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« 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 an economic base but also relates to their identity as a member of
society.

However, the Japanese language skills remain significant obstacles in the workplace and 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 textbooks 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.

« About “Useful Words and Phrases” »

The textbook “Japanese for Work - Useful Words and Phrases” is designed to help entry-level
Japanese learners master hiragana and katakana, which constitute bases of Japanese character
learning and learn kanji/vocabulary frequently seen in the workplace step by step.

©Vocabulary classification and the concept of goals in this text

The practical use of characters/vocabulary in work scenes does not require persons to
handwrite everything. Considering that the different situation requires a different skill set, we have
classified the vocabulary into three stages as goals to attain in this textbook: vocabulary that 1)
you only need to understand, 2) you should be able to input with a PC or smartphone, and 3) you
should be able to handwrite. This textbook helps learners acquire the skills needed to respond to
various scenes.

© Contents and composition of this text

As in the textbook “Japanese for Work - Communication Skills,” this text is designed to
help learners master basic of kanji/vocabulary common in all industries and occupations.
We have organized sections by category such as “activity timetable” and “email.” There are
many illustrations and charts for smooth understanding and exercises to promote the learners'
understanding of each section further.

We have also provided introductory study pages on the characteristics of kanji (ideograms,
kanji with multiple readings, etc.) for learners from non-kanji countries/regions. By showing the
basic vocabulary combined with the target vocabulary to learn, learners can recognize them by
associating their meanings.

With an introduction of useful tools to learn kanji and study pages for basic input of Japanese
characters, learners can advance their study by themselves while nourishing autonomous
learning skills.
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« Béi canh phat trién cudn sach nay »

Cé khoang 1,46 triéu ngwoi nwéc ngoai lam viéc tai Nhat Ban vao nam 2018, nhirng nguoi nwéc
ngoai nay dwoc xem la ngudn Iwc khong thé thiéu déi véi Nhat Ban - quéc gia khéng tranh duoc
thiéu hut ngudn lao dong do tinh trang giam ty 1& sinh va gia héa dan sé.

Viéc tim dwoc cong viéc mong mudn khong chi tao ra nén tang kinh t& ma con la yéu té quan
trong trong cudc séng ctia mbi ca nhan lién quan dén ban sic ca nhan, trong vai tro la mét thanh
vién clia xa hoi.

Tuy nhién, viéc hiéu dwoc nhivtng cach xir 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 khéng dé dang.

Tir béi canh do, Trung tm Hop tac Qudc t& Nhat Ban (JICE) da phat trién loat sach “Tiéng Nhat
danh cho cdng viéc” véi muc dich gilip nhitng ngudi méi bt ddu hoc ciing cé thé giao tiép, doc
viét tai noi 1am viéc va ngudi tim viéc coé thé lén ké hoach nghé nghiép va tién hanh tim viéc doc
lap.

« V& “Tlr vieng va cach dién dat diing trong noi 1am viéc” »

“Tiéng Nhat danh cho céng viéc -Tlr virng va cach dién dat diing trong noi lam viéc-" & cudn
sach danh cho nhitng nguwoi hoc tiéng Nhat so' cap, khong chi tiép thu dugc chiv hiragana va chir
katakana Ia co s& hoc chi¥ cai trong tiéng Nhat ma con tirng buwéc hoc dwoce chiv kanji (Han tw) va
tlr vieng thwdng dung trong céc tinh huéng khac nhau trong céng viéc.

© Quan diém vé phan loai tir vieng va muc tiéu can dat trong cudn sach nay

Trong cac chi¥ cai/ tir vieng dwoc str dung trong céng viéc, nguwdi hoc khong can thiét phai
viét dwoc tat ca bang tay. Do méi tinh hudng can kj nang khac nhau, cudn sach nay phan loai
tir vng theo 3 bwdc muc tiéu can dat nhw D T vieng chi can biét doc va hidu, @ Tl vieng nén
c6 kj nang nhap trén may vi tinh va dién thoai théng minh, ® Ti¥ vieng nén viét dwoc bang tay.
Ngwoi hoc sé cé thé trang bi dwoc ki ndng can thiét tly theo tinh huéng.

© Néi dung va cau tric ciia cudn sach nay

Ciing nhw cubn “Tiéng Nhat danh cho céng viéc - Trang bi ki ndng giao tiép tai noi lam viéc
- ngwdi hoc co thé hoc dwec can ban vé chir kanji/ tlr vng can thiét cho bat cir nganh nghé/
cong viéc nao. Méi bai hoc dwoc thiét ké theo ndi dung nhw “bang lich trinh céng viéc”, “email”
V.V.... Co tranh minh hoa va so d6 phong phtl va dé hiéu, cong thém “bai tap” & cudi bai hoc sé
gitip ngudi hoe ndm chéc kién thire ctia méi bai hoc.

Ngoai ra, d& nhirng ngwdi hoc dén tir cac nwée khong dung Han tw cling cé thé hiéu dwoc
cac dac trwng clia kanji (1a chi¥ bidu y, c6 nhidu cach doc v.v...), cudn sach nay cé phan mé dau
truere khi bat dau hoc chiv kanji. Qua céach trinh bay tir vung co ban két hop véi tlr vung dé dat
dwoc muc tiéu can dat, ngudi hoc sé nhan thire dwoc méi lién quan va y nghia clia cac tir ving.

Co phén gidi thiéu cac cong cu hd tre hoc chir kanji cling nhw phan hoc co ban vé cach nhap
tiéng Nhat trén may vi tinh va dién thoai théng minh, ngu&i hoc vira tién hanh hoc tiéng Nhat vira
trang bi dwoc tw thé hoc ddc lap.
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Japanese writing
Gi®i thiéu hé thong chib viét trong tiéng Nhat

There are hiragana, katakana and kanji in Japanese.
Chir viét trong tiéng Nhat gdbm cé chi¥ hiragana, chir katakana va chir kaniji.

KANJI

¢ ¢
o GAG D T NE) 488 & D

KATAKANA

HIRAGANA
1. HIRAGANA

2. KATAKANA
Katakana is customary used for the following words:
Chir katakana thwéng dwec str dung cho cac dang tir sau day:
- foreign words adopted into Japanese / T&¥ vay mwon tir tiéng nwéc ngoai
- names of foreign countries and places
Danh tir chi tén quéc gia, tén dia phwong nwéc ngoai
- foreigner’s name / Tén ngwdi nwée ngoai

3. KANJI
Hiragana and katakana characters represent syllables or sounds.
Kanji characters represent concepts or ideas.
Chir hiragana va chir katakana la chi¥ viét biéu thj am.
Kaniji la chir viét biéu thj y nghia.

Characteristics of this textbook
Wu diém ctia cudn sach nay

1.You will learn hiragana and katakana and confirm your understanding through exercises.
1.Ban cé thé vira xac nhan mét chi¥ vira hoc chit hiragana va katakana théng qua cac bai tap.
2.You will learn how to input Japanese with a computer and smartphone.

2.Ban c6 thé biét dwoc phwong phap nhap tiéng Nhat trén may vi tinh va dién thoai théng minh.
3.You will learn how to look up kanji that you do not know.

3.Ban c6 thé biét dwoc phwong phap tra ctru khi gap chi¥ kaniji khong biét.

The number of kanji you will learn in this textbook
Basic kanji: 64 Kaniji frequently used in the workplace: 96
Sé chir Kanji ban sé dwoc hoc trong quyén sach nay
Kanji co ban: 64 T vieng kanji thwdng ding trong cdng viéc: 96
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- How to input Japanese / Cach nhap chir tiéng Nhat

EABEZIC BAET ANTD BDEH BUETH.

When do you need to input Japanese?
Khi nao cin phai nhap v&n ban bing tiéng Nhat?

A £ : =,

search / fra clru email / email

(kAL BRBOLET.JE ADLEL LS.,

Let's input "KALLERHVLETS . ", / Hay nhap cau “EALLERDVLET. "
(VP4
KX TZIWNT 7Ny MT AFIUET . nputin the alphabet. / Nhap van ban bing ky tu alphabet.

tgd
POD &&
a —
REL &£,
Refer to the tables on page

9.
Hay xem bang p.9.

J: 6 l/ < B 13 bf () b g-:' '3- 5 Enter
SHI SHI
YO | RO Sl KU| O | NE | GA I ) MA | SU | . M

({3

DPIDKE BHS AN

Alternative or different ways of input from the tables page 9
Cach nhap khac vdi bang p.9

L 5 2 As
SHI| SI |CHI| TI [TSU|TU | FU [HU

Enter % ﬁit/iﬂ

Press [Ener].
Nhén [Enter].

L % Lw Lo £ %0 5 5 & *[%Z] Al [B] [D1i.
TWOJ [NNJ DIl DU

SHA|SYA|SHU|SYU|SHO|SYO|CHA|TYAICHU|TYUICHOTYO|  « X4 L=+

Type "WO,” “NN,” “DI,” and “DU" to input “%," *A.,” “5 " and “3" respectively.
“;E": “jl/”, u-gn' su—j‘s: Sé nhép “WO”, “NN", uDI-r, “DU”.
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How to input“. "and*, "/Nhap“, "va*“. ”

2. [HE>T. TVEIVAAN LWEET.|E ABLEL &S,

Let's input ‘=0T, BEOLAN WEFET "
Hay nhap cau "HE 27T, UED0AN NWEET, "

@Eb\éb\ |_'D_] (small* 2" /" D" nhd)
<kk> F>ZA = KE K KO NN

5 é 'DT & Enter
<ss> FoEE = KE S SE Kl
A | SA| TTE | . e <tt> xo7T =Kl T TE
‘ <pp> EOXK = K| P PU

[ HE > T=HAAER ]
@5 XoBA (long vowels / trwdng am)

|5 0] A ey <aa> HhHZA = O KA A SANN
<ii> HLLEA = O JIISANN
BYO | U | I |NN <uu> 454 = FU U FU

<ei> &y = TOKEI

P ]
I—Li <ou> HESE 0O TOUTO

space key

(0;5uh»ﬁﬁ]

@UL &L (particles/ tro tir)

N Enter ' bf‘: L/E 7?:7’3:75)—(;?_':

= WA TA S| HA TA NA KA DE SU.
HE | s CZEA VEET,

= E KI HE | KI MA SU.

BAE KHET.

= HO NN WO YO MI MA SU.

L\ g i 3- o Enter
| | KI |[MA|SU |, =

[u%i?»ﬁ%ﬁ?]
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