


Lesson 01 Getting Hired

Lesson 02 First Day at Work

Lesson 03 Learning the ropes
Lesson 04 At the Cafeteria

Lesson 05 Booking a Meeting Room
Lesson 06 Getting the Meeting Room Ready
Lesson 07 Mixed up the Time
Lesson 08 Brainstorming

Lesson 09 In the Break Room
Lesson 10 Monday Blues

Lesson 11 On the Phone

Lesson 12 Sending an E-mail
Lesson 13 Getting a Reply

Lesson 14 Working Extended Hours
Lesson 15 A Team Get-together
Lesson 16 Calling in Sick

Lesson 17 At the Doctor's Office
Lesson 18 Stuck in Traffic

Lesson 19 Planning an Outing

Lesson 20 Family Picnic



Lesson 21 Ideas for Next Year

Lesson 22 Parking Violation

Lesson 23 At the Bank

Lesson 24 Applying for a Credit Card
Lesson 25 Activating the card

Lesson 26 Making a withdrawal

Lesson 27 Going out of Town

Lesson 28 Checking in to a Hotel

Lesson 29 Calling the Front Desk

Lesson 30 At a Restaurant

Lesson 31 Rescheduling the Appointment
Lesson 32 Giving Directions

Lesson 33 Half an Hour Late

Lesson 34 Meeting Delayed

Lesson 35 Email from the Boss

Lesson 36 Ordering Food

Lesson 37 Setting up the Conference Room
Lesson 38 Small Talk

Lesson 39 Getting a Deal

Lesson 40 Celebration!



fesson Getting Hired

01

Conversation

Take turns with your student reading this dialogue out loud.

HR Manager: Congratulations, Mr. Ahn. You’re hired!

Jiho: Thank you. I’'m ready to start working!

HR Manager: That’s good! But there’s paperwork to be done first.

Jiho: Ah, of course! | will get it done. Now, when do | start working?

HR Manager: Well, one thing at a time. Let me show you how much paperwork I’'m talking about.
Jiho: Wow, am | supposed to fill out all that?

HR Manager: Yes. Each has its own rules for completion. Are you good at following directions?

Jiho: Yes, I am. | will read these instructions thoroughly.

Key Expressions

Review these key expressions as they are used in the context of the dialogue.

1. congratulations  =3|3tL|C}

~E SFOSr i FHHeZ T M= Fof on S A

| heard you got a job. Congratulations! F A/ SAN Q. FohgLCH
Congratulations on getting a job! FUe st
2.'mreadyto~ ~% FH|7} |0 JASL|Ct
to CHS 0l SALYE HEHE A ST
I’'m ready to turn in my paperwork. MFE HMEE FH|7t =IJAELICH
Are you ready to sign up? MHESHA FH| 7t EALER?
3. one thing at a time ok Hoi| o JHX|Y, ot Hoj ot ZHX| ot
o #ofl of 3 7tX| Y& st ot x| Leke o|a|
| always try to do only one thing at a time. Lt= get 3F Mol oF 74X| ot St n 3|
This is too much. Let’s do one thing at a time. HE HYK. ot #Hojl 3t JEX|A SEA|CH
4.am | supposed to ~ X7} ~8liof &tLtQ?
Be supposed to ~ 7} '~37|2 &[0 ULl '~3lOf Bk ol o|n|
Am | supposed to come tomorrow morning? M7t LhY otE o 2foF StLtR?

| didn’t know | was supposed to go to the meeting. 3|o|0f 7tof St= AR E SO Q.



Lesson

01 Getting Hired

Learn these new words. Discuss any vocabulary that needs further explanation.

hire XH-83tCt 183kt to employ someone or pay someone to do a particular job

paperwork MEF 2d the written records connected with a particular job, deal, journey, etc.
fill out (¥4 &23) sttt to write or type information in spaces that are provided for it
completion ey, &' to finish doing something

thoroughly B59|, BA9| in a detailed and careful way

Review this grammar pattern. Make more well-constructed sentences using the pattern.
A E AL let
o 'FO + AL+ FHO| + FHEOQ sHA ZHE UEE SA

¢ AIASAIS SHEONZE SAHRYED AL ECH

o AP EALO| CHE O 2= makelt haveZ} X5 MQICEH

Let me show you how much paperwork I’m talking about. MF7F LOtL} BECH= O[OF7|QIX| H Ol E2A Q.
Let me do this by myself. O] €2 X =Xt 5tA sff FAMK.

Don’t make him go there. 3 AR AZ| 7tetn SHR| ORN K.

I'll have Harry help you. HarryOll Al 2412 E22t0 SA 2.

What about You?

Using any time left, discuss the answers to these questions.

1. Have you had to fill out a lot of paperwork before?

2. Tell me how you felt when you got your first job. Were you ready to start working?



First Day at Work

Conversation

Take turns with your student reading this dialogue out loud.

HR Manager: Good morning, Jiho. How are you doing?

Jiho: Good, thank you. Do you have any tasks for me yet?

HR Manager: This is only your first day at work! Let’s not get too ahead of ourselves. I'm going to show you around
first.

Jiho: Sounds good. Do | get a desk? When will | get to meet my co-workers?

HR Manager: Why don’t we slow down a little bit? You’re going to start with some entry-level work, helping out
people at different departments.

Jiho: Got it. What kind of work would that be?

HR Manager: Making copies, for one. Let’s head to the copy room.

Jiho: OK. Do people make a lot of copies here?

Key Expressions

Review these key expressions as they are used in the context of the dialogue.

1. get ahead of ourselves 2tA{ L}7tCt
get ahead of oneself 2| HEfZ AR SICE b7t 2- A QI 0140 S0] U= &ETHO|CL

I know I’'m getting ahead of myself. M7b M LiziCte 4 22 doje.
You’re getting too ahead of yourself. H R 27t A0,

2.getto~ ~ofA &[Gt ~2 7|2 E ALt
to CHE 0= SAHRE HENE ALS Tt

Pt

I never get to pick what to eat for lunch. Lo A= B HwE nE 7|27t ©8 2X| ¥=Ct
Did you ever get to see the actual event? A HALE B Hol2te EA £ Ho| lLtR?

3. why don'twe ~?  ~3}= A0| O{EtR?, ~St= A FUCH
YU OIA A=A FAStaRt 2 I M= HH

Why don’t we do this for you this time? 0l
Why don’t we eat out tonight? =}

4.forone 3t 7HX| O|l2=, O EH
for example t31 H|==% 2|02 ALEE|l= EH

i

I have a lot to do: sending out invitations, for one. gk ol Bot ROHE ELi&s ARE SiA.
I have a list of agenda items. We need to discuss the new privacy policy, for one.

slo| HUSE FRLR WSO AN 0 T M2 Z2H0[HA| M| iz =2l3t= AE ot 62 & 5 JAUSLICH



Lesson

02 First Day at Work

Learn these new words. Discuss any vocabulary that needs further explanation.

task IHH|, e F any piece of work that is undertaken or attempted
co-worker SE, 2N Yot= AR an associate that one works with

entry-level ZEXOL YE F=F2| at the lowest level in an employment hierarchy
make a copy SALSICH SAM2 2 BHEC to make something that is the same as the original
head to ~2 gotot, ~2 70t go in a particular direction

Review this grammar pattern. Make more well-constructed sentences using the pattern.

be going to

+ 'F0| + beSAl + going to + SALRIE' S| 2& HEY
+ To CtS0l= SAHYED AFBEICH

«  7t7t2 D2} E LIEHE= o ZOlEL

I’m going to show you around first. O] X &2 HXN AA E2E.

Are you going to attend the meeting? 2lol0f EASHH HItR?

Hank is going to go there by himself. Hank= 1 X0 22Xt Z ALt
Nobody is going to offer help. OFR & EQIFZCH= AFRIO| G912 AHoR.

What about You?

Using any time left, discuss the answers to these questions.

1. What do you remember about your first day at work?

2. Tell me how you felt on the first day at work. Were you nervous or intimidated? Or did you feel confident and
ready to work?



