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Puzzle it out 

 

5 company managers called the headquarters. 

Study the clues and complete the table with the info below 

 

 

Telephone number +611 31 747 

 

+442 01 122 +382 01 138 +335 09 758 +495 52 1801 

Name  

 

    

Department   

 

    

Calling from  

 

    

Reason for calling 

(documents) 

     

Other information   

 

    

 

Info: 

 

Name: Marko, Jill, Basile, Steven, Alison 

Department: Finance, Marketing, HR, Procurement, Legal, Sales 

Calling from: Germany, Montenegro, Australia, UK, France 

Documents needed: a certificate of origin, RFT, a balance sheet, TOR, a performance appraisal form 

Other information: can see or notice details very well; very hard working and enthusiastic; sensible; has a lot of energy, drive and 

motivation; can speak easily, confidently and well 

 

 

 

Clues: 
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“Hi, this is Alison. I have some questions regarding the tender documents for your project. Please call me when you are free. Thank 

you.” 

 

“Hi, this is Alison again. I’m back to London. I’m not sure if you got my first message so I’m leaving one more. We need to straighten 

out the formal invitation to suppliers to submit a bid. Can you call me when you have a chance? Thank you.” 

 

“Hi, this is Basile. I have some questions regarding the scope of work in the template you sent me on Monday. I might not be at my 

desk tomorrow – we’re celebrating La Toussaint, so feel free to call me on my cell phone.” 

 

“Hi, this is Jill. I’ve double checked the documents you sent. Could you please check with the production department if they have a 

document declaring where the goods were produced? Thank you.” 

 

“Hi, this is Marko again. I’m not sure if you got my first message so I’m leaving one more. I have some questions regarding your 

statement of financial position. Can you call me as soon as possible? Just in case, the country code starts with 3. Thank you.” 

 

“Hi, this is Steven. We need some information on the last performance review by tomorrow. I might not be available till evening so 

please send an email instead. Please copy Alison from the procurement department.”    

 

“Hi, this is Steven again. Please copy the financial manager from Montenegro. Thank you!”  

 

 

“Hi. This is Basile again. Just in case, the country code is double three five.” 

 

 

The procurement manager is a go-getter. 

 

 

Jill is a natural salesperson; she has the gift of the gab. 

 

 

The HR manager is a really down-to-earth person. 

 

 

The HR manager’s phone number is nine digits long. 
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Basile is an eager beaver. 

 

 

The financial manager has eagle eyes. 

 

 

The sales manager is calling from down-under. 

 

 

The United Kingdom country code +44 is followed by an area code. 

 

 

 

 

Answers and tips: 

Telephone number +611 31 747 +447 91 122 +382 01 138 +335 09 758 +495 52 1801 

 

Name Jill  Alison Marko Basile Steven 

Department  Sales Procurement Finance Legal HR 

Calling from Australia UK Montenegro France Germany 

Reason for calling 

(documents) 

A certificate of 

origin 

An RFT A balance sheet A TOR template A person 

specification 

Other information  Can speak easily, 

confidently, and 

well 

Has a lot of energy, 

drive and 

motivation 

Can see or notice 

details very well  

Very hard working 

and enthusiastic 

Sensible 

 


