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Aanssudan 2 (10 ASHUL)

Match the statements (Column A) to the speech bubbles by writing your answers in the blanks
(Column B).

Tmin@nwduganiunisa (reduu A) fuveady a-j (Reduu Bllasleuveninuadluyewiinivun

b) Sorry to interrupt, but can | ask for
clarification.

a) There's a problem with the internet
connection. It's down.

d) You will be responsible for setting
up the meeting room for our daily
meetings and taking notes during the
meeting.

c¢) Ladies and gentlemen, | declare the
meeting open.

e) You have to send a customer a

credit slip. f) Would you like me to call STC to

check?

g) Excuse me. Do you know where
Khun Kitti's office is, please?

h) Would you mind writing up this
report for me?

i) Just a moment please. I'll see if

Mr. Wright is free. j) Who do you represent?

Column A Column B

1) How can you interrupt a speaker politely in a meeting?

2) You are chairperson and are opening a meeting. What do

you say?

3) Which explains a job description to a colleague?

4) Which is asking for directions?

5) Which is asking for a visitor's background?

6) Which is asking someone to wait?

7) Which is showing an obligation?

8) Which is reporting something wrong with the office supply?

9) How can you ask someone to do things?

10) How can you offer to do something for someone?
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5 4 3 2 1 5 4 3 2 1

wed 1 Welcoming Visitors

wueil 2 A Day in the Office

‘vml’JEJ‘ﬁl 3 Working with Foreigners

Wil 4 Socializing

wuedl 5 Telephoning and Making

Appointments

187 6 Memorandums and Letters

wuE7 7 Form and Summaries

wuedl 8 Plans and Travel Arrangements

RUIET 9 Meetings and Discussions

Wil 10 Attending Conferences, Seminars or

Workshops

‘1/1‘14"38‘17{ 11 Recruitment

vl 12 Newspaper Reading

wIefl 13 Business Reading

‘1/1‘14"38‘17{ 14 Office Automation

wuaedl 15 Professional Development
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