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0000000 Getting along with colleagues
0O OO O Morning Greeting

0 00O Saying Goodbye

0 O O O Having Lunch Together

0 OO O Shopping Together

0 OO O Working Overtime

0O OO O Covering for Somebody

O O 0O O Answering the Telephone
O 0 0O 0O Passing on the message
00O OO Welcoing Newcomers
000 0O Asking for Help

0O 0O 0O O Asking for opinions
0000 Teamwork

00O O O Panel Discussion

00O 0O O Failing into Conflict

0 00O Claiming Apologies
0000 Colleague's Promotion
00O 00O Colleague's Leaving

00O 0O O Colleague's Suffering from Iliness
0000 Colleague* s Birthday
000 O Colleague's Wedding

00O OO Decling Love

0 OO O Borrowing
0000000 Getting along with Boss
0000 Reporting Work

0 00O O Accepting Assigned Work
00 0O 0O O Being Praised

000 0O Explaining Faults

0O 000 Making Proposal

O 0O OO Asking Resignation

00O OO Applying for Job Transfer
00O 0O O Being Fired

00O OO Asking for Leave

00O OO Asking for Annual Leave
00O 0O O Asking for Promotion

O 0O O O Asking for Pay Raise

00O OO Asking for Retroactive Pay
0O 00O Inquiring About Bonus
0000000 Gettingalong with clients
00 00O O Contacting Clients

0 00O Meeting New Customers
00O OO Ordering Products

0 O O O Bargaining

0000 Discussing Payments
0000 Handling Complains
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0000 Making Claims

0000 Making a Revisit

0000 After-Sales Service

0000 Picking up Clients

0000 Visiting

0000 Receiving Customers

0000 Visiting Clients

000 O Seeing Off Clients

O OO O Treating Clients

O 00O 0O Presenting Gifts

000 0000 Office Affairs

0000 Work Attendance

0000 Transferring Phone Call

0000 Arranging Meetings

0000 Publishing Notice

0000 Arranging Appointment

0O 0O OO Arranging Trips

0O 0O OO Arranging Interviews

00O O O Room Reservation

00 O O O Booking Tickets

00 O O O Receiving and Sending a Fax

00 OO O Word Processing

000 0O Using Photocopier

0 00O 0O Computer Problems

0000 File Management

0000 Staff Training

0000 Making Remittance

O 0O 00O Mailing Letters

OO0 OO0O00 ChattinginWork Place
0000 Pressure in Work

0000 Payment of Work

0000 JobHopping

00000 Further Study and Going Aboard
00000 Carpooling for Work

0 00O Food Security

00O 00O Tips for Longevity

00 00DO Office Romance

OO0 0000 JobHunting and Interview
0000 Applying by Phone

00000 Opening Remarks

0000 Applying for a Secretary

OO0 O Applying for a Tour Guide

O 00O O Applying for an Airhostess
OO000O0OD0OOO0 Applying fora Hotel Staff
000000 Apllying for a Manager Assistant
0000000 Applying for Trading Staff
0000 Applying fora Teacher

Page 4



000004, tushu007.com
<O 00000009000 >>

0000 Applying for a Nurse

00000 Applying for an Archietect
0000000 Applyingforan IT Engineer
000000 Applying for aBank Clerk
000000 Applying for a Salesman
0000000 Applying for aJournalist

0 OO O Accepting the Offer

0 OO O Inquiring by Phone

0 O O O Discussing the Commencement
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