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 Greeting visitors
* Making visitors feel welcome

* Making introductions and getting started

* Welcoming a new team member
* Introducing one’s work environment
* Informing of company rules

* Asking how someone is doing

* Answering the phone and connecting a caller
* |dentifying oneself and being transferred
* Taking and leaving messages

* Rescheduling a meeting time

* Asking for leave
» Working overtime and covering shifts

* Discussing company benefits

* Planning a meeting
* Writing a meeting notice
* Reserving a meeting space and supplies

* Writing the meeting minutes

* Informing of meeting details

* Making video calls

* Dealing with problems
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» Writing to a supplier
Business E-mails * Replying to an e-mail and giving a quotation
o0 * Asking about payment and delivery

* Answering customer questions

Traveling On * Informing of an upcoming trip

8 Business * Arriving at the airport

LN NN * Checking into a hotel

Receiving Foreign * Picking up a visitor
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. . ¢ Asking how much things cost
Negotiations , :
12 ° * Asking for a better or lower price
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