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Preface

« Why did we create these textbook series? »

The number of foreign workers reached around 1.46 million in 2018, and they will become increasingly
indispensable for Japan where the reduction of workers will be unavoidable due to the declining birthrate
and aging population.

For foreigners who have settled or wish to settle in Japan, having an ideal job is a vital part of life because
it not only creates their economic base but also relates to their identity as a member of society.

However, the Japanese language skills remain major obstacles in the workplace and in job hunting for
foreigners, and it is not easy for them to understand the Japanese labor practices and unspoken rules and
manners that are unique to the Japanese corporate culture.

With this background, the Japan International Cooperation Center (JICE) has developed a series of text-
books called “Japanese for Work” to help elementary level learners gain speaking, reading, and writing skills
needed at work and employment seekers make a career plan and find a job independently.

« What do our textbook series aim to achieve? »

Foreign residents in Japan have been multi-nationalized especially in urban areas with diversified back-
grounds. Therefore, we set the following points as the objectives of our textbook series during the develop-
ment stage:

( Hierarchical structure of workplace situational syllabus w

A Activities in workplace
Unique to each company

- Instruction, confirmation,
message, contact, report,
{_ common in a specific industry or occupation ) consultation

(nursing{care¥customergsenvicesifsalesyetc.)

1)  Students will learn essential Japanese speaking, reading, and writing skills needed in any
industry, occupation, and company.

2)  Students will have opportunities to gain insight into manners and unspoken rules in Japane-
se business communication.

3)  Students will have opportunities to ponder their future career plan while studying.

4) Textbooks will be task-based to make study goals clear for both learners and instructors.

We ftrust that not only foreigners who settle in Japan but also all foreigners who work in a Japanese-
speaking environment, such as technical trainees in Japan and workers at a Japanese-affiliated company
overseas, will significantly benefit from our textbook series.



L&i mé dau

« Bbi canh phat trién cuén sach nay »

Cé khoang 1,46 triéu ngudi nwrdc ngoai lam viéc tai Nhat Ban vao nam 2018, nhitng ngudi nwdc ngoai
nay duwoc xem 1a ngudn luc khdng thé thiéu déi véi Nhat Ban - quéc gia khéng tranh dugc thiéu hut ngudn
lao ddng do tinh trang gidm ty 1& sinh va gia héa dan sé.

Viéc tim dugc céng viéc mong mubn khang chi tao ra nén tang kinh t& ma can la yéu té quan trong trong
cudc sbng clia mbi ca nhan lién quan dén ban sic ca nhan, trong vai trd 1& mét thanh vién clia xa hai.

Tuy nhién, viéc hiéu duoc nhitng cach xt¥ sw, quy tac bat thanh van trong van héa doanh nghiép hay théi
quen lam viéc clia Nhat Ban dbi véi ngudi nwéc ngoai qua that ciing khdng dé dang.

Tir bdi canh d6, Trung tam Hop tac Qubc té Nhat Ban (JICE) da phat trién loat sach “Tiéng Nhat danh cho
cdng Vviéc" véi muc dich gitip nhing ngudi méi bat dau hoc cling cé thé giao tiép, doc viét tai noi lam viéc
va ngudi tim viée co thé 1én ké hoach nghé nghiép va tién hanh tim viéc doc lap.

« Muyc tiéu hwéng dén clia cubn sach nay »

Hién nay, nhitng ngwoi nwréc ngoai dinh cw & Nhat Ban thude nhiéu quéc gia, tap trung & khu vire thanh
thi, va kinh nghiém ctia ho cling rét khac nhau. Chinh vi thé, trong qua trinh phat trién, ching téi da dat
nhitng diém sau day la muc tiéu hwéng dén clia cudn séch nay.

( So db cAp bac cuia gido trinh tai noi lam viéc w
( Péc trwng cua tieng doanh nghiép )

Phé bién trong cac nganh nghé hodc céng viéc

[didu déongtitiéplkhachlbanihangfvivis]

Chirc nang cua noi lam viéc

Hwéng dan, xac nhan,
théng bao, lién lac,
bao céo, thao luan

1)  Ban c6 thé doc viét va giao tiép co’ ban can thiét thwong gap trong bét civ nganh nghé, cong
viéc, doanh nghiép nao

2)  Co hoi d& nghi vé cach cw xiv va cac quy tic bat thanh vin trong giao tiép kinh doanh

3)  Co hdi dé nghi vé ké hoach nghé nghiép trong twong lai va ca ké hoach trong cudc séng

4) La sach theo kiéu hoan thanh cac chi dé dé hoc vién va ngwei hwéng dan hiéu dwoe muc
tiéu hoc tap

Ngoai ra, tai liéu nay khéng chi danh cho ngwdi nwéc ngoai dinh cu tai Nhat Ban ma con hitu dung cho
tAt ca nhirng ngudi nudc ngodi 1am céng viéc cé str dung tiéng Nhat nhu thire tap sinh k§ néng va nhiing
ngudi lam viéc trong céng ty Nhat Ban & nwéc ngoai, v.v...
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X How to use this textbook / Phwrong phap stk dung sach ReXexeecs
Lesson structure / Cau truc cuia cac Lesson

This textbook is task-based.

Each Lesson is designed in the following structure, and students can proceed with
learning by following the order from @ to ®.

Cuén sach nay dwgec trinh bay theo kiéu hoan thanh cac chu dé.

Céu triic ciia cac Lesson dworc thiét ké nhw sau day dé ngwdi hoc ¢é thé hoc theo trinh

tw tir O~@.
Warming up / Khei dong

Students will activate schema or relevant background knowledge to prepare for the lesson.
They may look back their own past experiences or review related cases in the past.

On lai nhrng didu ma ban da hoc thong qua nhikng kién thive c6 s&n va nhirng tinh huéng
lién quan, chudn bi cho nd lwc hoc tap dé khéi dong so db trong khi hoan thanh céc chi dé.

| Goal / Muc tiéu
Students will understand the goal of the lesson. / Muc tiéu can dat dwroc clia phan nay.
| Let's try / Hay thir né

Students will perform a task before the lesson and find out how much they can achieve the
goal without instructions.
Ngudi hoc sé thir ban than co thé dat dwoc bao nhiéu clia muc tiéu can dat truére khi hoc.

l Discourse expansion and key phrases / Phat trién hoi thoai va nhieng cum tir khéa

Students will be introduced to the sequence of discourse expansion and key phrases used
in the discourse. Exercises are provided to help students practice conversation and deepen
an understanding of sentence patterns.

Ngoai trinh bay thi tw trién khai hoi thoai, trong phan nay cé trinh bay cac cum tir khoa
duoc st dung trong hoi thoai. Xay dung phan “Luyén tap” @é rén luyén ky nang néi va hiéu
ré cac mau cau.

Practical excercise / Van dung

After studying step by step, students will verify whether they have achieved the goal of the
lesson by practicing collectively the contents they studied.

Sau khi hoc cac buée, ngudi hoc sé tdng két va xem lai két qué ban than thye sy dat duoc
muc tiéu can dat hay chua.

Qoeereceee ‘............. B {....... Wiqeee ™ {....-.... -

6 Let's check / Hay ciing kiém tra lai nhé

Students will assess whether they have accomplished the goal by evaluating the performan-
ce in each step by themselves. Through self-evaluation, students will be motivated to review
each step by themselves when they find that their performance is not sufficient.

Ngudi hoc xem lai théng qua viéc tyw kiém tra & méi bude cod dat dwoe muc tiéu hay khong.
Néu chwa dat & bwéc nao, ngudi hoc sé tu biét dé on tap lai.
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¥ Icons and symbols in textbooks / Cac ky hiéu va bieu twong
030 OEO
0.0 A . ..'
R @ """"" A task that students think about or perform. R
* —— a N P oA £ e 1A . = 3. - o \ > *
ot Day la ky hiéu clua bai tap ma ngudi hoc phai suy nghi hodc lam thir. o
C.O ..’
* *
e ’/ $ coonne A new sentence pattern, vocabulary or expression. The large “@” indicates a senten- e
’;’ ce pattern or key phrase, and the small “¢” indicates a vocabulary or expression. ';'
s Mau cau, tir vung hay cach dién dat mai. DAu “€” 16m 1a mAu cau va cum tir khoa, 3
::: dAu “#” nhad 1a tir vigng va cach dién dat, :;:
* *
‘O’ 0.0
,E. g """"" An exercise to further understand or speak out sentences or expressions that con- ‘f,
"o tains key phrases. o
.;. Ré&n luyén k§ n&ng néi va hidu mau cau va cach dién dat trong nhirng cum tir khoa. .;.
* * e
* st »
" i *+++*= A comment on manners and rules in the Japanese workplace or Japanese cultural "
5 S e
* background. o
R Gidi thich v& vn héa, quy tdc va cach trng xUr trong méi trwérng lam viéc & Nhat Ban. R
+*
o ‘ 4
ol @: +++ee=ee+ Right facing — a person to learn the content. o
o Khuén mat quay sang phai - Thé hién nhan vat & vi tri clia ngudi hoc trong cudc hoi o
’:’ thoal 0:0
o o
* *
‘et 1@ """"" Left facing — a person to interact with the leamer. :;:
.E. Khudn mét quay sang trai - Thé hién nhan vat & vi tri clia nguoi doi thoai véi ngurdi .:.
*
o hoc. oo
o i
e @:ﬁ‘a ** An exercise at the end of each lesson that summarises the step by step study. Stu- DG
‘E‘ dents challenge the exercise to see if they can accomplish the goal of the lesson. °;'
K3 Sau khi hoan thanh phan luyén tap tirng budc dé cé thé noi va hiéu nhirng phan da
::: hoc, day |a bai tap dé tdng két lai xem cudi cling ban cé thé dat dwoc bao nhiéu muc :::
k4 tiéu c&n hoan thanh trong phan nay trén thuc té. R
* *
0’0 .0.
.f. @ """"" An audio-based task. / Day 13 bai tap phan nghe. RS
e tr.01 DC
O:O 0:0
0:0 ‘:.
D G Description of the grammar / Cac ky hiéu phan loai ti DG
0:0 .:.
”9 0‘0
R : noun / danh tir . verb / déng tir :
* ‘0.
o E®DY : adjective / tinh tor "7’ . "F(na)"adjective / tinh tir “na” e
0’0 0’0
* *
'? Conjugation attached to a sentence pattern o
s Thé hién cach chia thi khi két hgp véi mau cau K3
‘et Example / Vi du) *e*
* * e
o (WMET) = “F3 (masu)” form verb conjugation / Déng tr thé “masu” -
,f, (I3 = a noun, adjective, and verb conjugation that can be attached to a sentence R
*
o pattern. e
oo Danh tir, tinh tir hodic dong tir déu co thé két hop vai mau cau dé. e
9:0 0:0
ot ¥
0;0 0;0
‘:‘ .:.
+* * e
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BAZEIZ CALZEIR?

How are Japanese sentences structured? / Tiéng Nhat Ia ngén ngi nhw thé nao?

Japanese Sentence structure / Cau tric cau tiéng Nhat

1. L Verb sentence / Cau dong tir

e 2 y G N biTH T //i':’j‘ L\ g3 L
= / — \ =, = —
re | B & 4 | EHIAR R AP

subject \ particle | object particle | verb

chii ngt trote / bd ngtr oty / dong tr

4»/ b —
Pisiny EVDEZE |0 5N <
bEL () |Eslk|lc) [X—NV|%E) |FUELE.

| sent email to the client.
Toi da glvi email cho khach hang.

H’L\;:‘?' L&A
2. BTN adjective sentence / Cau tinh tir

=

Lw =:£ // s L\ BUES L
E g | Bﬂ Eﬁ \ + %g%ﬁ
subject \ particle | adjective
ch ngie & trotle  / tinh tir

- —~

Ph L T

%< |3 |[s6LALTT.
Kanji is interesting.
Kaniji that thi vj.
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Noun sentence / Cau danh tir

il

Choéng téi la y ta.

() [Ba

My husband is a nurse.

$l=ll‘:l B‘Emf\,+ %Eﬂ

trote /

—

—_—

& Ly

noun
danh tir

L

T3,

L& L
4. BhE Particle / Tr tip

)it 2H0ESIC DT, FOEFOMES BT

A particle is placed after a noun and defines the function of that noun.
“Tro tir” dirng sau danh tiv, thé hién vai trd clia danh tir dé.

/ B &
noun (subject-object-partner-place-time)

danh tir (cha ngtr, bd ngtr, d6i phwong, nei chén, thei gian)

particle |

\ )
trote
e

u» _::E bl a<rs=:£
F & %) = 12 B&EE ;é‘\!
subject |\ Y&/ partner [/ object &)
chl ngtr déi phurong bd ngt
T [EovEae |0 N 8BS
bl @) [l [0 [x—1 %) 2uxLE.




B2&3 - . : -
;ﬁm Conjugation / Chia thi

HLEs L » = ;'JTL
. Mami Wx £2 7. Bk BE £kl BEE FRT 5.
Verbs and adjectives are inflected to express past tense, affirmation, and negative.
Thay @i hinh thai clia danh tir, ddng tir, tinh tir dé dién ta hanh déng & qua khir, khang dinh hay
phti dinh.

Non-past affirmative Eﬁbéc . A—/N—lc ?%‘é’ *7,

H"éf“ tai "’“"0'”9 lai I will go to a supermarket tomorrow.
khang dinh Ngay mai, tbi s& di siéu thi.

L&
Non-past negative BBH. A—/8%—|C ﬁg EHA.
Hign tai Auong lai Pht | 1 will not go to a supermarket tomorrow.
dinh Ngay mai, t6i sé khong di siéu thi,

-R20e] . N ’_
Past affirmative REE. A—/3—IC fT&X Lk,
Qué khtr khdng dinh Iwentto a syperr'rllarlket yt?sterday.

Hém qua, toi da di siéu thi.

&0 5

— "_ - T

Past negative HF'E v A—IN—IC TTERBATLE.
Qué khr phi dinh I did not go to a supermarket yesterday.

Hom qua, téi da khong di siéu thi.

Le & L&dlel

35; (D‘émﬁ Omission of subject / Lwgre bo chi ngiv

[h7=Ll. [BhiliE EbRITE bhsd Tak Likhs,

When the subject of the sentence is evident such as “I" and “you,” it is often omitted.

Néu chtl ngir ctia cau la “tdi” hay “ban”, thudng sé dugc lvoc bo.

[bottisys ~J—HD XE L. |

| am from Peru. / “T6i dén tir Peru.”

O AE—F L AL speech level (Politeness level) / Mirc @6 lich sw

B T Tl

MFICL>T TEZDLNILEZE BAD
The level of politeness changes depending on the conversation partner.
Thay déi mtrc dé lich sw tiy theo d@bi tuwong.

EL\E»'B lzéhkﬁg _ IL\_ E340e5
OIFBOTERIC 177 «HOL m%
EShADN u HAEOWLP WA

OIEEDEELDIC (FEETH.| @kEHEIC =5

(DAre you going to the year-end party next week? “When talking to a close colleague
(@Could you tell me if you are going to the year-end party next week?
#When talking to the boss or a senior employee
(DThay dbi mire dé lich sy tity theo déi tugng. +#Hgi ddng nghiép than thiét
(@"Anh/chi c6 dén bra tiéc tat nién vao tuan sau khéng a?”
#Hai ngudi vao cong ty lau ndm hon

]]lill'

£

13
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L e | I S R b Y e )

THRBEAD

Main Characters / Cac nhan vat chinh

HELEHNL P

HBREHI Y1 AT—X

2 & ﬁL\-FofL\ = Jb‘
I
Manufacturing Departmenl
Production Section 2
Bd phan San xuat,
Phéng San xuét s6 2

el A R

LrLA

(#t8)

JICE Foods Co., Ltd.
Cong ty c6 phan JICE Foods

iR55in iarsE

General Affairs Department
General Affairs Section
Bo phan Tong vu,
Phong Téng vu

BIES A

HARLLPOLA

(eEHR)

B B3
L --Section Chief
trwdng phong
s L
¢ 5] - -boss/chp trén
L,'M‘\=AI,
¢ 7t B - -employee / nhan vién
2AEW
¢ Sc2E - - senior

nguoi vao coéng ty lau
ndm hon

¢ [5){&- - colleague / ddng nghiép

e




¥ o LESH W

B

Self-introduction 1./ Gi&i thiéu ban than (1

DA—=IVITVT Warming up / Kh&i déng

i L& i3 - 4% C Z Ledhn W
HEREDETIE BIET $0HT BEBNTHEE EARIEZ BLETH.
o ER Lea LA fihly ~ - 5 4

a. &El b, HE c. T d. EZIC FATLSD
What do you talk about when you introduce yourself in the workplace?

a. name b. hometown c. age d. place of residence
& dAt nwée clia ban, khi gidi thiéu ban than tai noi lam viéc thueong sé néi vé diéu gi?

a.hotén  b.noisinh  c.tuditdc  d. noio

BHL0ES

Goal / Muyc tiéu

L 1 L»

BT EHOHEONT Z<BEn BRRAOBLEDOH TS,

You will be able to make a simple self-introduction in front of employees in the workplace.
C6 thé gidi thiéu ngdn gon v& ban than trvdc mét moi ngudi tai noi lam viéc.

o2THEL &D Lets try [ Hay thiv né

s> B Le< L zE iU
SE»S #HLL BHET %% KOFT,
A L 3.4 L Z Leddn

BHEAD BT BEBNZ LTIEELY,
You will start working at a new workplace to-
day.

Try to introduce yourself in front of everyone.
Ban sé& bt dAu lam viéc & vidn phong méi tr
hém nay.

Hay gi&i thiéu ban than vé&i moi nguoi.

15
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A b TABL X v
Discourse expansion and key phrases
R &Ex—70—X 5 YR

Phat trién hoi thoai va nhirng cum tir khoa

- FEEHD HNED - SaiE =5

Saying opening statement and your name / Chao héi trong Ian dau g&p mét va gidi thidu tén clia ban

@ [TlE. BoNE sRELLET.
@ [IRUHELT. bH L1AE BLET, |

“Please introduce yourself.” / “Hay tw gi&i thiéu ban than.”
“Nice to meet you, everyone. My name is Louis Higa.”
“Xin chao moi ngudi. Tén t6i 1a Higa Louis.”

MAZ<LA  mER & & 67y L
MAEAD AENE MEWSOH FLLDT, ®><Y Fo& BLWEL&LD,

Make sure to speak slowly and clearly because the Japanese find it hard to comprehend foreigners’ names.
B&i vi ho tén clia ngudi nurdre ngodi hoi khé nghe nén ban hay néi cham va ré rang.

HAled [ Z ER jo% -
Bl @81 dLon s0EDr BF0LHE EoTHELED,

---------------

Lo LA _L—l. s
yl L5%Z 5
Telling where you are from / Giéi thiéu ban dén tir dau
LyaL

@G [7220D5 FWYELE. | T7STIVHETT. |

“I'm from Brazil.” / “T6i dén tir Brazil."

I iEA e T i @ o
¥[~Pp6 FOWELENE BRIC &S FATVS BEEF HFY BLEEA.
"~HBEEWYELTZ" may not be used if you have been living in Japan for a long time.
Thuéng sé khong diing “~HSE(\WJELFZ" néu ban da séng & Nhat trong théi gian dai.

16



Names of countries/regions / Tén quéc gia va khu vuc

Z ol Brazil Brazil
se37¢ :
EF' China Trung Quoc
A >/ RRSAF Indonesia Indonesia
BATS .
% Korea Han Quoc
~NI— Peru Peru
et Ll Philippines Philippines
fobh . ¥
= Taiwan Pai Loan
24 Thailand Théi Lan
S Gl ik America My
4% |\ j'lA Vietnam Viét Nam

L 3.4 Lea LA

Bl #8852 BLon sLaDd. BF0LAEHEE EoTaELLD.

............

el &DUD HLED

Saying closing statement / Két thiic phan chao hai

@& [ £EBLLBBOLET. |

“Pleased to meet you all.” / “Rat vui duorc gép moi ngudi.”

RHYD HNEOD BT HLEE LET.

Bow down after the closing statement.

Cui chao sau khi chao héi xong.

(£3L<oBLLET, =

17
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..........

> C Lidh

Ci

KD BhEoE HWBLT. BHELC

Luyén tap.3. Hay luyén tap chao héi trong phan gi¢i thiéu ban than theo cép va nhan xét

I&n nhau.

FIT YV IRA N Checkpoints / Biém can danh gia

@ %@;@%—C’_{ voice volume dé Ion cla gigng noi
R T &

@ a7 FEEY ease to comprehend | gigi thiéu tén cé dé
XF(\H name nghe khéng

®

L LED LD
LA

manner of bowing

cach cli chao co
dung khong

Fo R U524~ hORWT BERALEL £5.

Z LEdhy

Introduce yourself in front of your classmates.
Hay gii thiéu ban than véi cac ban cling 16p.

&

@& T

3

@S T

18

FUHD BLED - SEiE =5

Saying opening statement and your name / Chao héi trong I&n dAu gép mét va gi¢i thiéu tén cda ban

' Ki
tr.023 1

™ (i, BoiAE PELLET.)
S: T

o

o]

Lo LA L

=)

Telling where you are from / Gi&i thiéu ban dén tir dau

RHOOD HLED

Saying closing statement / Két thiic phan chao hdi




F1T 7 LEL& 5 Let's check / Hay cting kiém tra lai nhé

O T&*xLE 4 FhHxd X TEFRATLE

| uossa1 l

excellent fair poor DE P
duge tam tam chua dugc OA X | AX DAL D
bAEL
. = 2L LeoLh BE—7 | 44
ZLHD HWED, LET. HE. IR T L2D
& Zic A
LoD HWEDH mE BRENWT If & or X, what was the
ST problem?
SAELED. Nhitng ngudi danh dau
(D | Did you say opening statement, you name, where A‘ holéc‘ X dang gdp
you are from, and closing statement without looking van de gi?

at any references?

Ban c6 thé chao héi trong 1&n dau gap mat, gidi
thiéu ho tén, dén tlr dau va két thac phan chao hdi
ma khéng can nhin vao tai liéu khong?

RF—0 EBYIC BLEY
TEELED,
o | EPoXic BuTaEL &S,

Did you bow in an appropriate manner?
Get feedback from classmates.

Ban co thé cli chao ding cach khang?
Hay hdi ngu&i khac.

WOHEE Exazep
CEELED.
o | Erolic BuTaEL £3.

Did you leave a good impression?

Get feedback from classmates.

Ban cé tao duwoc an trong tét véi ngudi khac
khéng? Hay hoi ngui khac.




Bhaz

When you will be late for work
Khi di lam tré

A —Z349FYT7 Warming up ! Khéi déng

<i Lk BAKA B Z(
OHBEOETIE AFRIC {5 BRALES EHTID,
i 24
BAETIE E5TL&ID.
How many minutes would be accepted when you are late for work in your country?
How about in Japan?

O nuéc ban thudng quy dinh khéng duoc phép di lam tré bao nhiéu phut?
O Nhat thi sao?

OB Bhaezid E50ETH.

What would you do when you are late for work? / Ban sé lam gi khi di lam tré?

HE<UES
ﬁ Goal / Muc tiéu

;5 Zz< hABL< "~ TEED o

EZDEEH B\ TES,
You will be able to inform your workplace of your delay.
C6 thé lién lac mot cach phit hop khi di lam tré.

oOTHEL&ED Let's try / Hay thiené

W < sB505 Y. Bihic G<RTTTH BES FEoTIET.
L TE L LeC 12 B Z4 hAB<
=i oEHSTT, BBIc BHOERE LTI,

It's 8:50 am now. You are on your way to work, but the train service has been suspended.
You are supposed to report to work by 9:00 am. Contact your office and inform them of your
delay.

Bay gi¢ & 8 gi¢r 50. Ban dang trén dwéng di lam nhwng tau dién bi ngleng lai.

Gitr lam viéc bat dau lic 9 gier. Hay bao cho cong ty vé viéc di lam tré.

Q uossaT I
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Discourse expansion and key phrases

Phat trién hi thoai va nhitng cum tir khoa

Ui Th P Ui L .
MZIC |EULT, L£AIC DBVWTHS5S
Calling your workplace and ask for your boss

Goi dén noi lam viéc va xin ndi may véi cap trén

|:

@ [0 A AT—ZTF. ]
@ TEHTTH.
ERREE VB0 LeLETH.]
e JIC O L -

“This is JICE foods.” “Céng ty JICE foods, xin nghe a"
“This is Higa speaking. “Téi Ia Higa day, t6i cé thé gap Trudng phong
May | speak to Mr.Sato, please?” Sato dwec khéng a?”
“Could you hold on for a moment?” “Vang, phién anh dgi mt lat.”
B EL3 : . > N
HE section chief trwéng phéng
Tht3 B o wo
shop manager quan ly ctra hang

............

hiy

fil
ESTEH. EREE LB LrVETH.

W Bl sces Bas

Informing your boss of your delay / Bao cho cép trén vé viéc di lam tré
TA D A x %
@ [HEE RbWUELE. BEETY.]
@ [EHTT. BEIEDSTENVET, ]
“Hello. This is Sato.”
“This is Higa. Good morning.”

“Toi la Sato day.”
“T6i la Higa. Chao trwéng phong.”




@ [BEp Lx-TT. Bhae By
e ol
B [Z3TEH. bHYELSE.]

“ | think that | will be late because the train service is
suspended.”
“Oh, | see. | understand.”
“Téi nghT minh sé dén tré& vi tau dién da bj tam nglrng
“Dugre. Toi biét roi.”

The road is congested. Budng dang déng

The train/bus is <Tau dién/ xe buyt>
delayed. dén tré

ThAL® &

S [EBEH IEE>TVT.
Ah < s5H
159<56L BhadE BUWVET. )
W [E5TTH. bhiELE]

“I think that | will be late for about 15 minutes because
the train service is suspended.”

“l see. | understand.”
“Vi tau dién bi ngirng lai nén téi nghi téi sé dén tré
khoang 15 phat a.”

“Duorc. Toi biét roi."

%

5%3\ 5 minutes 5 phat
A

1 O%} 10 minutes 10 phit

1 5% 15 minutes 15 phat
G Bh -

1 &FfE 1 hour 1 tieng

............

........

. O SEBES FE->TWT. BN BATLT.

B
N

0ACH Bhae BoEd.,

o(D)- oD~ o(D)-

TfRRBEOH  BRHOBBIEE LARATHEEZ R SET{ LS,

9 uossa I
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Bz 15

Ending the call / Két thic cudc goi

& [BLHRH Y ELAM,
FALLHBMRWLET, ]

o JR7 (AW

& [RLLET .
“I'm very sorry, thank
you."

“Alright.” “Vang.”
“Good-bye.”

W === mxsha |
Leaving a message / Trwéng hop gl I&i nhan
G TEDITTH
R (VB LeOET .
R bdH. £ETITHR.]

“T&i xin 18i, cdm on éng.”

“Chao triedng phong.”

S [25TTH. T BES FF->TUT.

£TH.
QA TED bhYELE.]

S [THECAL, &5 L<HBEOLET.

X LEd.
@ TEL. BREDFT.

158<¢ B0 Bhae dRAVEED

“This is Higa, May | speak to Mr.Sato?”

“Ah, he hasn't come yet.”
‘| see. Then, will you tell him that | will be late
for about 15 minutes because the train service

is suspended?”
“Yes, | got it.”

“Sorry for the trouble but thank you.”
“You are welcome. Take care.”

“Téi la Higa déy, trwdng phong Sato da dén
cong ty chuwa a?”
“A, dng &y chua dén.”
“Vay a. Vay cb cé thé nhan véi 6ng Ay rang toi
dén tré khoang15 phut vi tau dién bj ngirng lai
duwoc khéng?”
“T6i hiéu rdi.”
“Phi&n cd nhé, cdm on cb. Téi xin clp may.”
“Da vang, anh di can than nhé.”

L

BB EoT FaIc

5

Meeting your boss after arriving at the office
Dén van phong va chao cép trén

& [BRESTENET, BAT.TARAELATLE. ]

"Good morning. I'm sorry for being late.” / “Xin chao. Téi xin 18i vi da dén tré a.”




S Qburis i G<RETT,
i WHETY, $ BHSOHTT.
Bl ERodE LT

You are on your way to work now. You are supposed to start working at 8:00
am. It is 8:50 am now. Contact your office and inform them that you will be late.
Bay git ban dang trén dwong dén cong ty. Gidr lam viéc bét dau luc 9 gid.

Bay gior la 8 gior 50. Hay bao cho céng ty vé viéc di lam tré.

o

D | B Qrvrrar—xed.
@tl’.ZD% @: |- D_I

o | _
Ol V% &

@B BL ssEsn | g 6h. $E2TTR.]

@ BE fbUELE. | & -]

0077 | A R bHY R L]

&S T ; al | &0 ; -

B [BRESTENET. ] -® [\ BREDF T,
@ T 5]

RESTTH. bhYUELE.]
& T 2]
<@ & ]
@I ]

bi¢ 12 2 Lo L

(BBic /T, ERIC]
Meeting your boss after arriving at the office
Dén van phong va chao cép trén

ST . 5l

8 RMAE DS~ LEROFEE L, TFALOXFEERLVLHEELTLO0KTT,
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FI v ULEL &D Lets check/ Hiy ciing kiém tra lai nhé

O TEELE A F5EH X TEFERHATLE
excellent fair poor
dugc tam tam chua dugc

O X

@

ChhEx BAOERS BEH
by & Ui,

Did you understand when you need to contact your
office to inform your delay?

Ban co biét khi nao thi can lién lac vé viéc di tré
khéng?

5 z< NABK
BAOER G LD, BAIS CAL
213D

FET TB5D bHYELED,

Did you understand when, to whom, and how do
you inform your delay?

Ban co biét viéc lién lac vé viéc di tré khi nao, véi ai
va nhu thé nao khéng?

bin o, Foic g5
OﬁHTﬁBZ%&%
BRNTEE LI,

Did you inform your name and ask to transfer the
call to your boss?

Ban c6 thé ndi tén va phong ban truc thudc dé nho
ndi may cho ce‘lp trén dwoc khong?

JE#I%BEEE&: t@( 50N JE#I%’)@
mzibﬁ_@ Eop wanssix
BE% pEOTEELED,

Did you inform the reason for your delay and how
late you would be? When your boss was not arou-
nd, did you leave a message?

Ban da néi ly do di tré va tré trong bao lau chwa?
Néu cap trén chua dén, ban cé thé dé lai I&i nhén
khong?

® I
IELOHDS BHYET FEELED.
Did you complete the conversation from beginning
to end?
Ban co thé nai hét tir du dén cudi khong?

JE?P’L’( BiEc Bl s
Bavxx L.

Did you meet your boss after arriving at the office
and extend an apology?

Ban co bao cao viéc di tré khi dén noi lam viéc
khéng?

Py i
e BnLT EeELeb.

Did you carry out the conversation without looking
at any references?

Ban cé thé& n6i ma khong nhin tai liéu khéng?

IS

Axwkiﬂ@
FnﬁEE'G L8R,

If & or %, what was the
problem?

Nhirng nguei danh dau
A hodc X dang gap
van da gi?
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