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u-a-a1:.111:.1i1ile1 "m<a-W\9!J'U1'Ufl~n.n1w~1'Vlimin.11un1-aiim111iw" 1wicJ r1111"1lun?1wi1 "ll:W'U1'U'U'Vl 
'ii 'ii , q 'I 

l.l.~~flfi!UJ:O'l"l11ru .niJ:01'U 'Vl1'VIU1'1"l'Wfl-:J1'U~el'U1'UU'Wl.fl~el-:J'lJ'U bl.~~1.a1'U1bl.f;lmtl~m.Jtl';i~aum-;;ru "bfl~~f;l'Un1';i 
'i oS cu clS 

vi'1.:i1'L!'!leJ.:i 1.a'!l1un1-;;iie1e111iwt 'U!:.lfl'lhl'1'U'L!" fa cJ fl ru'l"l'Ll(91(911 P1~?1~a1wi tl1~u1 'Uflru~ m1 :w m 1m11i1'Vl'lu 
11 q 1 q 

fl11 Pi n~1 1.1.'1~~'l.J~n~1'1Ja-:iflru~m1:w rn1?1mfl:wc'.i'-d1 cJ c'.i''lJ ~'Vl11 l.b'1~ l.'1 '1l 1'U fl11 1.1. vi-:itl1~ b 'Vl 1"11 'VlcJ riru 1.'\.Jru\il111ru 
'ti 'U 'I 'I V 

'\_J ';j ';j filfl ~ 11'.i)ti 'Vl1'Vltl1-:J1'Ul"l'Utlbzjtl1"1!1rufal"l ~ bui'l1~1111'Ub'Vlfl l 'Ul'1m i'J~1n1 ~..:i flru~1mm1:Wl"11?f(911 '.i) '\,(!1~-:i m ru 
, 'U QJ q 

:W'Vl11'Vltl1i;r!'.J bl.'1~flfil'Ll~1'U61l ~1-:J L(91 tf'<ilW1fl111r11-:Jfl11U1~'<il1U1~1.'Vll"11m.1 Yl:U1 flll'V-l"ll1 bb~~fl11 bbe-J'Uflfl11fl151n'<il , , cu 'll 'I 

'\.J~~'Vl 1.ma-w61l (tJ1~1.'Vll"11'VlcJ) '<il'1nwi (Accor Hot els Group) i1?111~i1riqJ ~,:i,d 

c.>) nTiw~u1t1Riin111wa1ufuunnunTriie1e11iiw 
9 9 

L{fl~ n.n1TI AB ~ n~ru~ l.u'l"l1~61.10-:il{r1fl'11 'U1111'U(,]1-:J i ~-:J.f11cJ 1 'Ubl.'1~.fl1cJ'U an 1. tl~ cJ'Ubl.tl'1-:i(911:w 

rnm1m rn1b~cJ'U1 l.b'1~~-:i1.nwii;\'e1:w rn1TI\9!J'U1'\.Jfl~fl.fl1'1"l'<il~6111m?11:w?111..:ifl11m1''Uh TI\9!J'U1?1'1l.f11YJ~..:irnm1.~~h 
~ , , 

b?l1:W.fl1'1"l~ n~ru l.1.~~?111-:J fl11:W 1111 I. tl~cJ'lJ 1 'Ll fl11'Vl1-:J1'Ub~61.11'Ufl111~ fl11TI\9!J'U1'\.Jfl~ fl.f11'1'-l~'Vl11111~1 cl fl1j l.~:W'.i)1fl , ' 
rn11 V11 ;0..:i1'<ilflfl1111~~11.1.'Vl'U-:J6l.lel..:JiJ1i11.1.:u:i'.im1.~~-d1.ffl '!Xt:1n;m(911:w1;11~'lJ?it11'U~'1JeJ-:J'Ur1r1'1~:U~L 11Lfl11Yl 1. 6/f'U 

~ 'U , 

fl1j 1'Vl1'\.Jflfl~vt11 tl fl1';i 1 'Vl1'1"l1~ fl111 'Vl'J~lJYlWflfil'Vl1Btf 011 fa b'U'U~'W fl1';ji'J~bb 'U~'U1(91'Ube)-:J 1 '!Xti1?1'U h bl.~~ 
, 'U , 'U , 'U 



~ 

'U7bzje)~e) mat!~ fl7a~'W fl7'H~'Wel~7-(ltlfl1thh!:.1\;'l·mfh11vfd1~'Ufliiiflfl7'W~m~ fl71~'1J'lh~'Vl1'W81'Vl1'abbl;l~bfl~M~:W 
'U ' 

:J.J1jcJ7'Vl'U'U 1~~el7Vl11 rn11 im.lmt\J'U'U rn~e)7Vl1';i M6'10\>llil'U~5fl711 Vl'U~fl7j'l.J'U 1~~B1Vl7j b~m.h~ bcJ"lJ'Ub 'Ufl711 VI 
' 

fl71'fo18·:lbb "l.lfle'.f :J.J1'Wrnru~V111 ~6'18~1il'U fl7j'<ij(,l bb\91.:J'Vlj.:Jl,,J:J.j bb6'1~fl7j bb\91.:Jfl7l:J b ~8 b?l~:J.Jfl 7'Wi;rm1ru1 Vl\>l?l~7bb6'1 ~ b 'U'U 
'U 'U 'U 

V11-;1m1~-rn 

kl) Uf'JU1U~nu.!NEJU'l.h::aunntJJ "UiJd'9JtfUnTin1.:J1U"llel.:JLWl11UnTiVeleJ11fW1UllF/Ulfllfl'l}U" 
9 9 9 

"Know-how, Know-who" b'U'Ufl11b?l1'U1bb6'1flb'U~l:.l'U'lh~?l'Ufl71ru'11>lcJM1-;1~1~1il7flfl71'Vl7Vlti7~ 

b6'1"1.17'Ufl71"1.l8.:Ji'Vll:.11fl1~-;i m 'V11'U ~l.171il7flfl~l.18-;!f1fl1~bb\9lfl~7.:Jll'U 1~bbf1 ?lt11U'Ufl11~m11 V17-;i?l11'W~'Uf17~'U'\.l1 
' ' 

j~~'U'U j~ b 'Vli'11 bb6'1 ~fl~:J.Jfijf)liJ bfl~fa bd-;lbb 1:J.J bb~6'1~ fl'U\911-;i:W'l.J'Vl'U1'Vl~G17rlfil bb~ fl\917-;i fl'U 88 fl 1 'U bb\91:WVlti 7~ b~ ell~ 
' ' ., 

b'Vl:W8'Ufl'U A8 fl71b'U'Ubl;l"l.l7'Ufl7Wl~8e'.f·ihm1'U~Vl11 
' 'U 'U 

'LJj~b~'UVli;rfl 61 "IJB.:Jfl11bb6'1f1L 'Li~ cl'U'U1~i.'l'Ufl11UJ'Vl11 Vi~\ -U1'fofl118'U1:J.J 1111'Vl17'Uii.:J15f1~ 1'Ubb 'U'U 
I " " 

:J.J:J.J:J.JeN 'Ufi1Vl1 B'LJi.'ljjfl bb6'1~ bb'U1'Vl7.:Jfl7j LLm '1J ~i.'l7:J.J1jt:J'U7bb 'U1f1~Vl~8fl17l.l'tvfl111-!'Umtl'!'Ulbl;l~U';i~c.)fl~b m Vlb-U1 
'I u q 'U q 

fl'U i.'l t:17 'U fl7 j ru~m Iii bf) l>llil7 fl fl7 j'LJ ijllil'Vlti 7~6/JB.:J M'U b8,:j 1111 

'UBfllil1ntl 1V1cJ1m~.:i 1~ VI-U8f11>l b ~'Ubbl;l~-Umi.'l'W mb u~~i.'lB~flJB.:inu AB ~ei.:in11L ii'uJ11 vi'e'.f b -u1 
'U 

8'\Jj:J.J 1111b ~'Ufi-:Jf111:J.JG11flfilbb6'1~ flt\Jfl11 'Ll.:J7'Ub6'1"1.l7'U fl11'1JB-:iM'UbB.:Jzj-:Jb 'U1l:J'U bi.'l:W€lt!e'.f '1i1cJe'.f'U~Vl71 fl'Jj(9lj~Vl'Uflbb6'1~ 
CV 'I 'I '\I 'U 

,r'U~11fl11'Vl1Vlti7~b6'1"1.l7'Ufl7j13.f1"li'Vl1m:Ubbfitu'W1~ "Job Description" -vin1V1'U~b 1b'Vhl1'1.J bb~fl1';jij "Design 
'U ' 

Thinking" fl1'Ufll111cJ b6'1"1.17'Ufl11~B.:ii1m1:J.J~1B'U~1 iiifn~~ "Skills" Vll;l1l:.l 61 ~1'Utl1~fl8'Ull'U :W'Vlfl'I.Jfl~ 
'U " 'U I 

"Attitude" ~~ ii m111.:i bbe.J'Ufl11'V11-:i1u~ ,rl>lfll.l ~'<ij fl fl11'<ij\>li;i1~'Ufl17:J.JG17flfil"I.IB-:Jb~B.:i~tl 7bi.'l'U B vl1'1.JbL~1:ihhft ru 
' 'U ., 

vi~mhfttyu~1:i.i~1'1.J "Time Boxing" bbl;l~~cl'1r1t11~~\>l AB ~B-:J'W~B:W~lil~~~'U1~1bB.:JBtjL?l:J.JB L'll~U'I.Jbb'll~.:i 

';i~'U'Ufl11:U~~ "Growth Mindset" 1:iJmm1t:1f1~Vl~B'Vl7bb 'U'Ub~:W 11~~l;lB~ 1u b 'W17~fl71'Uijlli1Vlti1~bl;l"l.l7'4fl11 

1:iJii1tlbb 'U'U 11>l~t:1fl~8-;1V1~81:wt:1fl~8-;1 bb\9llil~~eN'Vl7,n'W 1 vi'i;rn 11ilVl~BmB.:ihb'<(J7'U7cJfl1'Ut1nu1 ,J~1cJ zj,:iliJ~~-:i1rJ6'1~8 
'U 'U 'U '\I 'U 

.n1'Win'l'Jru~~~-:i~ BM mm ~'U~Vl11 bb6'1~mf1m m1unu~V1ii'1~"1.18-:i b6'1"1.11'U m1i1 b'U'U~8.:im~'fo 1 Vll'W~'U mh~~ 
'U :;.J ' 

bel1bel'3 "We never know" ~8-:i~'<ijflfl11'Wiiimb'Wmi.'lt11'Ufl11ru bbl;l~,r'U:WBfl'U'UfilVl1~bL~n~1-:in'WBvflhJ 
'U ., 

1€1.m .fl1'W Vl~elbelm'l1';iU';i~Oel'U (t\'1ij) : .fl7'V'lbb6'1~bBfli.'l71'U'.i~flel'U (~7:J.Jbb'U'U) 

!ID.~ 'll1~1u"lf-u-viUffu 

(<o>) ~e)V!'I.Jbel.:J : 

(9). b 6U7 h 1 'U'U'Vl'U1'Vl Vlti7~ 'V'lfl~fl';jj:J.J bbl;l~'Ufliiifl.fl7'V'l'W-:JU'.i~i.'l-:Jf1"1.1€1-:Jbl;l"IJ7'Ufl7'.ie'.l'U~Vl1'.i .. I , 'I '\J 

h 1111~~'U7'Vlfl'\'J~ 1 'Wfl1'HJ7b 'Vlfl'Uflfl11'V11,:j1'U"IJB.:J bl;l"ll7'Ufl1'.iclfl 1 Vl:W m 1 -if!. 'Ufl1'.i'Vl7-:J7'U el87-'.!3J 
' ' 

t)j~~'Vl5.fl7'V'l 

m. :W'Vl~'Ufl~~~ ~8-:i1'Ub6'1"1.17'Ufl71 i.'l7:J.J11t:l'LJDU~ -:J7'U 1111Bci 1-:ii1r1111Ji.'l"l.l 
' ':,.J ' 

~- 1~i~'U7'Ufl~fl.fl7'V'l fl11bb\91-:Jfl7!:J :J.J11!:J7'Vl'Vl7-:JJ-:Jflllb'U'Ub6'1"1.17'Ufl1'.il:Jfl 1 Vl:W 
' ' ' 
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(kl) vielVl'W10.:JTtJ : 

(9). f11j~1b'U'Uf11j(,)1sl "l frn.J 1 mhum1'Ui1fl11lJj1'lJ~'U bbl:l~i1tb~~'Vlfi.fl1'Vlmn-ii'U 

h b?l~it?1{1sim'Vl~fl~ru~~ vfnuV1·tht1si1'Ubbi:l~r:ru~vnj 
'U 

Q'l. bflVI bb'U1fl11lJflvlbbl;l~itlbb 'U'LJf11j'VJ1sl1'U 1 Vi:IJ 11 'UVl'l..!1clsl1'U 

ct. i1f11j?f'h:Jbfl186U1c.Jbl;l6ll1'Uf11jr:r'l.J~Vl1j 
' 'IJ 

th'W~ m ilruvi1/e1tht-:i':ifl : ., . 
(9). Uflmms11ml;l6ll1'Ufl1jr:r'l.J~Vl1':i 1~1umjtlm:i'U'rn 1:1Jvl'1i:is1 'Vl11 Vl'V'li:l1VI fam?l1 'Ufl1':ib~trnf bUVI 

q q 'U \J 

iiiiii t1si bbi:l ~1 i1tl'v11"ltl~i1(,l asJ1ml:l"lJ1'U m1r:ru~V111 LV1 mu'V'l1 ~tl ~ 1si ~si m1tl 1 b m bb 'U1 f111ii fi VI m~u1'U m 1 1rlm 1 
' • 'U 

b 'Vlfl'W fl 1 VI~ "l ~i;l B~Fil'Ubb 'U1'Vl1slf11Tfoihrv11am1bbm 6ll'UqJV11 bfJ'V'l1~Vl'U1e.i 1'U f11jt)1 cl'Vltl VI '<il1 flU':i~?l'U f11jt\Jm s)"l)e)s) 

1'Vl cJ1 m~ij fl11 lJ b 'U'Ubl;l"lJ 1'U f11':i B 81s!i1 Btl1;a'V'J 
' 

h b~m -ih1u m':itlfl e:J'l.JjlJbbii'1 iTs11-Mi1m1it-UV1bbcJsJj~V111siil"l'Ufl~bbi:l~f111m-ih h 1 m1ml:l6ll1'U fl1':i~ 
' 

clslflsl~Vl&i Vltl'Uf111'Ulj'U&iV1'U1~itJ bb 'U'U b~lJ 

m. r:rb i11u f11jtlfl e:J'l.JjlJ'l.J1sJV11'U 1:IJ?11m':im<LJThitm':itlflt1'U1lJ 1~fl':i'U~1ii~1t.n'Wi11m b tiasi'<il1fl~VI 
'IJ 

.n11n'<il~?\'1fi'ru ~si'Vl11 vf'V'lmVI 1 a m?l~'<il~b ~iiww m1ii{ bbl;l~ bbl;lfl b tl~m..1tl':i~?lu f11':iru1~aci1sifl':i'Uf;l'J'U~1i1V1i fl?! m 
QI 'U 'U 'U 

6lJ mm 1 ti fl m.J ':ilJ 

I ci ii .Ct, ~ ii 

ii11'l.!'VI <s: 'tlelfl~HVl'l.!bUil~"l.lelbiil'l.!elbb'lJ~ : 

(9). fl1':if11Vl'UVI l vf ej'tJ nu&isJ1'Ubi:l"lJ1'U f111r:r'U~Vl1'J'Vlflfl'LI 1~b "U1'fofl1':itl fltl'U':ilJ'Vlifl?lm \,l1sl 61 ~ 
'll do.! , 'U , 'U I 

b~cJ1iasiV1l~b U'Utl':i~ lcJ"l!'U(,)Bf11':itlnu~Vl'W1~bl;l"lJ1'Wfl1':ib U'I.JtJj~~1aci1siut1cJ ® Vl~fl?lm/ll/fl'LI b ~m 'U'Uf11j 
:;,I ' 'IJ 

b ~lJ'V'J'Lifl11lJ{ 'Vlfl~~ b?l~lJ?1{1siV11"l'Wfl~~~(,l e.lf11':i'Vl1sl1'LI b ~e.) 1 VI b Vl1'Vl'LI(,le.Jf11jb tl~ cl'I.Jbb 'Ui:lsl"lJe.lsl'U~'U'Vlirsi fill 1 'LI e.l'LI1fl~ 
'IJ 'IJ 

~. fl'Jj bUVI fa f11?11 'Vl'4 fli;l1flj l 'Ws11'1.J~'LI "l "l)e.Js!Vl'l.11 M1'1.J 1~ b "LJ11'U f11 ':itl fle.l'U';ilJVI~ fl~ (,1 jbl;l"l) 1~ f11j 

eJ'U~'Vl1':i b~e.J 1 Vlbf1Vlf11':ibbi:lflb tl~m.lb~cJ'LI{ i1ifl~~ 'Vll"l'Ufl~~~ i1f111m-ir1h bbl;l~b~ui:isim1:u?\'1fi'rus11ml;l6ll1'Wf11':i 
'U 'lJ V 'i 

r:f u~'V!1j ~i;ltlVl'<il'Uf11j b -UT!'UtJ'l.JjlJ'\Jli fl?f ~j(,)1s) 61 ~b 'U'U'Uj~ lcl'/J'Ll (,le.Jf11';i'Vl1sl1'Ubbl;l ~e.)s)r)flj~'Jc.Jb 'U'LI n'U 
,u " I 

(,niiaL ..... ............ ~ ......... . .... .. ~••'l'h 
( u1s1?111m~1~tl _1sii1?1~ ~~) 

Q..I !I !I .:::.. 

Vl1Vl'LI1s11'Ubi:l"lJ1'Lif11':it:-l'U':i"Vl1':i 
' 'U 

(,)10 lJt:l'LI1cJ'U ~ctb~ 
' 

'Vl111m'Vi~ : n'anJ:Ubelfl6'11';ibb'ilflvfl'Utl';i~flel'UflT:mnmrn.J/l>l'111J/UW'll:U/~:U:U'Lll 1~'Uflmmrl1L1J1LL'U'Ul.11~1cl .. '\) , , 







nin 
08.15-08.55 'LI. 

08.55-09.00 'LI. 

09.00-12.00 'LI. 

13.00-16.00 'LI. 

n1v,u,in1"a'tJne1'U"a1lbi•:it.l~cJ~n1"a (1u~ 1) 

Vlan'6'f ~"ata'tl1Un1"a~'U~Vl1"aVfll L \.Ui 
'll • 'll • 

Q,,f d'.d 
1'Ub'6'f1"a'VI 21 't'Ul~ll1A11 2565 

~ ~ 

t1a1 09.00-16.00 u. ru VleJ.:J 105 e11fll1"a'-JU~vr11a~"a 1 • 

., lll 

'Vi'l"IJe>nTrnu-a:1.J 
q 

i;N'Vl~b'Utl'U 

~fib Utv"l fl11€l'U1lJ 
11d G.f'c:t,OG.I 4 c:::I 

'U'Vl'U1'VI 'Vi'Ll1'VI 1,1,a:flrua:1Ju~a1Aru"IJe>.:iLa"IJ1'Llm<a:1Je>e>1'U'W . ~ . 
1. r1ru?twlliivii1flru"1.10-:irn"1.11'Um1i'.ie:im-li'W ' ., ' 
2. bi;,"1.11'Ufl1'l ... v\b 'U'U:IJ1flffJ1f1111 ... bi;,"1.11'Ufl1'l 

' ' 
3. ~-:iv1Li;,"1.11'4fl1'lfl'"J1Lb'1~ hJr11TLlflllii 

4. fl11'iijtv"lfl11Le:lni;'l11 fl111!tv1V1:IJ1cl fl11'iijtv1'\.h~~ll LL'1~-:i1'1.Jt'U"J \9l13.Jv\1~f'UlJeJ'UVl:IJ1c.l 
,d tJ I O I 

5. bl;'l"1.11'Ufl11 ... VlL 'Ull1flfl'J1fl111b'1"1.11'Ufl11 
' ' 

6. m1 bLffi "1.1tlt1JV11 Lu'W1~V1~1 brn~ m1{,jtv1~'U hmh:iil'lh~~'V15i11'W 

- ffonnjj Workshop 

flatl:m~fl<ae>.:i1,alij1'l.11fl 

1. L'Vlfl'Uflfl11V11-:i1'U 1 ~1,1e:i'U l:uvicJ1~1,11-:i hblij1'1.J1mL1;,~e:i-:il°lm 

2. fl11V11-:i1'ULL'UU Proactive L~e) 1~bf1tv"l'U)~~'V15.fl1'WG'l-:iG'll?l 
" ' 

3. ~ l;'l'U ~ fl11'Vl 1-:J1'U ~'J:W fl'U L 1ij 1'U1 mLm:; ~fl'UbL 'J\?l~ e):IJ 
" 

4. fl11f11e)-:J hL '<ij1'U1cl~l'Jc.Ji;.Ji;'l-:J7'Uvl b 'U'U1'Ufi113.J 
" 

-ffon-rw Workshop 

V12.J1En'Vi\9l : rn,1 10.30-10.45 'LI. 

b'JG'\1 12.00-13.00 'LI. 

b'Ji;,7 14.30-14.45 'LI. 

~n{u'Ll1~'V17'UeJ1'1117111-:i 

~fl{'U'U1~'V11'Uel1'11111fll;'l7-:i1'U 

~nf'U'U1~Vl1'Uel1'1111111~ 
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nit-Lt!UtLb1LBnLIA.~tfl.n,ku~ 

t-L~f.Lb1LBl'1,LIA.~t[l,fl,l,U~ 

·r,, S-17'171-0£'17 l Lt!l 1 

·r,, oo·n-oo·z1 Lt!t.i 

dOlfS>fJOM 1!!,I,U&fj -

f3umn.ertn.k,tpt~rtL~ ~n~nLt-~t!11 rth.~_i;,fl.~~J;.LU f3Lrtb1~,tt,tLU twu01_i;,LU~~tLU '£ 

(fl.bUt;-~Lfl.LLf)M,(!eLGBr!t;-LrG w2w3 ~t!11 f3Lrtb1~~n,e~~lf.LU Z 

M.Llf£1A.~~J;,f1.~t;-L,rG~M,~w, 11;-l,IA,J;,l,!JB~J;.l,U 1 

{f-1,UUl.'iLRLlf) MLlf£1A.t!:::!.fl,~l.'L!3B!.L~B~!.LU ·r,, 00"91-00·n 

dOlfS>fJOM /!!,I,U&!J -

f3Lrtb1fl,@rtn,k,tpt~M:L~ ~r,,~M,Lt-~m1 M:R.~t(l,~],tLU f3LM:b1~,CbtLU tL~UB1J;.LU~],tLU ·17 

~11,l, ~~~Ut!l 11, t ri:111,t ~~_i;,LUhLri.t!ml,lt\L~nLt-L),AtLUB~ i~t!ln 1 ~IA. 1,e. 1,f.LU ·£ 

(f3tAtLfl.Llf)M,~LBB~t-Lre )!12W3 ~t!11 f3Lrtll\,~~n,e~~lf.LU Z 

M,LIJ g1,1,~~tfl,!Jt-L~GyiM~tlA. lt-LIA.tL!JG~tLU T 

{131A. t LRLlf} MLlf£1A.~:::!.fl,~1.'L!3B!.L~B~tLU ·n oo·z1-00·60 

r,, f3 rn ~ 1,1,rn ·n, 00" 60-S-1"80 
"" 

ru.n.eir.Luan.e,1.1, Lt!t 1 
,g "' 

S9SZ ltijLlff.l.UM 8Z LttL~1n.t f'P ,o 

h 11, h 11, 

f'" l l!613tL,lf1,~f\tatLUrl,L,fM:?1.t~l:W~"1, 

(Z ~n,~) tLU~£l,~[l,t-~ 1lttf\@U[tLU~rt.lt1.L1J 



b1a1 

08.45-09 .00 'LI. 

09.00-12.00 'LI. 

13.00-16.00 'LI. 

n1V1u~n11'tJne1u·n.1b ~.:i'll!i-u'~n1".i ( 1uvi 3) 

'Vlina lJl".iU;t'5lJ1un1-a~u~V11".isfl 1 Viii 
'U • 'U • 
~ c,d -=:. 

1Ubi;11';i'VI 4 11€l'U1S'U 2565 • 
~ ' b1'611 09.00-16.00 'U. ru Viel{! 105 el1fl1".i11'U~Sf'116'~".i 1 • 

,., ,., 
Vl1"tle)n1'':iel'U'a:U 

... 
6'~'Vl:m.1t1'LI 

m -aw ~'L!1'U fl~ nf11w~~.n1t1'L!Bn bba::.n, a 1 'U bba::b 'VlflUFt 1 um-ab tlu ba"l.11'1..101-aijei • • 
<:I 

el1"tl'W 

1. fl7';i'Ww.J'U7'Ufl~fl.f11'v'J fl7';ibb~~fl7tl bb6'~fl7';i?l~7~fl'J1:I.Jii''Uh 
' 

2. l.J7 ';i tl7Vl'Vl 7 ~5';i fl~ ~'17 b 'll'U t11Vlfo~ 7 'U b6'"1.11'W fl7';i 
' ' 

3. ~ ~1'Vltl7 L 'Wfl7';i'lh~?l7W17'Wfl'U'Uflfli;'l,f11tl L 'Ubbl;'l~.fntl'W 0 fl B~fl f\';i 
' 

4. n1';i?1~1~:1.J'U~~J:1.J-w'LI51 '1Xdi1?1fl11:1.Jtl1~i'llh 
' 

- nnrh Workshop 

b?l'J'U7 bbl;'lfl b 'U~tl'U1.h~?l'Ufl7';itU "bfl~\?l~'Ufl7T\111~7'U"IJeN bl;'1"1J7'Ufl7';iilBB 7-U'v'J 1 'Utl fl 
' ' 

-th~'U'U" 
q 

- ~t:1.J0'll1'Utl';i~n1~~t1'\J~';i 

Vl:U1llb'Vl\9l: nm 10.30-10.45 'LI. -wnr'U'U';i~'Vl7'U81V11';i11~ 
• 

nm 12.00-13.00 'LI. -wnr'U'U';i~Vl1'U07V11';ifli;'l7~1'U 

nm 14.30-14.45 'LI . -Jrnr'UU';i~Vl1'U81V11';i11~ 

3 



., 

' 
r1 w afll1W~'tt l'Yiitl~~'"hHll'H'l1-:Jl'U (\?lei) • 

• ilPl'ill \Pl1Jfl111J'ffl fit\jl~'W 

• iim11Ja1P111~u (Flexibility) 

• folsl1m1miu'l~ 

di. ")' c( ,:!{ cf I 9,J 

• ?l'llJl 'J 01 'lHJ lJ !cJ,:U mi fll 'H\111 m m \Pl fll 'J UH'l 1 '111 'U 1 

• ii'l'lmJ:;1umrnniJt\j'l11 lJ'l11'1liiVfl 'ff7rn-:J 

• iim11Jf1J~IPl'llV1J 11h.J~'l1'11-:ihM (Reliable) 

• 1fl'11'U1J1 fll 'J 

• iitn7lJl'Ul liJ1'U1J'l11Jl 'l1 11'Wl vi 

li,l'\ll ~ fll 'I 1 'Wflft'W:; 'UeJ~~1J~'nl'I 
' ' ' . 

• .l'umiuf ~rn11-111tl'1Tim1::;y\1iJ1'li11tl'1TI1,w,n~11.i1i\01'11'u~fi1J1:nrnum,::;1t11-110 

(fflll'ljfflll'll'11'W1'Wl91Wfl,fflltl) 

• 1~ll-wt11-110l1-11i,mtl'lmno ff1mrnil'l11in1.i'1mn:::1rn 11<1:::ilillnuil'l11~ntl'l'l11mo 

1.i'udi,~ 

• 11-1mt1l~il~m1ilmu1-110 ,mfimJm'fo~111diu.,miu11V11-1u1oi1-1V11~~ii1umiu11~, 

• f ,in~il:::lff'U llll'U:: 1will~ulinoll0lfi '111~1111-11l lll!U'Ull<l:::il::!Y ~N<l~l~01fiuirn1'Uf1l'Vl 
'1Ja,1t1mmrn::ll,t1m 

• fonwrn'lll\jnll 

• finil'l!i1iu11tl'1~nm1mu 1i,ntl'l!Ylfil\J ll,~1u 111arnM 

• .l'a~il feedback 1ilJ,~11-1~Mfu1Jll1J'l1lJlU\Jfiflf ~ 1iJi1.::&wn111JlJ1J lflJlU.i'1011iJ11110 
!U'W<11U!i'n~weirrn1 f,in~il::l'lllJltlfl\lll'111tJl'lllJl~tl~l~lJ~lJ!J1J'l1lJ70l-l'lJlllO,l'Wfll01u 

' 
f1 Wamc1 w~'fi1 'H '3.J l~ a'il 1 iw fl1 1't1N1U • 

• iimllJV\?l'll'W 11Jl~'W 

• cl:;1fl,M rnrnrnu 

• 'l/1-Hfofl \il 

• t'1J11ci'rn1u1Jlrr 1JV'1 ian1uu~;i 

• lJtnl lJ'\ll ;i 

• iiffm.b11-l fll 'J~V'i1'T:i i-:i fll 'J~\Plllcl:; fll 'Jl'U cJ '\.l 

• m:;$/v~v½'ui'Wfll 'l'\'11-:i 1m11Jo-:im1~vuf~-:ihni '7 
.=::,, d'4 I \J] 9,/ 

• mmrn11m1:;11iH\i11-:1 '7 11P1 

e: .Jg.1 ~ V ,::i 
~ -:J'YIN'U'J 'ttl'JYl el -:J fll'J itl fl 'Yl~v'I 

"' . 
cvcv t/ 1 g,J 

- i~n A11nnTaru~1-:i'Vl1..11 
~ ' 

- vh-:i11..1b~-:i1n . 
d I 4:11 

- 'cl'el'cl1i'elm-:im'Vlrnern • 
- ~ln~1lPl'UA11:IJiq1icy1~ 

~ a.,~ 

- b 'Yl :IJ A 11 :IJ i'l.HJl?l "1i 'el 'IJ 

110 - bbiifln-:IA11:IJbU'Wil'El'El1,lvi 

,, .., .., <V !'., ' .., 'JI .',I .:, .., 

• Jilfi'ifflllf11llJ<l1J1'1,1'f1'U\l11 lill'Wl0'11l!J U1~1'1q 

• mnlnli>lmm11Jflu1mvimu.1'1utu.i'101ii1111\'Ju.l'a,1tl1-1rn'll1q lU1'1Ml'l 

'.IJ d ,1 .., <V ,1,_J.,::1.., ..;. ' j/ c,, .dt ' c,, c,, .;. • \l1il1lJlJ'4~V\'flJ'Vl'W1il'll'l f1 1J1VHJ'W'l11M1u J vmwnuo::1rn,ff1umnrn rn,,11-1 

• f,1ui1-111tl'1~1\'luaci1,~ il1::uum1il'lm,10nffu~ 1111.1'~10 

Yd .. • •,'l, .. J!,q > •" ,i " • \l1lHl'IJO'Wlll'l'l1lJlO'l1rnlN11'W~-alJ 11 ll'l lilf11llJ IJf11'11l~l'lllJ'111;1f) 1101mwmmm rno 

um:m~1ei11111~ 

• il,:auouWoiunmimu u1a m ma 'lli.mu .i'a,a~lunrnueium1 1~0in11 

nn:l'l1Jf1l~ln1l'Wfl1Jf1llvil,l'W 

• m11\'l1-11YlJl'lffi'IJtJ~j'f)JlfllJl<l'IJl'4f11W\l11111;1::tln1J1'11111ll'l f1l mtt11i1::1l'lfl1l'W l'Vl17::~l'U 

rn'IJ1q 1tl1-11i0~'\Ja1 connection 1~a111vim1-11.1'1Jci11il'li1::i\V1limmrn::1J::1.i'11oufi1 
r11-1rluvimulJd1~11 



""' '.lJ'.lJ';lJ el-;J6l.lel-;JH16l.11'W fll':i U1 'Ml 1 
q q 

,1a11i'l-um.~1rn11a1Ji11-u 111J1Jjrnrnm:101Jf 360 01111 
1~1Jl;j'Uliff~: m,~v-ujlil'i-u ~nl\'1JV 
11hJijmfi~~:~u-ujril1J1~1J 1m:1tl,ii'miliru: tl1 mhli1.i11i'l1-11l11~111ul'1 
1i.i1Ylvniw11mi1tl'1-uw1fi1t!-u 11.i•ij: ,1a1iif11~mm:olJn'Ul>ftmamrH1-umru~ 

~11i'l-u 
1\'J-u,,-ua:,livmomrnu 'li11nom,i 

ij,J~ftii1fu1i~;nur~au-i11J-'.J1lJ 

CTv-ujiinv1ijflO~a1mv 1~a~:1,1lim-u'l,i1Jn,101m11ij 

1rn:j-:i1m,ij:li1a:'h1rla 'h1ia~11'b(know how to handle your boss) 

' 
't'lfl'U~vh~ 9 TI'i11&ilinh'l-'li11rn'IJ1'1lfll1 

(Essential Skills for Secretaries) 

V 'J o !I/ 
YI fl'"~ ! 'U fll 1 lrn 'tf '1-Hl 'IJ eUH1 

qJ 

1 ,, ' o \JI + V _j < 
• J11'il:::lllli:f'IHHl::: 11 1i;JtJ1l1:::'1'-Hl 

2. 

► fffJY1'>1Uil!:IVIJvl'UiNdv~111mvo111 

► v1vv1iiv1Htfom1 m~1h::1iiu 

,,v 
J'ilflllll'J 

► mrm-'.11~ eJv:!•1ffJ mniJtumn 

► nm11:nn:: um1rJuf}iJKnv111::vdN11 r1o!fvu I mv'fonn I fii I 
!l'V1U1) 

•!• ur1'l.i1(Jlm:iliu111t11h1 ~Jl'rtlS1J1:i•~, un::: lSuu.'.fi·1t•i)\1nm10vr1mIHfi:Y1·ud·"1t)tufHni:,.11u11'1f\'ti*1 

1n'\l11 iu'iimfo~J1u;1 t11u'\l D~f}ru1'fhmuo!J 1~11'4111rn::111frro110::1; n1rii111ni nnui'.hunm111u 1~0;;~::ifo11fl mio4f'1 1tHLM.iM un::1gu.r1 
1tt'1?11i 111,1"/i R~11n~~J1un~1 "n11m1" ~Ao ·mm 111" ('\l\/rl\O\IJ01w!1u ll/ljtu ,~o,im111ml'1hn'umnmm111~-..u~1i 111wfiii.io;i1F)ru 

•!• 1h:::,ih1i11u,1-:1 ·111111-1u.Oh.1 w1::; 11ff'Hl'l101'l1Jn.Hlqm1rn 

a4i\f! rull~Ui 1AoY11G1 ~,fa,u 1l•ffi~1tu 1huR° 1~U~lllm11ij~ lf ll1U111 rihmu 1'lU:: 1,iM' 11lomi1 nfo1J;i1!.itlo lf!n 11flrniu l1iM' 

•!• nrl19ro,:Ye-i.nTl-y1t1 

Li'!1ll"I ~"n1n m~1 ulif,lrnwll~11J~~tnnutl11i'U110H lUfi 1~ 1 1~11'1 1::'61 J~1m1n n ::tlnii1T1i 1hi1i1'1l111oi 111ii 1f}01l::nuwmilmll,.nwf11 

iJ~'H 1~1ri.i'1umii11l iJ~'HlJll~t:;: rl'ouml1Ju 111 u1ru1uM u1tn1u 1f!ru1::1'tlum,riY1111Hiiuf!rult111n~!)'R 

❖ 11lUiosCT,S'iUl!lf!tlllifllil 

1n111., ;m1i'Ju~'11fn 1 H1LI1lrl1.f uw,::1tmiu11 i1 10rnav1ri"U1l 1u w 1unnll11i111mf1vn'1Jm111iiA11orn m l,f11om11 u1"U"Uri1u.i111it111 Mui 1u lUflN 

fl0'Hllll'llt11fU'l'll 

3. 

4. 

V "' Vlfllsl ::l'l'U:jHI 

+ 

l 

i111s1:m~rnr1ilr1 

'llfllsl:;!11Hflll 

llfllJ:;'Vll~lj'lfi'il 

n111s1:fll'lll~fll'j 

l 
f11llJ!tilJ~'W1 

nnunl'U,Jt\/111 

mrn1111'l~11.J 1m~rn'l . ~ 
fllrn',l~'VllJ 

f11J\'11~11.J'l1ll1f1'11ll10J Ull'IJ'IJ 

nuia,m I m 11:1 v11-u~'1!ll'lf'U 

m;i>'\v1.imh:;m1.mwi1J 
mu:m,mn, 

"" "" V ' fllHi\'ll'UlVlfl'IJ:;,tllJ\ill~ '1 

QJ G) 0 ~ 

'Ylfl'U~ ! 'Ufll1Ul!'tl'Uel'IJeUH1 
qJ 

'i/OJ ~ <=:t 0 

J'ilflliHlfll 1'1 l'l'l'il:::llllfflltl 

► 1i11111v-:id111 liv-:inmmnunn1v 1u 

► 1u1111v~riw1.Y11Mu 

J'Oflfll'al~a!l,;fll'l;!i;J f111fl fll'al11'J1Jl11'J-:Jfll 

► 1U)JvldeJmfJvu luil1::1ii111uM )Jv1Jf11iiwm 

► Ufum 1m rhv::11 rf1nu 1iv11 vdn11 



.-.cl O 61 ... ~ 
G1n1'Mi nTHll,'Yl'Yl1 t Vi tt1 m 1 ~1 

1. m ·nam,n71n1Pl'il7fi~'l,I, 

. . . 
2. nTnihn 1,nrhn1P1'il1 m~1u'1iim~1,hll'J5 

3. n7'ilam 1.i1rhn1Pl'il7 n':jfin7'i 

4. n7'ilat111a1r\1n1P1'il7ni,Lu'1 

i-1 -=- a,., 0 a,., 0 ci., 

'll il l>l'll il'1 nT'i'ill?la1l?lll ff113J i.'l1A 11J'll u'1'1TM, 

1. 1~'1'17'17'1,1,~ii~173J~7Arurii'IIPlneJ¾ 
~ ' 

2. Yl7 'ltXi'17m'inYia.i l'n i'lmfi~'l'l3Jl,l 'l tX nu'17'1,1,'17m,'id'1 
' 

'l"~rn::: LIPl~rn:::'l'ld.'1 

3. Y11 'ltXY17'11" 1~e1u7'1a'.i1.h:::i'Ylfim'Vi1P17a.i n1'1'1'1,1,IP\ n7'i 

_'I .. .:: 1" 1--~ "" ='l " ' 1" ' "' 4. llJ7'1'13J7U't11Pl'1 1.J::: 1Pl'il.Jn71i.l!]l.Jlil ll'l~61'1'1 IPlelU7'1:IJ 

1.h:::i'Ylfi117'Vi 

f) 1'11 l·U!f-ll-! .:J l l! 

iia m~u1um11>i.iihlh11-uia~rm.'i11ih.1nu 1rn~fil'1rn.i'\l'u,1ounuuou~ 

IV!ll iir~l'U1J ff'Jll'IQ U'.i~ ll~fi 

a~~vi~n1~ri, 

1 , \l,il'll'i1Uf1lrn'U1'Ull~l1~l'U ffU,il'\1 ll1fll~ll'\l 

2. fi11rn.i,~v~nm1'Um,1'11~1'\l 

3. Olll'U.iJ'Ul'l ll'\llrn:::11irmuiju~ 

4. 11.imvhm'U 

1 iim'j11'1 mmt 1~10 u1'1ij1h:::infim-w 

1TinT'i LEADS 

!L'iln!l!J..Jn,m:n3Jn~:::,;fo,1r'i1 (List Activities) 

1.l:r:::mmiw1n~:::l'ff (Estimate time needed) 

·f,11,,rnhV1mnun~a.i1ii'm,1fi,1w1 ii (Allow time for 

unscheduled tasks) 

fl1VIU'1J1,1~11mwtt1A~qf"ll€NJ1U (Decide on priorities) 

wn'i/W€J1JJ1Uimh,1nw"lleJ.Jfu (Scan scheduled tasked at 

end of day) 

fll'Hl'~l~il'l-!'UUifiJ'W'l-!'.61'1-!fll'jflHl'I-! 
q 

(Better Working Relationship) 



Llb1n,!JW/1Ynf,1 

IIM1l<fJYn&JNfJ1L£1Lrjh ugf::a~!WN1f!J11p11![, Zl1LJ1t,JJL.LJWL~ l, llllf;l l, L1JJ1tllf} 

llljf1WnWUL1gfuwt1(tt L//,1 /lLfln,!Jn,!J(tLW!JL~HULfA,L0ULfll 'llLf.lLnDIJLftJ.'LL!ff!!; 

L1Jt1t,J@1J1Aji@1:@fi'W/J1flLLJi'rrn1:11::&~n@R,::1211 bNf"!'.LDlLf1, 

u/t1111,@rn r.wN,t,Jlfttnu. &11tJlt,JWtWft
0

1rtcmrnn::Gu~@Jl, :uwr.nwuin@Jt /5 I? I l, 'a rD I, J I$;, f' &;/-015 I, 

':,],tLfA,1!LUtllJLMfo!JM,!JIJl1t/lll,t/li1f"11tf!%'L 

L,nl"1111pu~(ll<llflT::1wu L, 1,ap L, u;11rnfllljllLflG!flWLfll 'ClLT.1LnD11L1t%'lL!'I!!; 

ll@f1U~fl"'llWZJJf./Lf.t@ll,t@~1 

n11:11Lm11,1m ::Gu1,1 i,iuci,in.i nn1Na@uuui,iinu:w guuu11unmt!t :I, uinn I, 11@~1 I,' ,.g ' h ~ ,1:/~'1 IP I !"' t, /' ,., !"' IS I f" 

W#7riLWtllMapn!J1fo! l, 1"L (1fl.lJ1/lffelltUtllfllfl,1J1rtWLIIMLfll 1"}YtfY1 

tLprm11a1::uiL r,J(J~,[l flfl::UH!f!Ll ,!l J,Gf!U ,!Jill IJ 11(J1J.il np11u UL Ji 'lllf.lLnJlllLrtY,LL!'I!!; 

t/J~ln@/l,ftL f.LDU@lltLt-n@/l,ZUllnl1!JIZ!./JUn,!f"'!!"'!! : nmmmm11a1::!.Lfl 

: l1L~L,ttUtl(~Qll,lW!:::q1~Lp!KJ l nuiu11r::r.flU&Jl,J(IN,,fj/lt,JjfO(;J/:@/l,N,LNJ;f,Ul,!I 

lrt~t,JUZUl/t,J(,/t,l,j/ftLWt,J/!'L/1,ff;!lL!f"'Ll'~ 

,:in,mimrni::wturrt(Jf"'lt~ 

:t1,Ltlt1,UtUf1tlUQ IS n ,.., • 

ltlt-utl,,l,tl,,l,Q~l11 lfl,lftltlml i1i ro , b ,1; 11 l!l 

tl@t:lllll,lttll,t-@llUllUl!t:mil tlttillrl,itt,Y@ll,Ll! • 
flfi , ni " , " b f o 

~I UlfJ@tl,@tl,l:JIA,t'.IHti 0 

"In if f" ;:'l!i b 

l'.-IJ ~ 1~ ~IJ M, 1~11Ll: 1~@1l, ~!, li~LlMtLUl~IJ M, 1~11!J,l!J !JI'.-~ MHL ,tl lil'.-,!i 

~@n,~!,H~LYrtLrnrtLl!l~tl!l~L LHihJ:l11,UJmLLl~mm!J,1l!litrtLrn@n.11,1Lti 

1mrtLmi:1L~rtLLY1JLrtlitlf n~~~IJLf'~Ltl!,IJlA~@~@rto1,11~rtit1L~U~LfU~ 

M.Wtl IJ,n@mi: l,til L i,w L!J,~c, tlLNJL m@n,y~ .11, ~i: flL i;m~c, l L,[l,1Lt 1~ ~ tl,i4 

tllt-ttt!.tl@Mi 
• \r 

IRtlllH 
" 

n~u~LMWNm 

ttYmG1~YLG1tt1 lllf@t 
0

S ,1j lfj t, t!i .I In. l'b ,1i 

t-@Jl,tll~ilttt_l,mtf!t-@~lLtt@~lrl,~Y@ftk 
0

'7 

tlttLUttltYt-OU@@t-~.l'!illA,ttttu~bMt-fll:!IUl'!lrl, 
0

£ 
l'fi l'fi F ~ '=" ~ J::o" 

l'Otttl@ttL~m 11.~illl@ : @ttmn@~.l'!tt ·z ? ,-Ill ,g l ' t7 I:>' 



ftL@£U1Jt.ll"'f!':::&i,rnnut!}tJft{Jtf.t:::@i~Mr"'JJi'LMLlfftf!,lt-@ttor.im.a:::&rn& 

am"'nm1 Ul,llt-@11:::rurrn&@MIJMrl,l(lllUYftLt'IJLftUl,!Lt-@mrni:::a11ummr.imn,u&f4,M,N,!1, /,?;,, "1; I, f I I::> F' r I~ • 

r11,11/Jrwrnurni'rnn, • , ' ,., f' " 

11fltLWl1.fJTµgf'r@_Q, • 

t,/jnJ:::murnyurngf'r@_Q, • 

l, tLW/tlNIU!UUta!Jf'rgn, • . ' ' /6 

L, tL,Wf.LUtWI rnn.ww2ut~!}11Ji'rG_Q, • 

tl.!-1 mt.u!ln.ft],t,i!lrl.,!JHn,~1:::~rtN tt1.1T(!L11,1~tLk1~tlli't!l.(l,!,1 ~trn~m@,ti 

u L rtmt'.rt,l) ,11 t lli't!l,ll,f. Lil @¥:::~~rt!l k M.tl.LtL,ti,Utl(L~~L mt L~~ Oi'J1~1!1rtLU.t!lll,t!l ~mt 

iUOos ssoq Jno J.O 
O=lOlld .1a~aq aneq ll!M I 

t f(Ll i(lil:::uN ltlt@l}1t@rt:::tm 1;J1J1?1:;;g111;1}fl, n~i'JG£1L/Jl1.LHJHWjjfll, ~LrtJJt(tti! 

,i.11 nafrr1,nn11 l, rc;;LUUtWI t_!,ll;Jf];1L/l,1N11,JU,!JldltLIILIIMLpa 'GllJL/1.DIJLft);!LL!'f!!; 

wwmtt,J/1@fl,ftL:::1lllNt}}µNf1@1:-fif.1AfML"'!t:;;G~!tf.1,JEN11f! b ftULl;JLt-~llf£ZCI 

~ i~uurn b Nf1!Uf!l"'!tmw:::1J11ur.t-@fn@M}i'Jf.Wniuimt2t1JH :n;t-~rnLNµutu 

(@f1!J 1, nuium:::f.{lf!t,Jt,Jn,nLa@0irn&1:-@11,mt-ty,ut,ti 

@rtmp@IIL,IJ1tii.:::f.(1,L_Q,1Lrt:::aU,!ft@1T1Jf.:::m, 

tewtp Uf.tgro1mLH,U:::Jfl @~mi MW!};UJi:::f.(1,!JtLp@};'h 11LH,l/41JU/tlJJIOYLf/J!JJ,UYL_!,l 

11! fiJJ@g;1tLU!J(Ct:::G!}Ut11:::f.(ll1.W}Ll1 t@1tf11,!!fj,l11P.!Jl:;;f.t;J : GllJL/1.DIJLftJ;!lL!'!};f; 

, ua:::a:::r.@~unn:::a:::r.ni1nn/Jnt@1nu,,,1r;-ntur1t1,,,@r11na@f:::outt:::m1b NM 
,.,. ,;: f,&.;o:,r tlif" ","""' j tli n j 
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English for Secrernrfal Work 

em.i;ra;tfrrtn rn-iiffltpt 

Writing English Emails 

What are the reasons for writing emails? 

• Making appointment, 

• Requesting information, 

• Making an invitation, 

• Accepting or refus ing an invit ation, 

• Apologizing for any inconvenience, 

• Acknowledging the information, 

• Making a complaint 

• Providing informat ion/informing 

• Asking for assistance 

• others: (please specify: _ ________ _ 

Match the following sentences with the purposes mentioned above. Write the item # on the line. 

1. I am writing to let you know that our product can be delivered on time. 

2. I am writing in reference to the upcoming faculty meeting and would like to invite you to speak ... 

3. I am writing to report an issue that my department has recently encountered with your service .. 

4. We regret to inform you that we will not be able to respect the deadline previously agreed .... 

5. I am writing in reference to the current situation with the Open House Project. We have a 

number of questions .... 

6. I was wondering if you could do me a favor. I have finished the PowerPoint slides for the 

presentation, but I need to have them checked. Would you mind having a look at them? 

7. I am writing in reference with the annual meeting on Tuesday 7 June 2022. I would appreciate it 

if you could come to help provide information regarding legal issues ....... 

8. Thank you for the invitation to the Open House event on Tuesday 7 June 2022. Unfortunately, 

due to a prior commitment that I am unable to change, I will not be able to attend the event... 
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Formal email format 

~ 
L Subject line 

\'):. \~ r;:;.::,::.:..:iq-s.' 

f-., ~ $ 

Source: https://b]og.appsumo.com/business-email-examples/ 

1. Subject line (clear, specific, and to the point) 

For example: Meet the new Head of the research and development department 

Submission of a New Year party proposal 

Apology for QA report delay 

Practice writing the subject line 

2. Email greeting 

2.1 In case you know the name and last name of the recipient 

Dear Mr/ Mrs/ Ms .. .. ... ... (Surname of the recipient/ or First and Last name 

e.g. Dear Ms. Phongisirikul, 

Dear Ms. Marissa Phongsirikul, 

Dear Professor Mitchell, 

2.2 In case you don't know the name or last name of the recipient 

Dear Sir/ Madam 

To whom it may concern (more general) 

Practice writing the email greetings: 

,, 
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3. Email body 

How to write the main part of your email: 

3.1 Always devote one email to 

one topic 

3.3 Value the reader's time 

Practice writing the email body: 

3.2 Explain what you are writing 

about 

3.4 Make your email easy to read 
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4. Formal email closing 

In this part, the writer must tell the recipients what he/she wants them to do. It is necessary to 

include a clear and specific call for action by giving details what they need to do and when they 

need to complete the task. 

e.g. I would appreciate it if you could let me know by Tuesday 7 June when the annual 

report will be ready for proofreading. 

I expect an email from your company by Tuesday 7 June to inform me how you are going 

to resolve this issue. 

If you could reconsider attending the meeting, we would all appreciate it. 

Practice writing the email closing: 

5. Signature 

(ending the email with polite phrases and then putting your name and contact details) 

e.g. Sincerely, 

Best regards, 

Yours sincerely, 

Kind regards, 

Yours faithfully, 

Marissa Phongsirikul (Ms.) 

Secretary of the Research Department 

Tel : .xxxxxxxxxxx 

Practice writing the signature: 
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Practice writing an email 

Situations: ______________________________ _ 

Purposes of writing: ___________________________ _ 

Recipient:-------------------------------­

Outline of Body Part: 
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Englh,-11 fin· Sec1·eta11·a1 Work 

,<:"3, ,~ 

flff. vl'.i.JJ'.ii;ft'f? 'tVWfl'.iflil . 

Is there anything that ivor1ies you 
about your job? 

:·-·· :H.:M ;-;:· ·~ .. ,,· .. 

ry 
(

'I ., 

.,lure 
- HI.it« ;;tP'i 

- 1 1· 0 ,r, WO RRY 
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What makes you proud of yourself 
about your secretarial job? 



What a secretary needs to do 

• Organizing files 

• Preparing docurnents 

• I\fanaging office supply inventory 

• Scheduling appointments 

• Writing emails 

• Welcoming guests 

Benefits of Filing Systen1s 

~f 

i 

Hovv to create 
an efficient file stystetn 

-~)~,;1c1rn_,:J).ttp}:0~;\\' '-0,'. Ul Y\:\'.£fV;.kfo .. :~'-&i.~.l~P/'.-l,Itidr,/bu;•in17~:'uru.Lrs1'A1"1di.nr:;- G.h:~ 
\Y5!.~'.m.:.n.r.:.mag.<;J:nrint .. :I~.:.J:g~;DtK.tlA::.~!,'.f,'.f.\:'L1ttb.ttn 

How to manage the two systems 

• By ...... ... .. or 
category 

•By. , ... ... .. . 

• Having standardized ...... . ... . 
• Creating .. ""' and __ ,,, ..... . 
• Regularly increasing the 

.. ... space 
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lln\v to c:1:eate an efficient systen1 

Create c.leM file 
names, f"l)dcr:--, :tnd 

:-:.ubf<)klc.r:-.: 

Understand how 
people look for 

files 

i:;1iod11t:e files 
of greater 

importance 

Protect the 
security of files 

To make the data entry process smooth: 

1. Remove distractions 

2. Assemble and 
organize data 

3. Work slowly at first 

4. I7ind repeating information 

5. Check your work as 
you go 

6. Save your work 

Spreadsheets: Excel, Google spreadsheets, Open Office 

~ \Vhat types of data to collect 

4 How to select the most 

* Who to help you provide the data 

4 LI.ow to store the data 

of data 

Su1runarv: 
,/ 

benefits an effective 

~ To _ ______ everyday process 

• To _ _____ the needs of employees and customers 

e To use ______ helping managing a lot of data 

~ To have ________ and accurate data available 

~ To ______ the information and to ____ the access system 
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f-lo'\v to " rd te form al emails 

fr,n m l-t, nuil, -in:J::111, lrnb 

The rules for writing formal emails 

a dear and precise message 

,. Style: being concise with short sentences and a simple structure 

"' Courtesy formulas: cultural matters, paying attention to forms 
of courtesy and gratitude 

• Check the email: double-checking what you've written for 
grammatical or typing mistakes 

· . ending with important .information about you 

Subject Line 

* To give a clear and precise message from the start 

How??? 

,. By indicating the content or reason for writing 

\\/hat arc sorne contents and reasons for \Vtiting? 



\Vhat are some contents and reasons for wdting? 

Requesting information, 

Responding to a request, 

l\fak:ing an appointment, 

Confirming an appointment, 

Making an invitation, 

Accepting an invitation, 

Apologizing for any inconvenience, 

Acknowledging the information, 
Complaining, 

Responding to a complaint 

Giving feedback 

Thanking 

The format of the email 

S:t(;fect: Veu· ptodu,:{ f.'(<fo!og<ie 

Dan· ;\},:... Chapman, 

Fof/r; ;,·ir:t J'r)m r:.!qi1<!sl. w:.1 l!avr! r~·eer,!(P S {t;11 )"Vii om· 1! e11· u1frd0Jwc, H'e iirc ,:;,;;-:nn; .. -ed 

! !lwi f : ~d!! :.!)WfJ!ii yc:m tv s~·e ilw q1wfi1y c~/Oi!;· ;;i·(uhic!-~ . Om· !ontl age:i/ wi!i co;iwc·t _1·1m I :~~•;,;~,,::,;:;~''.:,'.',;',;:';;~~~:;,, ';;i'.';!l:;i;~:::::::,'.'.': ;::::;;' 01; ,,, vrde; '" dis,;,,,; in dd,:i! ho" 

'" F 1)t_fin ·ii1<1t in;hrm..rrwn. p!e,l>'!! do 11m he-;ifai.t' ;o a;:uact NS. 

Yvw ·s sii1u-re(,:. 

English is very concise and favors 
simple structure. 

* How to make it concise 

sentences 

• Break the text into two or three paragraphs 

• The readers quickly get to the key points 

1. Subject line 

2. Email greeting (Salutation) 

r-»:r, .... ,,,.,:>'""''~·,m, ... , .. . , :•",~· ,..~,,,,;>. $"".' "' ., ... """ ,.,1.,r.,i""· w.,~,-~ 1,,.,,.,,,_,_..,; 
/1,ai ,1 ~-, ;; , C'" i~ ."'" Ir• .,.:e •i;~ ,1,,,,/t;,· ,,.·,,,,,.: ;>J;:,·;:. ,), .. - !.,,,;,' ,, ' •' 
.'<'<'·, ,,. t,~1,,,:,~" ..,,,::::,; .;:; ., .!,;;· m;:/ti~;~ 1)•,,, -'"''·' .,.J" ix.,,,!~- ,,,,li,,N, /,; 
r«. i,rr-<i.w>, .. : •.. ~<', ··'"', " ... ,rw , ~ ... ,, ... ,· . ., ·,.iJ 

a 
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Business ·• 
Em~IIWriting 

Writing English Emails 
What are t he reasons for •Nriting ema:is? 

• fvtal<ing appointment, 

• Requesting information, 

• tv1aking ari in-; itat ion, 

• Accepting or refusing ar: invitation, 

• Apologize for any inconvenience, 

• Acknowledging the info rmation, 

• Ma king a complaint 

• Providing information 

• Asking for assistan(e 

• others: 

.'i .•. :; .. : ",,:· .·,>._. · J,·t.,. 

:J · c ·.\1. ;-,,,.,. • '. 

JI " r ·;1;·<!; ·_, '•;!·,,.1, y,,.r i'·N u ,· ;,-··•.:,A!' · !:··•c •,~ ,-•~!J<<"i rfy, ,1 ',?. ·• ·.,,, p,·c,-:,,y~·. r,J,' -~ 

_:-. (,,, :· --•-,·- ·•·_ · ,f_H i/, ,;,"u;• ('II", ,!':>;'(, ·.,.,_ , ,.·,.,:,,.f ;;l Ir:'• , · f'•:;I ;I--,-,.,. ., ,• ;•;,,··,•• .•. ·.,.._,::' 

<••L •'•· . ,, . · :,.,.,:,_ I' is•t I, ,. ; •1 t~d '• >11.; :"·/ , ,;" _,. a:,J . -- ,, -i, ;,J:u•• d•;-1; •, 1• ·1! .-.-;;"tr , .,, y,>:.; 

11-,J-.-, ·,_,,.,_.,,~.--•1;.', .11.-yt,; .• ,.-_.·m,:,;J; ·,-;-: __ ,. 

'' 'e•;.··· · •--y·:- · ··•••a.•<,·.,:,:;,•i. 

/,' .... ,-,_J!/ :~ 

(please specify: --------~ 

Diffctent types of email writing 

Requesting information, 

Responding to a request, 

Making an appointment, 

Confirming an appointment, 

Making an invitation, 

Accepting an invitation, 

Apologizing for any . . 
mconvemence, 

Acknowledging the 
information, Complaining, 

Responding to a complaint 

Giving feedback 

Thanking 

y the p~rf'O.~e~ 

Match the following sentences with the purposes mentioned above. Write the item# on the line. 

1. I am writing to let you know that our product can be delivered on time. 

2. I am writing in reference to the upcoming faculty meeting and would like to invite you to speak ... 

3. I om writing to report an issue that my department has recently encountered with your service .. 

4. We regret to inform you that we will not be able to respect the deadline previously agreed .. 

5. I am writing in reference to the current situation with the Open House Project. We have a 

number of questions ... 

6. I wos wondering if you could do me a fa vor. I have finished the PowerPoint slides for the 

presentation next week, but I need to have it checked Would you mind having a look at them? 

7. I am writing in reference with the annual meeting on Tuesday 7 June 2022. I would appreciate it 

if you could come to help provide information regarding legal issues ..... .. 

8. Thank you for the invitation to the Open House even t on Tuesday 7 June 2022. Unfortuna tely, 

due to a prior commitment that I am unable to change, I will not be able to attend the even ... 
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For example: Meet the new Head of the research and development department 

Submission of a New Year party proposal 

Apology for QA report delay 

Practice writing t he subject line 

3. Email body 

Hc:iw to make write the main part of vour emall: 

3.1 Always devote one err-ail to 
one topic 

3.3 Value the reader's time 

3.2 Explain whar you are writir.g 
about 

3.4 Make your email easy to read 

2. Email greeting 

2.1 In case you know the name and last name of the recipient 

Dea r Mr/ Mrs/ Ms ......... (Surname of the recipient/ or First and Last na: 

e.g. Dear Ms. Phongisirikul, 

Dear Ms. Marissa Phongsirikul, 

Dear Professor Mitchell, 

2.2 In case you don't know th e name or last name of the recipi ent 

Dea r Sir/ Madam 

To whom it may concern {more general) 

Practice writing the email greetings: 

4. Formal email closing 

In th is part, the writer must tell t he recipients what he/she wants them to do. It is necessary to 

include a clea r and specific call for act ion by giving details what they need to do and when they 

need to complete the task. 

e.g. I would appreciate it if you could let me know by Tuesday 7 June when the annual 

report will finish. 

I expect an email from your company by Tuesday 7 June to inform me how you ore going 

to resolve this issue. 

If you could reconsider attending the meeting, we would all appreciate it. 

Practice writing the email closing: 



,: ~ 

-1 , 

5. Signature 

{ending the email with polite phrases and then putting your name and contact details) 

e.g. Since rely, 

Best regards, 

Your s sincerely, 

Kind regards, 

Yours faithfully, 

Marissa Phongsirikul (Ms.} 

Secre tary of the Research Department 

Tel: .)XXX.XXXXXXX 

Practice writing the email closing: 
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