?
(, ����� ��� �� 
� 
?
$� ���
� � �
	��?)
- )��
���. (4� ���� �� ����
� ���
�

���.)

- I can’t make Tuesday. Something
has come up. I’ve got to go over to
Berlin to see a colleague.
How about Wednesday?

- I’m afraid Monday won’t be
possible after all. I’m going to be
very busy that day. What about the
following week?

- #
 ���� ��� �	�����. #
��
��������. 9�� �� �� �	��� �
>
�
�� �� �
 ���� � 
��� ��

��.
+���� �
 ���
	
 �� �����?

- -	��0���� �
, �
 � ���
�

���
���� �� 
 ��������. =
 ���
����� ��
	 � 	��� �
�. +���� �

���
	
 �� �

�����	� �
�����?
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� , ���� �� ��������� 
 �� �
 �� ����
����
 ����� 
? 
��� �����, �
���	� �� �������� �� 
�
����� ��� ���������
:

- Unfortunately, I don’t have any
more time.
- I think/guess that’s all I can do for
you.
- I’ve got to go and see someone.

- Talk to you soon, no doubt. (We’ll
be back in touch soon)
- (It’s been) nice talking to you.

- :� ����

��
, ����� ���
�

��
�
.
- .��
�, �
 	��� 
 ������, ��
	�
���� �� ������� �� ,��.
- 9�� �� �
�� �� �
 ��
��� �
������.
- -���� �
 ������� ���, ����
����
��
. (=
 �
 �����
� �����.)
- @� ���  
�
, �
 ��������0�
.

' �����
�� ���������
 ��������� �: Thanks for calling (phoning).
Bye-bye (>
������� �� � �����
	�. $�������
.)

- We’re going to have to put back our
meeting. I’m completely snowed
under at the moment. Can we leave
it open for the time being?
I’ll get back in touch when I’m not
so busy.

- =
 	�� �� �� �	�
��� ����	�
��
��. , ���
�	� ��� �	�����
��
	. .��
� 
� �� �
�� ��
��	���� ������� �	���
�?
=
 �
 ������ � ,�� �	����,
����	� �
 ��� 	�
���� ��
	.
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� ��������� � 	��
����� �
��
����� ���
���:

- Hello. John Steward here. Can I speak to Mrs. Dobreva?
- Sorry, there is no Mrs. Dobreva at this number. I think you’ve got the wrong
extension, but I’ll try and transfer you.
- That’s very kind of you. Thanks.
- That’s all right. Bye.

(a few seconds later)

- 234675. Maria Dobreva.
- Hello, Maria. John Steward here. How are you?
- Oh, hello John. It has been a long time since we met in London…I’m
completely snowed under at the moment…
- Sorry to disturb you. I’ll keep it short. Would you, please, give me the phone
number of your colleague. You know, the lady who is in charge of your e-
government project.
- Who do you mean, John? Ah, yes. Mrs. Nevena Toncheva. Now let me see.
I can look it up for you. It’s 234877. But Mrs Toncheva is not in the office right
now. She is in a meeting. I’ll ask her to call you when she gets back.
- Oh, great. I’ll be in my office till about 5,30 (five thirty). Thanks a lot.
- OK. You’ll be hearing from us soon. Bye now.

* be snowed under be snowed under be snowed under be snowed under be snowed under  ��	����� ��� � �� �	�
disturb disturb disturb disturb disturb [dis�t�:b]   
������, ��������
*     I’ll keep it short   �
  ��� ���	��
be in chargebe in chargebe in chargebe in chargebe in charge  �	������� ��
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- Good morning. Swedish Embassy. Can I help you?
- Hello. My name is Svetla Pencheva. I’m the personal assistant of Minister
Dimitar Vanchev. I’d like to speak to the Head of the mission.
- Right, I’ll put you through…Sorry, his line is engaged. Would you like to call
back later or leave a message?
- No, thank you. Perhaps I could speak to his secretary?
- Sure. Hold the line, please, and I’ll put you through to Mrs. Sverison.
- Hello, Dana Sverison speaking.
- Hello, my name is Svetla Pencheva, the secretary of the Minister of Culture.
I’m ringing to ask you whether it would be possible to postpone the Minister’s
meeting with your ambassador next Friday. Something really urgent cropped
up. Could we reschedule it for next Wednesday?
- Oh, I’m afraid the ambassador is on leave that week. Shall I call you later
when I have found a new date?
- OK. If you’d rather. I hope changing the date doesn’t inconvenience you
too much.
- That’s all right. I’ll call you very soon. Good-bye.
- Good-bye.

Swedish Swedish Swedish Swedish Swedish [�swi:diʃ] ��
����
embassy embassy embassy embassy embassy [�emb�si] ����
�	��
Sweden Sweden Sweden Sweden Sweden [sw:idn] A�
���
Head of missionHead of missionHead of missionHead of missionHead of mission [hed �f miʃn] �
� �� �����
ambassador ambassador ambassador ambassador ambassador [æm�bæs�d�] ���
����
crop upcrop upcrop upcrop upcrop up [kr p !p]
��������, �������� �

inconinconinconinconinconvvvvvenienceenienceenienceenienceenience
[#ink�n�vi:nj�ns]
�������� �
��� �	��,
 
������
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- Mary Smith from th
 Department of Trade and Industry. Is Mr. Stoyanov in
this afternoon?
- Yes, Madam. I’ll put you through to Mr. Stoyanov right now.
- Stoyanov speaking.
- Mr. Stoyanov, hello. Mary Smith from the Department of Trade and Industry
here. Thanks for your letter of June 11th. I got it today and I’m phoning to
save time.
- Ah yes, thanks. So, is it all right if I come to London next week?
- It certainly is. We’ll be glad if you could arrange it for the 24th. Our Director,
Bill Doe, is looking forward to seeing you this time, too. And I feel that a
personal discussion is best if we want to work out the terms of the contract
satisfactorily.
- Quite right. It’s so much simpler than writing lots of letters.
- Now, Mr. Stoyanov, tell me. Shall we make a hotel reservation for you?
- Well, yes. That might be an idea. I was really wondering which hotel to
choose. Maybe I’ll stay at the Blue Star Hotel as I did last time.
- Yes, if that suits you. Look, I’ll tell you what I’ll do. If you’re staying at the
Blue Star Hotel, shall I come and fetch you at, say, a quarter to eleven, and
bring you to our office?
- That’s very kind of you.
- Fine, that’s fixed then. Anything else?
- No, I don’t think so. You’ve been very helpful, Ms Smith.
- Not at all. Well, I hope you have a good trip.
- Thanks a lot. See you on the 24th then. Good bye now.
- Good bye.

discussion discussion discussion discussion discussion [dis�k!ʃn] ��������
terterterterterm m m m m [t�:m] ��
���
 ( � �������)
satisfactorsatisfactorsatisfactorsatisfactorsatisfactorily ily ily ily ily [#sætis�fækt�rili] ������
�	

��
suit suit suit suit suit [su:t] ��� 
�, ���0���� ���
fetch fetch fetch fetch fetch [feʧ ] �	���� �� ��
��
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           GRAMMAR FOCUS

,���-�� .����"��� ���/�

� -
����� �
��
�	�� ��
�
 �
 � ������ � �����	� �� �������	

���
�
���
 have � �
����� ��
�
 � ����
�	� ������	�
 �� ����
����
�
���
. , 	�
	� 
��
 
����	�
�� ���
� �����	� �� have 
 has. 9���
��
�
 �������� ������	� �
��� �
"�	��
, ������
�� �
� �������
�
� ����
�	�, � �
��
	�	� �	 �
�� � ���	���
	�. #�  �
������ �

��
�
��� � ����
� �
���
�


�� �
� ��� �
����� ��
�
. '�� 
��	�
	�� 
, �
 �	��� ������ �� �
���
�


� ����
 ���
�	. 4�� ���
�	�	

 �����
	
�, �
 ����
��� ����
� ����	� ��
�
.

I have met him before.
-�
��
 ��� �� ��
��.

-184A#' �1�R1+9#' ,�1.1
Have you ever been to Italy?
>�
 
� �� ������ � !	�
��?

I met him yesterday.
-�
���0 �� ��
��.
.���
�	� ������ 012 � !	�
��.

.!#46' ��'-9' ,�1.1

Last year I was in Italy.

� -
�����	� �
��
�	�� ��
�
 � �����
�� �
 ������� ��� �

���	

��
�
��� � ���
���:

since o	 (���
�
�
� ���
�	 �
	
	��)
for �� (�
���� �	 ��
�
)
already �
�

ever ������
never ������
just 	���- ��
yet ��
 ��

recently �
�	�����, �������
lately �����

���
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It has been a long time since we met in London.
.���� ��
�
 ����, �	���	� �
 ��
���0�
 � 6�����.

He has worked as an interpreter for two years.
�� �	�
 
 (�� �	�) ��	� ��
����� �	 ��
 ������.

I have always known what to do.
,����� ��� ���

 ����� �� �������.

� ��-�
�	� � ����������	� �
� �
 ����
���	 �����	
�� ����� ��
�
���
�	
 � �
����� �
��
�	�� ��
�
 ����. I’ve worked ��
�	� I have
worked, he’s worked ��
�	� he has worked � 	.�.

4�������� ������� can / could, shall / should, will / would

� ' �����
�� �
���
�	 can �
 ����
��� �� ���������
 �� �����
���
�
� ���	�
�� ����� ���	 �� �
 ������� �
��:

I can read very difficult texts.
.��� �� �
	� ����� 	����� 	
��	��
.

, ����
�
���� ���
�"��� ����� �
�	� �
 ���	�
 ��� can ��
�	�
may �� ���������
 �� �����

��
:

Can I talk to Mr. Dimov, please?
.��� 
� �� ������ � �������� $����, ��
�?

You can stay if you like.
.��
� �� ��	��
�, ��� �����.

, 	
�� �
���� ���	�
 �	� �� could ������� ��-��	��� �	���
��
.

� 8
���
�	 shall 
 �������	


� ��� � �������
	� �� 1 
.
�. � ��. �.
��  ��
��	
 ��
�
��:

I shall work. 4� �
 �� �	�.
We shall work. #�
 �
 �� �	��.

� ,�� �	��� � 	�
	� 
��
 
�. � ��. �. shall �
 ���	�
 ��� ��	� ����

�
�
���
, �� �� ������ �����
� �
� �� ����.

You shall stay here. 9� �
 �	��� 	��.
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'�� 
�� �������	���
�� 
 ���	�
 �	� �� shall � ������, �����
����,
���
� � (��. ������
��
	� ��� ��
����
):

Citizens shall have the right to work.
8�������	
 (	�� �� ��) ���	 ����� �� �� �	�.

- ����
�	� ����� �� shall - should �
 � ������	  ��
��	

��
�
�� � ����
�	�:

I should work. 4� ��0 �� �� �	�.
We should work. #�
 ��0�
 �� �� �	��

� Should �
 ���	�
 ��� ��	� ����

� �
���
 � ������	�� �� ���� �
���
,
�� �� ������ �
� 0������	, ���
	, ��
������:

You should be more careful.
9�� �� ��  ��
� ��-�����	


�.

� Will �
 ���	�
 ��� ��	� �������	


� �
���
 �� � �������
 �� 2 � 3

��
 
����	�
�� � ����
�	�
�� ���
� ��  ��
��	
 ��
�
��.

You will work. ,�
 �
 �� �	�	
.
They will work. 9
 �
 �� �	�	.

���������
��	� ����
��
 �� 	��� �
���
 
 ���
�, �
�
�. 9� 
 ����-
�
�� � �
����	� ����
�� ���	�
 �. - �������	

��	� ����� �� 2 
. �

����
��� �� ���������
 �� ��
 �, ������:

Will you have another cup of cofee?
!���	
 
� ��
 
��� ���� ���
?

� Would �
 ���	�
 ��� ��	� �������	


� �
���
 �� � �������
 ��
 ��
�
 ��
�
 � ����
�	�:

You would work. ,�
 ��0	
 �� �� �	�	
.
They would work. 9
 ��0� �� �� �	�	.

+�	� ����

� �
���
 would �
 ����
��� �� ���������
 �� �

���
,
���
�
��
:

I would gladly go.
- �����
�	��
  �0 �	���
.
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4�� �
 ����
��� ��� �������	

�� �����
���, �������� ��� 
��
��	��� ������ �
� ��
 �:

Would you tell him to call me back?
>�0	
 
� �� ����
� �� �� ����
 � �����
	�?

Would you help me?
>�0	
 
� �� �������
�?

E�.FG"��� �� �.�����������1 H��� the

� +��	� ���
�, �
���
�

�	

���	 �

� a �
 ���	�
 ��� ���� �  �����
���
�	��	

�� ������	

�� ��
�� � 
����	�
�� ���
�. - ���
�
-

�	


� �

� the �
 �

����	  ����� � �
 ����� ���
�	��	

��
������	

�� �
� �� �	�
��.

,���� 
 �� �
 ������� � ��� �
���� ���
�

�	

���	 �

� �	����,
	�" ��	� � �������	��	����� �	�
 	����� ���	�
 � �
 ��
�� 	����

�
�	�.

� - ���
�

�	

��� �

� the �
 �
 �

����	 �
 �����	
 ���
�	��-
	

�� - �	�

�
�� � ��
�� �� ��	
���
�, ���	�
 ����� � � � ������
����
��
, ������
�:

Life is impossible without water.
V���	�	 
 �
������
�  
� ����.

Labour shall be guaranteed.
9����	 �
 �����	���.
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1234567890123456789012
1234567890123456789012
1234567890123456789012
1234567890123456789012
1234567890123456789012
1234567890123456789012
1234567890123456789012
1234567890123456789012

+���	� 	
�� ���
�	��	

�� � ���	
��	� �� ���	 �����
	�� ����
��
,
	����� ���
�

�	

���	 �

� �
 �
 �������:

The life of the first settlers is very interesting.
V���	�	 �� �����	
 ���

���� 
 ����� ��	
�
�
�.

� '��
�

�	


� �

� th� �
 �
 ���	��� � ��
� ���
�	��	

�� �
����
�	�
�� ���
�, ����	� ������
 � ����
���� ��	���:

Citizens have the right to work.
8�������	
 ���	 ����� �� �� �	�.

Women in Bulgaria have equal rights with men.
V
��	
 � >�
����� ���	 
������ ����� � ���
	
.

� ��
� 	�	
�, ����	� �� ���	�
 
�� ��
� �� �	�
�� ��
��, ���
�

�-
	

���	 �

� ���� �
 �������:

Queen Elizabeth, President Purvanov, Prime Minister Blair.

� , �

���	
 ������ ���
�

�	

���	 �

� ���� �
 �������:

at home �����
at lunch �� � ��
for breakfast �� �������
to dinner �� �
�
��
at night �
�
�
at noon �� � ��

by bus/plane/car � ��	� ��/
����

	/��
�

on foot �
��
to go to sleep 
���� ��,

�	���� �� ���
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EXERCISES

I. M��������� �� �N.��G��� .� H�G��� “P����� � ��H��"”

4. 1. What does parliamentary republic mean?
2. What kind of structure is the National Assembly?
3. How are MPs elected?
4. When were the last elections?
5. How long is the president’s mandate?
6. Describe the main responsibilities of the President. Where is his office?
7. Who else commands the Bulgarian armed forces?
8. Who won the last elections?
9. List the ministries in the current government.
10. Who is the minister without a portfolio?
11. How many new ministries were established after the last elections?
12. Do you agree with the author in that there are too many state and

executive agencies? Why? Why not?

,. 1. Which are the inherent shortcomings of the judiciary?
2. How is the judiciary structured?
3. What limits the powers of the Supreme Judicial Council?
4. Is the investigating service a unique institution for Bulgaria? Why?
5. Why shouldn’t the magistrates benefit from the general immunity?
6. What is your personal opinion on this issue?
7. Which are the main objectives of the judicial reform?

-. 1. What are municipalities?
2. What determines the policy of each municipality?
3. What kind of activities does the municipal council carry out?
4. Who governs the municipality?
5. What is he/she responsible for? List the priorities in the work

of municipalities.
6. How are mayors elected?
7. What is a district?
8. What was the reason behind dividing the country into 28 units?


