It's important to keep track of stock
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To manage work duties, To talk about mistakes at work
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R A Q] AR L=6HR How to give compliments at work
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All products to be released today are ready, aren’t they?
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Yes, products on this side will be released today.
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And, | have written down the amount of stock here.
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Let me see that. Hmm, it’s nicely recorded, so it will be easy to keep track of stock. Good job.
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No problem. We know it's important to keep track of stock.
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You're right Kahn, please keep your eye on warehouse management. And, keep taking stock as well.

New Vocabulary

7|26}C} torecord  Z=1BIC} to make an effort
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warehouse cold storage containers
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to stock to release to store
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to cover to maintain temperature to check inventory to manage
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verb, is used to stress the fact
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Oh, I don’t know what to do--.

#0| ot

...... | Q.

O A
R F& Y UAHL?
Why? What happened?

o cc o o [ =
= HIEN #ES £U0L. 0] 52 2 L =0 KoL
I drilled a hole on the other side of this by accident. | completely ruined this hardwood plank. What should | do?
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I think it's because you are not used to this type of work. Don't get upset with yourself.

U OE A s I A8 EHE A

We can use that later when we make something else.

THEHRES CRA] BH2{E1 AJZH0] B20| 242 e

It will take so long to measure and cut a board in order to get this done again.

— () —_
ad & US HUK. AL TA] of SAIL
I believe we'll be able to get this done quickly if we work together. Okay, let’s try again.

New Vocabulary

20| 2L} togetusedto AT to be upset with oneself

\|£/ 6/11/2014 9:17:204;



| T T —6— m_____ msn i

7|--_|-'- I‘"}_ Furniture manufacturing ~ *

=S St = ot s =0 HOfotCt/ STt
to measure and cut a wooden to make a groove to drill a hole to sand wood with a sander
board
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to hand-sand with sandpaper to stain to paint
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tape measure steel square spirit level
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Choose the words or expressions from the box that best describe the pictures
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Following is the bulletin board of a furniture factory. Read carefully and answer the questions.
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What kinds of compliments do people find pleasant at work? An opinion poll was conducted with 517 office workers on
the best compliments they’ve received. The top 3 compliments they claimed the best are in order as follows: “You look
gorgeous today./ You look awesome today.” (45.7%), “Your performance is always really outstanding/ Your hard work really
shined through.” (25.1%). Others include “I really admire you,” “You look young.” The survey also asked when they usually
give compliments. The two most common occasions that they give compliments to their coworkers, they responded, are “in
company dinner meetings” (45.5%) and “from time to time/ whenever it's necessary” (43.3%).

If you want to build a successful social network at work, it is highly recommended that you occasionally compliment your
coworkers to make their day.
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