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Unit 4

How To Know The Office Life

OFFICE
LIFE
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1. Types of Personal Qualification

2. Types of Department

3. Types of Office Supply

4. Types of Office Document
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1. Types of Personal Qualification

mMsvendnwaisidvdusnveyara  aunsolifandny  (adjective)  Aivsuen

“Personality Type” #38 “Personal Qualification” lngaguusaanidu “Personality Type” %38

“Personal Qualification” Nauazlid laeadl

© Positive Personal Qualification ® Negative Personal Qualification
gentle aggressive
easygoing bossy
brave cowardly
imaginative emotional
creative fearful
generous greedy
calm impatient
nice lazy
enthusiastic moody
cheerful nervous
optimistic pessimistic
witty tactless
strong work selfish
dependable messy
positive attitude arrogant
self - motivated shy
team - oriented distracted
good communicator bad communicator
flexible careless
knowledgeable poor skill
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2. Types of Department
FULILAZ RN 189U e wiheay fiftevennihiirnusuinseues

yPaNTH |

2.1 uwun (Department) #o wihgUfiRnuiuansfeussinnuioveueami
SURPYRURNIZAUYDIDIANT

2.2 fumis (Position) mnefis ngumthitausuRnveusuduiusuazadionis
fu BeazueumneliyaranisuftRonlfednsdussaniam andsidnaud deunsdiuléi
mundiUsznoumeeinUsznoudfyy 2 Usznsfe

2.2.1 wihfimusuiinwau (Job responsibility ) fiduiusuazadeadaiu

ievzlaneumngliyaraniaufuale

VR
President
) g
/\
Vice President
N
Human Resource Purchasing &
Marekting Division
Division Buying Division
) g
Finacial Personnel Media Planning Purchasing
Department Department Department Department

N I N 7 N\ _5_/'\
ccounting enior Purchasing

Personal Officer Marketing Officer
Officer Officer
N N

N— N—

Purchasing

Officer
N

;sﬂmwffi 2: Organization Chart

Source: Authentic Material
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technical competency

Position Job qualification Department
journalist communicative skill Broadcasting
Waiter or waitress service mind Restaurant
engineer trustworthy Engineering
electrician Administration

security guard

honesty

Security

sales assistant

good looking

Sale Promotion

bank clerk problem-solving Accounting

QC supervisor reliable Purchasing & Buying
budget manger determined Business Planning
customer service officer | easygoing Customer Service
maid willing House Keeping

marketing officer

creative thinking

Marketing

librarian organized Human Resources
teacher good knowledgeable Academic
technician responsible Production

office clerk

organized procedures

Secretarial

receptionist

organizational skills

Reception

IT technician

good knowledge internet

Maintenance Computer

auto mechanic

knowledge of vehicles

Auto Supervisor

plumber maintain water system Maintenance
bartender knowledge of drinks Beverage
cashier scan goods & collect payment Sales
secretary arrange meetings & appointment | Office

guide offering sightseeing advice Tour company
programmer programming sequence Technology
logistic administrator transport procedures Logistics
drafter describing production methods Drafting
dressmaker Process of cutting & sewing fabric | Dressing
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3. Types of Office Supply

Simply add in any supplies not already listed. Then, check off each item as
you're running low. Bring this list to the store with you to ensure you remember to purchase
everything that is needed.

1. Desk supplies: Pens, Pencils, Markers, Highlighters, Paper clips, Tape,
Rubber bands, Erasers, Stamp pads, Ink for stamp pads

2. Paper products: Spiral notebooks, Writing pads, Phone message pads,
Laser printer paper, Copy paper, Fax paper, Graph paper, Colored paper, Pocket notebook

3. Filing supplies: Manila file folders, Hanging file folders, Pocket folders, File
labels, Index dividers, Tabs

4. Stationery/mailing supplies: Letter envelopes, Catalog envelopes, Padded
envelopes, Shipping paper, Shipping labels, Disk mailers, Bubble wrap, Sealing tape

5. Computer/printer supplies: Toner cartridges, 3.5" high density disks, CD-
Roms, Zip drive tapes

6. Time tracking supplies: Calendar, Refills for planner, Time cards,
Scheduling boards, To-do lists

7. Binding supplies: Staples, Bulldog clamps, Fasteners, Glue, Glue sticks,
Reinforcements, 3-ring binders

8. Supplies for hanging: Pushpins, Thumbtacks, Map pins

9. Identification supplies: Price tags, Name badges, Labels, Color coding

www.theenglishstudent.com
/Irv)pofran‘t Ofgice Supplieo To Learn!
— N \
= __# a —
Pen

labels

Pencil Highlighter Whiteout
Paper Clip Stapler Scissors Masking Tape

Scotch Tape File Folder Clasp Envelope Envelope

=T -

Legal Pad Pencil Sharpener Cutter Calculator

Qer Hole Puncher Tape Measure Pusy

;sﬂmwﬁ 3: Office Supplies

Source: www.theenglishstudent.com 618 X 800 AUAEATN
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4. Types of Office Documents

A company uses documents to communicate, transact business and analyze
its productivity. Business cocuments rang from brief email messages to complex legal
agreements. Some documents are prepared by employees and business owners, while others
are drafted by professionals from outside of the company, such as accountants and lawyers.
There are 9 types of business documents. They are:

4.1 E-mail Memo: Co-workers typically use email to vonvey information to
each other. Memos are still used in situations where a message is meant to accompany a

specific file and in cases that require more privacy than an email.

Memo

To: All New Hire Associates
From: Carey Parent

ccC: File

Date: 11/13/2015

Re: E-mail Protocol

The following is the company's email policy and the protocol for using email on company computers.

1. Please remember thatthe email address you have been assigned and the company computer you
use (laptop and desktop) to access email and the internet are in fact company assets and as such
are to be used for legitimate, company related, business activities.

2. Please also remember that the company reserves, and is exercising its lawful right to review
messages sent through or to its equipment through its server, or by other software monitoring
methods employed for the purpose of insuring that company systems are not being used for non-
business related purposes.

3. Time expended on the Intemet should be for legitimate, company related purposes. Logs are
created for the user, web sites visited, time and date as well as elapsed time spent on each site
when connecting through the company’s server or a company system.

The purpose of these guidelines is to insure that the information systems we have invested in are used
and not abused and that we are productive in our efforts o expand the company and serve our clients.

If you have any questions please feel free to let me know.

g‘lJm‘wﬁ 4: E-mail Memo Sample

Source: maoformat.com 599 X 534 AUAEAIN
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4.2 Business Letters are used to communicate with individuals outside of the
office. A business letter is usually formatted in block style. It can be emiled or delivered by

mail.

BUSINESS LETTER
BLOCK STYLE

FRIENDS AND NEIGHBO RS
516 W. lowa Street
Demmolt, AR 71636 2039
(B70) 8550183

Leftterhead

December 7, 200 About 2 Inches or 2 lines below lutterhead
L4

M- Alex P Perkla
Homemade Constrilction
571 8. Pecun Street
Derott, AR 71638-2225
2
Dear M. Perkly Salutation
42
Thutk yeus for helping 1o make this year's Friendy and Neighlbors Dinner Body
TN UL

The bles and benelies your crews built, delivered, and set up wete put 1o
good use. Meals were enjoved by 376 people whi might etherwise luve
spent their holiduy slone sud hungry,

Homemade Construction has o positive reputation m the comnmrnity, That
repubtion is well deseryed,
‘2

2 Complimentary
Smwroly Close

o4

Signature

Chuck L. Fosgate, Chair Linos

Friends gnd Nelghbors Dinner
42

Encjosures Enclosure
Notation

;s‘l.lm‘wﬁ 5: Business Letter (Block Style)

Source: foundinmi.com 628 x 758 AUALAIN

4.3 Order, Invoice or Receipt: A company used documents to transact

business with its clents. To save time, these documents may be formatted as a form.
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COMPANY NAME INVOICE Company Name Here st
::::“:uy Zip Code 'm:b'."m;: " Address:
. Ry, dp nvoice Date: "
Sowd To; Ship To: s — Receipt
Lo Bnrnind Fram s
Quantity Price Extension
I
1l Total Amount Due
Payment Received inc
Amount Received
Subtotal
- can
Total| Balance Due tores
Date Cheque
Signed
Signed By

;sﬂmwﬁ 6: Invoice or Receipt

Source: Difference Between.info 350 x 265 AUA8AIN

4.4 Fax Cover Sheet: A fax cover sheet is a sheet that is faxed through to your
recipient before your actual fax message. Cover sheets are optional in fax marketing. Their
intended purpose is to identify the sender and provide some contact information, as well as

to state the intended recipient and their information.

Fax Cover Sheet

fember Name:

USAA Member N

Atn:

Notes:

"

USAA Fax N

ber of pages:

this cover sheety

g‘dm‘wﬁ 7: Fax Cover Sheet

Source: bio example.info AURIBATN
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Conclusion

Working in an office can actually be kind of awesome if you can match yourself for it.
In doing so, you need to fix your personal qualification to get along with the position, co-
workers and organization. And being an excellent officer, you need to learn how to identify
your workplace skill and personal qualities and to believably write and discuss the employers.

Types of Personal Qualification

Personal Qualification are including your trait, attitude and motive that is influenced
to your behavior. It is also a term that used to describe the ability of specific person to perform
a specific profession or occupation.

Types of Department

Organization Chart is the easiest way to know all staff in any organization. It shows the
internal structure of an organization or company. The employees and positions are
represented by boxes or lines showing their level, jobs and departments sometimes including
photos and contact information, email and page links.

Types of Office Supply

Office supplies are consumable and equipment regularly used in office by business
and other organizations by individuals engage in written communications, record-keeping and
for storage of supplies or data. The variety of office supplies are includes small, expendable,
daily use item, consumable products, small machines and higher cost equipment and also all

kinds of office things.

Types of Office Document

An office document covers various documents, report, share information data and
forms that used for communicating, describing and sending information to each other inside
and outside organization.

An office is generally a room or other area where administrative work is done by
an organizations users in order to support and realize objects and goals of the organization. It
may also denote a position within an organization with specific duties attached to it. When
used as an adjective, the term "office” may refer to business-related tasks. In legal writing, a
company or organization has offices in any place that it has an official presence, even if that

presence consists of, for example, a storage silo rather than an office.
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LUUEINIAA

Exercise 1: Match the words and picture by using the given words. (Listening)

Customer service officer  Journalist Waiter Engineer
Security guards Bank clerk Maid Marketing officer
QC supervisor Electrician
Lo 2o TSR B 5

Exercise 2: Complete the sentence with the alphabet of words in the box. (Listening)

A. optimistic B. bossy C. calm D. creative E. witty

F. imaginative G. lazy H. gentle l. moody J. greedy

1. He doesn’t want to do homework after school. He is | ]
2. Thomas is a I l thinking person. He creates new idea of advertising plan.
3. An I lpersor\ thinks the best possible thing will happen and hope for it.?
4. Heis I lHe's never smiled to everyone in the office.
5.I l rich they were who keep trying to get more and more money.
6. Thatl 112 years old boy, he takes all the attention from everyone in the
party.
7. Einstein is an I lscientiﬁc of the world.
8. The president is a | | man. He has to control everything.
9. Mr. Bean is I l andl l in the scene that he meets his
enemies.

English-on-the-Job '
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Exercise 3: Match the vocabulary related to job qualities with the job qualification

given. (The answer can be used more than one): Speaking

communicative skill service mind trustworthy technical competency

honesty good looking reliable problem-solving

determined relax willing creative thinking
Position Job qualification

1. journalist

. waiter

. engineer

. electrician

. sales assistant

. bank clerk

. QC supervisor

2
3
a
5. security guard
6
7
8
9

. budget manger

10. customer service officer

11. maid

12. marketing officer

Exercise 4: Practice the dialogue with your partner and then continue discussing your
own office or school. (Speaking)

What's in Your Office?
David: I've got a new office now...
Maria: That's great! Congratulations.
David: I'll need a desk and some cabinets. How many cabinets are there in your office?
Maria: | think there are four cabinets in my office.
David: And do you have any furniture in your office? | mean other than the chair at your desk.
Maria: Oh yes, I've got a sofa and two comfortable armchairs.
David: Are there any tables in your office?

Maria: Yes, I've got a table in front of the sofa.

English-on-the-Job
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David: Is there a computer in your office?

Maria: Oh yes, | keep a laptop on my desk next to the phone.

David: Are there any flowers or plants in your office?

Maria: Yes, there are a few plants near the window.

David: Where's your sofa?

Maria: The sofa is in front of the window, between the two armchairs.

David: Thanks a lot for your help Janet. This gives me a good idea of how to arrange my office.

Maria: My pleasure. Good luck with your decorating!

Exercise 5: Read the passage and write the organization chart. (Reading)

Using the figure above for reference you can complete a hypothetical organization
chart. Begin by putting yourself at the top of the chart, as the company’s president. Then fill
in the level directly below your name with the names and positions of the people who work
directly for you—your accounting, marketing, operations, and human resources managers. The
next level identifies the people who work for these managers. In this example, because you’ve
started out small, neither your accounting manager nor your human resources manager
currently manages anyone directly. Your marketing manager, however, oversees one person
in advertising and a sales supervisor (who, in turn, oversees the sales staff). Your operations
manager oversees two individuals—one to supervise note takers and one to supervise people

responsible for making copies.

o

LB ED EIED

ERE D E R ED
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Exercise 6: Read the paragraph which describes my office. Pay special attention to
the use of prepositions in the reading selection. Choose the correct answer based on
the reading. (Reading)
My Office

Like most offices, my office is a place where | can concentrate on my work and feel
comfortable at the same time. Of course, | have all the necessary equipment on my desk. |
have the telephone next to the fax machine on the right side of my desk. My computer is in
the center of my desk with the monitor directly in front of me. | have a comfortable office
chair to sit on and some pictures of my family between the computer and the telephone. In
order to help me read, | also have a lamp near my computer which | use in the evening if |
work late. There is plenty of paper in one of the cabinet drawers. There are also staples and
a stapler, paper clips, highlighters, pens and erasers in the other drawer. | like to use
highlighters to remember important information. In the room, there is a comfortable armchair
and a sofa to sit on. I also have a low table in front of the sofa on which there is some industry

magazine.

1. What do | need to do in my office?

a) relax b) concentrate

c) study d) read magazines
2. Which piece of equipment do | NOT have on my desk?

a) fax b) computer

o) lamp d) photocopier
3. Where are the pictures of my family located?

a) on the wall

b) next to the lamp

c) between the computer and the telephone

d) near the fax
4. | use the lamp to read:

a) all day b) never

) in the morning d) in the evening
5. Where do | keep the paperclips?

a) on the desk b) next to the lamp

) in a cabinet drawer d) next to the telephone
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6. What do | keep on the table in front of the sofa?

a) company reports

c) books

b) fashion magazines

d) industry magazines

7. I work late every night. (Discuss this sentence from reading)

a) True

c) Both A) and B)

b) False

d) I’'m not sure.

8. | sit my comfortable office chair.
a) on b) at
c) by d) to

9. lalso have a lamp
a) under
c) back

10. | put the stapler, pens and erases
a) next to

c) behind

my computer.

b) near

d) in front of
the drawer.

b) close to

d)in

Exercise 7: Look at the E-mail and do the exercises to practice and improve your

reading skills.

tomsmudger91@dsmail.com

" To: | sjpogard@twindle.com

\ Cc:H

Subject:\ Thank you!

Photos
B /7 U N

Insert: Attachments
Tahoma 10

Hi Susan

Videos

Thank you very much for the birthday present. | really need a
new computer game, so it is perfect. You're very kind. :)

How are you? Good luck in your exams. | hope you pass with
good marks.

Speak soon.

Tom xx

\ Send \ ] Save \ ’ Cancel ‘
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(A) Check True or False for these sentences.
1. Susan wrote this email
2. It was Tom’s birthday.
3. Susan bought Tom a computer game.
4. Tom doesn’t like the computer game.
5. Susan has exams soon.

6. Susan’s email address is sibosard@twindle.com.

(B) Match the two sentence halves and write a - e in front of the number 1 - 5.

1. Tom wrote and email a. birthday.

2. Susan gave a birthday present b. exams soon.

3. It was Tom’s c. to Tom.

4. Tom likes the d. to Susan.

5. Susan has e. computer game.

Exercise 8: Identify the part of the business letter writing by filling in the blank.

86
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1. The part of the business letter labeled #1 is

2. The part of the business letter labeled # 2 is

3. The part of the business letter labeled # 3 is

4. The part of the business letter labeled #4 is

5. The part of the business letter labeled #5 is

6. The part of the business letter labeled #6 is

Exercise 9: Complete a fax cover sheet by using the given information.

@ N

You want to fax 4 pages of an urgent document about cancellation of the

order to Angel Sierra of Microchip Technology Co., Ltd. at 001 + 66 + 2 +

212-3759. You can contact a customer by phone at +666-2-2123760.

Carbon copies are made for Katie Spencer, a marketing manager.

- /

Fax Cover Sheet
To: From:
Company: Number of Pages:
Including Cover Sheet
Fax No.: Date:
Phone No.: CcC
Message:
0 Urgent (3 For Review [ Please Comment
(3 please Reply [ please Recycle
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LUUNAEUUSER1 Unit 4

Directions: Choose the best answer.

1. Memos are sent to people your organization.
a) inside b) outside
c) above d) below
2. You must include a line on an email.
a) cancel b) subject
C) message d) attachment
3. format the address, date, salutation, paragraphs and closing are all line

up at the left margin.
a) Block or full block b) Standard writing
) Modified block d) Left margin
4. Who is in charge of all the departments in a company?
a) The president b) The executive
¢) The manager d) The workers
5. Who is the same position of the board?
a) Manager b) Officer
c) Director d) Chairman
6. Who is reported the finances of the company?
a) The secretary b) The accountant
) The banker d) The operator
7. Which is the most important department in a company?
a) Boy & Girl
b) Cook & Chef
) Quality & Quantity

d) Administration & Finance
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From this E-mail information, choose the best available answer for No.8 - 10.

# Send Email with Attachments

Jane

Thank you for the lovely gift: it was o thoughtful; how did you know that | have ahvays
wanied an slacinc poiaio pesler. Now my ife is complete!

Atachments

CScoft \Graphics G TS gif; C\Scolt \Graphics'logo. P50 C:\Scolt\Graphi | i Add i

| Cancel || . Send |

8. Who send this E-mail?

a) Jim

b) Jane

c) Scott

d) jim@jungle.com
9. What is the topic about?

a) Thank you.

b) Scott Graphics

) jane@highoctane.com

d) jim@jungle.com
10. What is the lovely gift?

a) photo

b) email

) Attachment

d) electric potato peeler
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English-on-the-Job



91
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LaULUURNIA
Exercise 1: Tape script
1. The man who repairs the electricity. = Electrician
. The woman who cleans the house. = Maid
. The man who writes the news in the newspaper. = Journalist

10. Two men who look after the buildings.

. The man who presents his report.

2
3
il
5.
6
7
8
9

The man who checks the production.

. The man who serves the drinks.
. The woman who is in the bank.
. The man who works about engineering.

. The woman who services the customer.

Exercise 2: Tape script

1.

2
3
a
5
6.
;
8
9

= Marketing officer

= QC supervisor

= Waiter

= Bank clerk

= Engineer

= Customer service officer

= Security guards

He doesn’t want to do homework after school. He is lazy.

. Thomas is a creative thinking person. He creates new idea of advertising plan.
. An optimistic person thinks the best possible thing will happen and hope for it.?
. He is moody. He's never smiled to everyone in the office.

. Greedy rich they were who keep trying to get more and more money.

That witty 12 years old boy, he takes all the attention from everyone in the party.

. Einstein is an imaginative scientific of the world.

Exercise 3: Speaking

1.
3.
5.
1.
9.

communicative skill, reliable
technical competency, reliable
determined, reliable

good looking, reliable

trustworthy, honesty

11. willing, honesty

. The president is a bossy man. He has to control everything.

. Mr. Bean is calm and gentle in the scene that he meets his enemies.

2. service mind, willing

4. technical competency

6. service mind, willing

8. problem-solving, reliable

10. service mind, communicative skill

12. creative thinking, problem-solving
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Exercise 4: Practice the dialogue with your partner. (Speaking)

Exercise 5: Organization Chart Reading

———

Accounting Marketing Operations
Manager Manager Manager
Sales Note-Takers | Copiers
Supervisor Supervisor Supervisor

Exercise 6: Reading

1.b 2.d
3.¢c 4.d
5.c 6.d
7.b 8.a
9.b 10. d

Exercise 7: E-mail Reading

(A) 1. False 2. True
3. True 4. False
5. True 6. True
| 1.d 2. ¢C 3. a 4. e 5.b

Exercise 8: Business Letter Writing
1. Sender address

2. Date

3. Recipient address

4. Body

5. Closing

6. Salutation
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Exercise 9: Fax Cover Sheet Writing

94

Fax Cover Sheet

To: Angel Sierra

Company: Microchip Technology Co., Ltd.
Fax No. +666-2-2123760

Phone No. 001+66+2+212-3759

From: Nittaya

Number of Pages: 4
Including Cover Sheet ---—--
Date: 25 December 2012

CC: Document cancellation

marketing manager

M Urgent (IFor Review

(Iplease Reply (please Recycle

Message: About cancellation of the order and carbon copies for Katie Spencer, a

(3 Please Comment

ALK UUNAaaUUsZaN Unit 4

1. a 2.b 3.2
6. b 7.d 8. b

4. b 5.d
9.a 10. d
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