i) What is the role of great leaders in a company? Discuss. 
Effective leaders within an organization assume a diverse range of responsibilities. They excel in communication, employing different media and strategies, and are proficient in both verbal and nonverbal forms of expression. They promote a sense of unity and friendliness, work together to meet company goals, and make well-informed choices to enhance productivity. Furthermore, they collect information from both formal and informal channels, convey their messages convincingly, and write with authority. They also utilize contemporary technology to facilitate effective communication and inspire employees through recognition and prompt feedback.
ii) What does the writer mean by “--- they are also adept at reading nonverbal cues.” 
When the author mentions that effective leaders are "skilled at interpreting nonverbal signals," it indicates that they possess a high level of expertise in comprehending and analysing unspoken methods of communication. This encompasses body language (such as gestures, posture, and facial expressions), eye contact, vocal tone, and various other nuanced indicators that express feelings, intentions, or perspectives. This skill enables them to achieve a more profound insight into their peers and circumstances, extending beyond mere verbal exchanges.
iii) How do managers communicate with their clients and customers in today’s world? 
In the contemporary landscape, managers engage with their clients and customers through a variety of modern communication methods. In addition to employing email as an effective communication tool, they harness social media platforms for launching, promoting, and collaborating. They also make use of professional emails, pertinent WhatsApp messages, impactful business blogs, and educational podcasts to reach a diverse array of stakeholders. Furthermore, modern collaborative software such as Skype, Google Docs, and TeamViewer facilitates efficient real-time communication.
iv) Discuss what managers should not do while communicating and why. 
Managers ought to refrain from specific communication behaviours to foster positive relationships and ensure effective collaboration. They should avoid giving delayed feedback, employing stilted or disrespectful language, or postponing actions, as these can render their communication discourteous, impolite, and offensive. Furthermore, minimizing the use of personal pronouns (such as "I" or "We" instead of "You") can create a sense of distance and diminish the engagement in communication. These behaviours can undermine trust, demotivate employees, and harm workplace relationships.
v) Give an appropriate title to the passage and give reasons for your choice. 
Title: The Dynamics of Effective Communication in Modern Leadership
Reasons: This title effectively captures the essence of the passage because it highlights the central theme of "effective communication" and its importance in "leadership." The term "dynamics" suggests the evolving nature and various facets of communication discussed, while "modern" emphasizes the contemporary tools and approaches mentioned in the text, such as social media and collaborative software.
Pick out words from the passage which mean the same as the following: 
i) crucial (para 1) - critical 
ii) skillful (para 2) - adept 
iii) pleasant behaviour which brings about good-will (para 2) - amicability 
iv) to a great extent (para 3) - exponentially 
v) local context (para 3) - indigenous surroundings 
vi) informal (para 4) – colloquial

What have you learnt from the above passage about communication at the workplace? Give your personal views. 
From the text, I have gathered that effective communication is not merely a soft skill but a crucial foundation for success in any organization, especially for leaders and managers. It is evident that communication includes a broad range of elements, from verbal and nonverbal signals to utilizing contemporary technological tools and social media. The focus on providing clear, honest, and timely feedback, along with expressions of gratitude, is essential for cultivating a positive workplace atmosphere and inspiring employees.
The text also underscores the significance of tailoring communication styles and mediums to suit various audiences and objectives, while maintaining an authentic voice and keeping abreast of communication trends.
In my opinion, the text reinforces the notion that communication is a fluid and evolving process. It transcends mere information sharing; it is also about nurturing relationships, trust, and a sense of community. The transition from conventional methods to digital communication platforms is particularly enlightening, highlighting the necessity for ongoing learning and adaptation in the professional landscape. The observation about prioritizing "you" over "I" or "we" resonates deeply with me, as it emphasizes the importance of the recipient and can foster more meaningful and collaborative exchanges. Ultimately, effective communication, as articulated in the text, is about empowering individuals and enhancing the collective.
2. Write short notes on any two of the following. Give examples
i) The Significance of Small Talk in Business
Small talk in a business context refers to light, informal conversations that typically occur at the start of a meeting, prior to a formal discussion, or during networking events. Although it may seem insignificant, small talk plays a vital role in building rapport, establishing connections, and fostering a comfortable environment. It serves as a social lubricant, allowing individuals to transition into more meaningful discussions and to perceive one another as more than mere job titles.
Significance:
•	Fosters Rapport and Trust: Small talk aids in discovering common ground and shared interests, nurturing a sense of connection and facilitating trust among individuals. This trust is essential for thriving business relationships.
•	Alleviates Tension and Anxiety: Particularly in high-pressure meetings, a few moments of casual dialogue can help ease tension, making participants feel more comfortable and encouraging a more relaxed and open exchange of ideas.
•	Demonstrates Social Intelligence: Participating in suitable small talk reflects social awareness and emotional intelligence, showing that a person values human connections beyond mere transactional interactions.
•	Collects Informal Insights: Through small talk, one may unintentionally gather valuable insights regarding a colleague's or client's preferences, challenges, or even emotional state, which can be beneficial in customizing future discussions.
•	Encourages Networking: It often serves as the gateway to deeper professional relationships. A brief, enjoyable conversation can pave the way for future collaborations or mentorship opportunities.
Illustrations:
•	Prior to a Meeting: "How was your commute today? The traffic on [specific road] was quite heavy." or "Did you see the [local sports team] game last night? What a finish!"
•	At a Conference: "This is my first time attending this conference. Have you been here before? Any sessions you would recommend?" or "The catering here is surprisingly good, isn't it?"
iv) Characteristics of a Good Report
A well-crafted report is a systematic, factual document that conveys information in a clear, concise, and objective manner to a designated audience for a specific purpose. It serves as an essential tool for communication, decision-making, and record-keeping across various professional environments.
Characteristics 
• Clarity and Conciseness: An effective report employs straightforward, unambiguous language. It minimizes jargon whenever possible or provides explanations when necessary. It gets directly to the point, removing unnecessary words and phrases to ensure the content is easily understandable.
• Accuracy and Objectivity: All information included must be precise and verifiable. The report should maintain objectivity, presenting facts and evidence without bias, personal opinions, or emotional language. If opinions are included, they must be clearly identified as such and backed by evidence.
• Completeness: An effective report delivers all essential information to achieve its purpose. It addresses the "who, what, when, where, why, and how" questions pertinent to its topic. However, it should avoid excessive verbosity.
• Logical Structure and Organization: Reports generally adhere to a logical sequence, often comprising an introduction, methodology, findings, discussion, conclusions, and recommendations. Clear headings, subheadings, bullet points, and numbering improve readability and facilitate easy navigation through the content.
• Credibility and Reliability: The information should be thoroughly researched, and sources must be cited appropriately. This fosters trust in the report's findings and recommendations.
• Audience-Centric: An effective report is customized for its target audience. The language, detail level, and format should align with the readers' knowledge and requirements.
• Professional Tone and Presentation: The tone should be formal, respectful, and professional. The overall presentation, including formatting, grammar, and spelling, should be flawless to demonstrate professionalism and meticulous attention to detail.
Examples:
· Annual Financial Report: Presents a company's financial performance over a year, including balance sheets, income statements, and cash flow statements, for stakeholders.
· Market Research Report: Analyzes market trends, customer behavior, and competitive landscapes to inform business strategies.
· Project Progress Report: Updates stakeholders on the status of a project, highlighting achievements, challenges, and next steps.
· Incident Report: Documents an event, such as a workplace accident or a security breach, detailing what happened, who was involved, and the actions taken.

Complete the following company profile with either the present perfect or past simple tense of the verbs in brackets: 
founded (found) 
did (do) 
began (begin) 
led ((lead) 
has set up (set up) 
has become (become) 
has increased (increase) 
have grown (grow) 
exceeded (exceed) 
has developed (develop) 


i When did you join the company? 
I joined the company three years ago. 
ii What was your position? 
I was an office assistant. 
iii Which department did you work in? 
I worked in After-sales. 
iv How long did you work in that department? 
I worked in that department for 12 months. 
v Where was your workplace located? 
It was just 8 kms from my home.

Complete these sentences with the correct comparative or superlative form of the adjectives in brackets. 

biggest (big) 
more expensive (expensive) 
better (good) 
most important (important) 
fastest (fast) 

4. You recently moved to a new city on a job transfer. Write an email to your friend informing him of this move. In your email
· i Describe the new city
· ii Explain how life in this city is different compared to the previous city
· iii Invite your friend and family to visit you in the new city
· iv Say what your new job profile is.

Subject: Big News! I've Moved to Berlin!
Hi Julie 
Hope you and your family are doing great!
I have some big news to share – I've officially moved to Berlin! As you know, I was working towards a job transfer, and it finally came through. I'm really excited about this new chapter.
Berlin is quite different from Athens. It's a vibrant place, known for its characteristics, e.g., bustling IT hub, rich historical sites, beautiful green spaces, diverse food scene. The architecture here is a blend of modern skyscrapers and colonial buildings, and the streets are always alive with activity. There's a real energy about the place, and I'm looking forward to exploring it more in the coming months. The public transport system here are particularly impressive.
Life here is definitely a change of pace. In Athens, things felt a bit more familiar, whereas Berlin is more focused on certain industries. For instance, the traffic here is much less dense or the nightlife is more vibrant. I'm still getting used to the weather, but it's an adventure! I've already discovered a few great coffee shops that I think you'd love.
Speaking of which, I would absolutely love for you to come visit sometime! I'm still settling into my new apartment, but once I'm properly set up, it would be fantastic to show you around. We could explore the old town or visit the famous museums. Just let me know when might be a good time for you, and we can plan something.
My new job profile here is Marketing officer at ABC company. Essentially, I'm responsible for developing marketing strategies for digital platforms It's a challenging but very rewarding role, and I'm learning a lot every day.
Looking forward to catching up properly soon, maybe over a video call, or even better, in person here in Berlin!
Warm regards,
Annie 

5. Write a dialogue, in about 20 turns, between two friends discussing what professions they would like to get into in their lives after completing their education.
Characters:
· Annie: Practical and interested in technology.
· Julie: Creative and passionate about the arts.
(1) Annie: Hey Julie, you look deep in thought. Still pondering your post-graduation plans?
(2) Julie: Exactly! It feels like such a huge decision. What about you? Have you narrowed it down?
(3) Annie: Well, I'm leaning heavily towards something in data science or artificial intelligence.
(4) Julie: Oh, that's interesting! Why those fields?
(5) Annie: I find the idea of extracting insights from data fascinating. And AI... it's just going to be everywhere, isn't it? The potential for innovation is immense.
(6) Julie: True, it's definitely the future. Are you thinking more about development, or analysis?
(7) Annie: Probably more on the analytical side, but I'm open to development too. It really depends on what specific opportunities open up. I want to build things that solve real-world problems.
(8) Julie: That makes sense. For me, it's a completely different direction. I'm torn between filmmaking and graphic design.
(9) Annie: That's so you! Both are super creative. What draws you to filmmaking?
(10) Julie: The storytelling aspect, primarily. The idea of crafting narratives and evoking emotions through visuals and sound... it's incredibly powerful.
(11) Annie: And graphic design? Is that more for stability?
(12) Julie: Partially, yes, but also because I love visual communication. Creating impactful logos, branding, user interfaces... it's about making things aesthetically pleasing and functional.
(13) Annie: So, you'd be happy working for an agency, or freelancing?
(14) Julie: I think a mix of both. Freelancing offers more creative freedom, but agency work provides structure and exposure to diverse projects. What about the typical "corporate" environment for you?
(15) Annie: I don't mind it, as long as the work is engaging and I'm constantly learning. The tech world is pretty dynamic anyway.
(16) Julie: That's a good point. I guess my biggest fear is getting stuck in something mundane.
(17) Annie: I get that. But even in tech, there are always new challenges. Plus, the pay is usually quite good, which is a practical consideration.
(18) Julie: Definitely. Filmmaking can be a struggle initially, but the passion would drive me. Graphic design offers a bit more immediate security.
(19) Annie: Well, it sounds like you have clear passions. Maybe start with graphic design and integrate filmmaking projects on the side?
(20) Julie: That's actually a brilliant idea, Annie! Thanks, you've given me a lot to think about. What a productive chat!

