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Get in order!
Participant’s Handout 5.9.  

	Text A  Making olive oil

Firstly, the olives are harvested at the end of the autumn.

1 A large net is spread under the olive tree in order to catch the olives when the tree is shaken.

2 Then the olives are collected and put into large baskets.

3 After collecting the olives, they are taken to an olive press.

4 Before pressing the olives it is important to make sure that the olives are washed and leaves have been removed. 

5 The olives are first of all pressed in the ‘preparatory’ press, which is used to extract the first oil and which is sold as ‘virgin olive oil’. 

6 Then they are pressed in the ‘final’ press, in order to get more oil.

7 The oil from the final pressing is refined and blended, and sold as ‘blended olive oil’.


	Text B     Changing a tyre

1 First of all, take out the spare wheel and tools from the boot of the car, and check that the tyre is inflated.

2 Remove the wheel cover.

3 Then, using the wheel brace, loosen the nuts on the wheel you are changing by half a turn.

4 Use the jack to raise the wheel, making sure that you place the jack in the correct lifting point on the car.

5 When the wheel is clear of the ground, unscrew the nuts and remove them.

6 Remove the damaged wheel.

7 Next, fit the spare wheel and fit the wheel nuts until finger – tight. 

8 Using the jack lower the car until the wheel just touches the ground.

9 Use the wheel brace to tighten the wheel nuts.

10 Finally remove the jack and check the nuts are fully tight.




	Text C   Making a sale

1 Start by raising client awareness – make sure they are already thinking about your products and services even before you talk to them.

2 On first meeting it is important to create a good relationship with the client.

3 As soon as possible find out what your client is interested in.

4 When you know what they are generally interested in, show the client a range of products and services.

5 Give details of the products and services you are showing, and make recommendations.

6 Having done this, it is important to give the client time to think.

7 Follow – up by asking if the client has any further questions.

8 After allowing sufficient time, try to close the sale – but don’t be too pushy: the client may need more time.




