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Part I: Vocabulary (Ia-ufiu-0-a1-3) = s

1. punch in 2. colleague MQ
Wud By Aoadn Z‘Zﬁ
aaNIviu Wiousiueu A

3. punch out 4. permission
W 18 oSt
AIIANANU NT0UYN
5. appointment 6. form
WONNOELUUN Wosu
NMIUAKUIY wuunesy
7. assignment 8. report o=
woadeLiuy Friedn %.zi;‘:
Nufineumnglsivh 318971 S
9. to cooperate 10. portfolio
1 ladoninalsn wosnliale
39Ul ISR
11. probation 12. salary
Tnsiidu Y1813
JLULNAADINU Rufou
13. sick leave 14. overtime (OT)
m A Briesvinu (ad)
a1t a0

211




15. personal leave

16. coffee break

WiosFuuda aul Fomlil wia
a1na ndunu
17. holiday 18. lunch break
goalnd &ud win
TUNYATIVNNS Wnewnsnaneiu
19. vacation 20. canteen
WILATU/ AT wAuity
Wn3ou WIS

21. not allowed

TaN 9aa1In

22. file cabinet

M18a wATWN/ATwN

lalougyn gLenans
23. turn on 24. data
Jisu deu Wi
Ua (@ 3nd ) Joya :

25. turn off
Wisu oan

Un (@ ing Yu)

26. air conditioner
We3S ABUATULUBS

WW3eaUSUaNne

27. electricity

28. ventilation system

5.8av337 AU Ty Fawiu
Tnlln STUUTZUI8RINA
29. water supply 30. stationery
oW Fnnany afiue’
sz T
Part Il: Phrases (sl¥%-19d) = 28
1. employee leave form 2. welcome aboard

Wunaesd anl Wesu
Tuandmiugnang

3. instructions to employees
auansadua 1) Wundeusd
mdsdmIugnang

5. salary reduction agreement
YIANI/UBA IAATU BENILUUY

FyyinduLhou

'
@

VaAy aUa3n

a v

BuAfauUg.... (23Ans, UEM, dinnu)

a. death in immediate family
WS DU DULLAEN WILA
A5AN8YRsALTNlUATEUAS)

6. job descriptions
J0U LWAASNIUA

ANTULU/I1UALLBUATDINU
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Past llI:

7.

1.

employment evaluation 8.
LBUNAREILY BwIgLadu

NM5UTEEUNNTINNY

Unacceptable Behavior Report 10.

U ¥ ¥ Qy a Y oa ! fa YV ¢
DULDALINNZLUD ULaNWILDDT INDIN

FeUANUUTENg AT Ay

Sentences (uiuLa) = Uszlon
Punch in and punch out every day.
WUT DU WBUA WUT L0191 LoW5 LAg

asandhnukazidnunn iy

well-paying outdoor jobs
ARG LBMABS Faud
aa o P
NUUBNANURNYINTULAR
an air-conditioned canteen
WU LOS-AOURATUR AU

189971915 USUBNA

There are both sick leave and personal leave forms in the office.

WSS 815 1US A anl waum wastuwua an Hesud du § sanily

Fuvunasuluathewazanialudrdnau

Please turn off the air conditioner after use.

waa 171y don T wes AeuRtuiues owlvies ¢a

a - Y o %
ﬂ?‘iu’]‘dﬂLﬂﬁ@ﬂﬂi‘UE]’]ﬂ’]ﬂ‘iﬁafi'iﬂﬂﬂﬂﬂslimu

You should ask for a permission for a leave of absence.

g 90 91aA W3 oz esiydu Wes or v Sow wduigud

AUAIIVDBULYINATNYANTU

Have you submitted a monthly report?

wal ¢ Fuiiniia oy JusH Ien

AETIBUUTET ARV

There is a six-month probation.
s = A ¢ o & R

uw53$ 9 oy AnG Jus Insddu

AN15NPABNIU 6 LHBY

The salary will be transferred into your bank account.

\5eY 91413 38 U niudilesa duy 615 uled udauin

Ruheuargnloud U isuinnsvesnm

Workers are required to work overtime occasionally.

AsAwesd 913 SATesa 1 13Ta 1adesvinu SealAtud

AUUARYIUEIna L TuASIAT Y
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9. Foods and drinks are not allowed in this area.

Had weus a3eAd 013 den daane Bu 5a ualse

Liougwlviiheimsuazinsosnudnluuiiomd

10. Personal data will be kept confidential.

su o & 1 a a Y & a o A
IWBIYUUD LA 188 U LANN ABUNLAULTYA

¥ ! v < P [
ﬁua;gjamum% Lﬂ“Ui’J WuANuay

Part IV: Conversation (AaU-tWID5-44-TU) = UNEUNUI

A conversation at an office between Peter, a new applicant, and Kate, an office worker.

2 ABUNNBSIITU WBN Lau Davey UnIu Nwies o U9 LBNWAKAUT LU AN LU Banw

e 1«
LAIALABI

f Y o

UNEUNUIN AN U952 119UMBS Hadnseuaulng wasen wiuneudinau

Kate:

Peter:

Kate:

Peter:

Kate:

Peter:

Y

Welcome aboard, Peter.

VaAu aUasn Wivis

vorousuguiemar Uimes

Thank you, Kate. Today is my first day. Anything for me to know?
WS3AY LA yuAg Ba e 1WSant wid udtse ves & v T

LY o & [ = a" v
VBUAUATULAN FUUUUIULINVDINY mazhmmu%mmﬂm

You need to punch in and punch out every day.
g Un v Wud Bu waua Wud 10m 1ns 1ag

AMF DA NULAELENNUNNTY

q q

That’s the same thing they do in my old company.
WSnd 150y Ly 59158 @ Bu 11w Tead AUl

AUSEALNLAYaE1LReITUATY

Foods and drinks are not allowed in the working area. You can eat your box

lunch in the canteen.

v ' o
a § a Y

Wad weud asAd 015 Yo Taa1d Bu 5oz AR welse ¢ waw Bn &5 Jend qud

De

\50% WAUTIY
Ao sazATRuNTtuuS @ Tl auaunsasuUsemueImi
wnantulaluviosems

If I'm the last one using it, | need to turn off the air conditioner and lights.

avl wgu 150 A1l T gade 8n lo Ua v 11y Son § wes AouRtuldes udud land

dwanduauaninedlives nudesdansesusvennawazlnlnseuios

®D)e

U
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Kate:

Peter:

Kate:

Peter:

Kate:

Peter:

Kate:

Terrific. How do you know that?
wisTla 817 @ & Tl wn

ganuIN A3 AgTLs

They seem to save energy everywhere.
& v & e o e
158 U 9 LW LULDIT LOWITUIT

AuitlouuIeniaangazUsendanaanuiuynuie

You will receive your weekly assigcnment every Friday afternoon.

ad v e d 1w e e A Y 16 & A
g 788 399 €17 IAA LOAYIBLIUN LOWT WIAg 91LoTYU

AauaglisunvaBennuiilasuteununedmivudazreindlunauiigfumns

Great. | think this is enough for the first working day.
103 Lo 594 Sa Ba Buw o3 Loz 1WAV IseAs 19Y

AASU Nmﬁ@’jﬂﬁﬁayjaL‘Vh‘f!‘waLﬁﬂﬂLLﬁDﬁWM%UfUVTN?U’?ULLﬁﬂ

Enjoy your first day. I’'ll provide you more information later.

I v ¢ Xe & ve ' | s a s Yo Y s
LOUIDY &7 WWIEAN LAY 1’&]6 IW?W’J’WEJ g D9 DUNDILUVU LANDS
voliayniumsviauiuusn duaglvideyaiiufufings

Nice talking to you, Kate.

v

ud viodAA 1) ¢ 1A

o—=

% £ [

uAnlaReiuAMUEATU Lav

(as))

Nice talking to you too, Peter.
1419 viodada v & ¥ Wivios

U

215




Tunagau

$790973%1: N15FETNYINUNITYINNGIUY

RanNanNsNISHNYNSEZAUNLD UNEUNURBIRUAISTINIY M9
Y
d11 mmé’enqmﬁamsﬁams N130UIU JUALAA 187
TuuszaauaNnTou SWe3Y1: 0924910113
siandngms: 0920017490101 Wadeges 181
nawd 1 vl
UUa 2 v

Choose the correct answer.

({d 1502 ARSISAY B1uiLs)

\danAnauNgnies

1. IN15NARBNU 6 LHDU

a. There is a six-month appointment.

b. There is a six-month vacation.

c. There is a six-month probation.

d. There is a six-month assisnment.

a.

US¥ndniasesdsulaninanunnau

Electricity is provided for all staff.

b. Stationery is provided for all staff.

C.

Facility is provided for all staff.

d. Salary is provided for all staff.

AasaslviauTafiuous Iy

a. You are to evaluate with your colleagues.

b. You are to concentrate with your colleagues.

c. You are to negotiate with your colleagues.

d. You are to cooperate with your colleagues.

a.
b.

C.

ANEITIBUNTOEN

Have you submitted the portfolio report?
Have you submitted the data?
Have you submitted the report?

Have you submitted the form?
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10.

SuilszuussngemendsAdmsllls

a. Today the water supply is out-of-order.

b. Yesterday the water supply was out-of-order.
c. Today the ventilation system is out-of-order.

d. Yesterday the ventilation system is out-of-order.

AndsluaNNaLaII g

q

Qo

Have you submitted the sick leave form?

o

Have you submitted the personal leave form?
c. Have you submitted the maternity leave form?
d. Have you submitted the emergency leave form?
Wa/Auditniudants

a. | have an appointment with the manager.

b. I have an assignment with the manager.

c. | have an agreement with the manager.

d. I'have a permission with the manager.

319z louRuAaUYRIRa U AsUIANT

a. We will transfer your overtime into your bank account.
b. We will transfer your benefits into your bank account.
c. We will transfer your salary into your bank account.

d. We will transfer your data into your bank account.

Wnesnansiuanmils

a. What time is the coffee break?
b. What time is the lunch break?
c. How long is the coffee break?

d. How long is the lunch break?

18 UALATDIADUNILA DT LU BIVIIIUA e
Please turn on the computer in the office.

a.
b. Please turn on the computer in the room.

n

Please turn off the computer in the office.

d. Please turn off the computer in the room.
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Choose the correct answer.
({d 1502 ARSISAY B1uiLs)

\danAnauNgnies

1. 1N1579a099U 6 LU
a. There is a six-month appointment.
b. There is a six-month vacation.

C. There is a six-month probation.

d. There is a six-month assisnment.

2 Usendaaseadiulvimidnaunnau

o

Electricity is provided for all staff.

b. Stationery is provided for all staff.

0

. Facility is provided for all staff.
d. Salary is provided for all staff.

3. ausedlrirusiufieduiiiousiny
a. You are to evaluate with your colleagues.
b. You are to concentrate with your colleagues.
c. You are to negotiate with your colleagues.

d. You are to cooperate with your colleagues.

4. ANEITIBUNTOEN
a. Have you submitted the portfolio?

b. Have you submitted the data?

al

Have you submitted the report?

[oN

. Have you submitted the form?
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10.

Tuilszuuszuiwenniade/ Tdnslale
a. Today the water supply is out-of-order.
b. Yesterday the water supply was out-of-order.

C. Today the ventilation system is out-of-order.

d. Yesterday the ventilation system is out-of-order.

AndsluaNNakaII g

q

Have you submitted the sick leave form?

c

Have you submitted the personal leave form?
c. Have you submitted the maternity leave form?
d. Have you submitted the emergency leave form?

p3l/AUTUANURIANS

Y

a. | have an appointment with the manager.

b. | have an assignment with the manager.
c. | have an agreement with the manager.

d. I'have a permission with the manager.

319z louRusaUYRIRa iU AsUIANT
a. We will transfer your overtime into your bank account.
b. We will transfer your benefits into your bank account.

c. We will transfer your salary into your bank account.

d. We will transfer your data into your bank account.

WNeWsNa1IuUnaLs
a. What time is the coffee break?

b. What time is the lunch break?

n

How long is the coffee break?

o

How long is the lunch break?

228 UALATDIADUNILMDS MBIV UA Y
a. Please turn on the computer in the office.

b. Please turn on the computer in the room.

c. Please turn off the computer in the office.

d. Please turn off the computer in the room.
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. Complete the following sentences using the vocabulary given.
(rauWaN L5oz Woalad Wuiugd §a%s 15az Idududnagns Aniw)

Tiannmualidudsslealildlannuauysal

overtime permission allowed data canteen
file cabinet probation energy punch out turn off
1. Punch in and every day.

aaAdYNNULAZENUNN T

2. You can eat your boxed lunch in the

AEINsasUUsEIIUE N SN UlalueseIMns

3. A for a leave of absence is required.

nsangAfaalasUatye

a4, Please the air conditioner after use.

a - 9 o v
ﬂgzmﬂﬂLﬂiaqmummmaamﬂmﬂmm

5. They seem to save everywhere.,

AuilouuIeniaangazUsendanaanuiuynuie

6. The has to be locked at all times.

fosdondlenasnasniiad

7. How long is the period?

SYELASNAABINULIUYINLS

8. Workers are required to work occasionally.

AUUABIYINIUaIIaTUASIATI

9. Foods and drinks are not in this area.

Leugslvihenmsuazinsosnudnluusind
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10. Personal will be kept confidential.

¥ 1

% < Y & [y
Joyaduimazinuliiduanudu

Il. Pair Work: Taking turns to say the above sentences in English. You can do this as many
times as possible.

(WS 13%A: 1iARAY Wsud 1) WY § oz Lwuiuee Bu 898Y 8 uaw § 5a uda uilil viud udsa
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AsEnlAgSUMRnmumumAnininwineuazmwdingeneunasiuuuiinind f1gSunisinanunse

gulszlennwdanguls lfedldmeunelnedsliliiiedusmdrelunismeanunuie

Complete the following sentences using the vocabulary given.
(PAuWaN L5oe Woalade Wuiuad §ads 15z Tndududnagns Aniw)

Tdanfmualiduuslealdldlannuauysal

overtime permission allowed data canteen
file cabinet probation energy punch out turn off
1. Punch in and punch out every day.

WUT DU WBUA WUT L0191 LoW5 LAg

aANdULABENUNN T

2. You can eat your boxed lunch in the canteen.
g uAw 8 675 Jond aud ou 15ey wAuY

AEINNsaTUUsEMIUR N SN IINUUlA LR RIS

3. A permission for a leave of absence is required.
92 Laslvdu Wos or vl Sovl uduitud 8a SAdnesa

nsavgasaalasUatyIn

4, Please turn off the air conditioner after use.
a ae P a % ad s v R
Wad N3U 00W § Uo7 ADUATULLDT 8 1WLVIDT gd
a a Y] ) v
ﬂﬁ@ﬂ‘d@Lﬂiawiummﬂwaﬂmﬂmﬂmm
5. They seem to save energy everywhere.
& a v Y e o A V&
158 9 ¥ LW LOULLDIY LOWITUIT

AuidlouuTenviavangarUsendanaenuiuynums
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10.

The_file cabinet has to be locked at all times.
ey vhed uAtnin/aduin uda 1 U deeidn wemn doa vinud

fosdondlaNaInaanLIa

How long is the probation period?
) 4 a ! ﬁ’)lQ‘J dydl
817 d04 94 159z Instdvu Wisun

SLYLAINAABINULIUYINLS

Workers are required to work overtime occasionally.

Lo A s 1 s s Lo & 1 & 1 & Yy o

LITALABIE 817 IMINYIN 1 19A 18178571y SoALATUA
[

ALITUADIINN YA TUATIAT?

Foods and drinks are not allowed in this area.
Hod weud AseAd 013 Uem 988177 BU Sa walsey

ldoygmlmheimsuaziasesnudiluuiiond

Personal data will be kept confidential.

WBSTULA LAYIN Ja8 U ANy AeuRlnulea

v ] o I3 Y [
"U@%Iaﬁ'lum'mgLﬂUi’JL‘U‘u@'JWZJﬁU

Pair Work: Taking turns to say the above sentences in English. You can do this as many
times as possible.

v g

< 16 a & < o y  a & a a v ya ¢ &
Uus '1(|‘J 18 § 9L UNW LUNULLE DU DAY Q LAY ﬂ 2N Lad LY NUd LLad

aduiufinyaussleadrsdudunwdinge §unisiinadsilneandesliunniigawitiiasyinla
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