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1º A. y F. Inglés

WHAT’S YOUR POSITION?

- MANAGING DIRECTOR: SOMEONE WHO HEADS A COMPANY AND IS 
RESPONSIBLE FOR ITS RUNNING.

- EXECUTIVE SECRETARY: SOMEONE WHO DOES SECRETARIAL WORK FOR TOP 
MANAGEMENT.

- SALES AND MARKETING MANAGEMENT: SOMEONE WHO HEADS THE 
DEPARTMENT THAT ADVERTISES AND SELLS THE PRODUCT.

- SALES REPRESENTATIVE: SOMEONE WHO IS RESPONSIBLE FOR SELLING THE 
PRODUCT TO CUSTOMERS.

- PRODUCTION MANAGER: SOMEONE WHO HEADS THE DEPARTMENT 
RESPONSIBLE FOR MANUFACTURING THE PRODUCT.

- PERSONNEL MANAGER: SOMEONE WHO HEADS THE DEPARTMENT RESPONSIBLE 
FOR STAFF MATTERS, SUCH AS THE HIRING OF EMPLOYEES.

- R & D MANAGER (RESEARCH AND DEVELOPMENT): SOMEONE WHO HEADS THE 
DEPARTMENT RESPONSIBLE FOR SCIENTIFIC RESEARCH AND THE DEVELOPMENT 
OF NEW PRODUCTS. 

- FINANCE DIRECTOR: SOMEONE RESPONSIBLE FOR RUNNING THE COMPANY’S 
FINANCIAL AFFAIRS.

- ACCOUNT: SOMEONE WHO KEEPS THE ACCOUNTS IN THE FINANCE 
DEPARTMENT. 

- RECEPTIONIST: SOMEONE WHO SITS IN THE LOBBY, ANSWERS THE PHONE, AND 
GREETS VISITORS.

COMPANY DIVISIONS


