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New Employee

Do | need to punch in and punch out?
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Supervisor:

Yes. Here is a punch card.
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The punch clock is by the door.
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New Employee

What are our working hours?
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Supervisor:

We begin work at nine, and we get off at five-thirt

ST P2 R N

New Employee
When is our lunch break?
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Supervisor:
Lunch is at twelve.
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There's also one coffee break at ten-thirty andremat three-thirty.
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New Employee
When is payday?
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Supervisor:

Paychecks come out on the tenth of every month.
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New Employee



Where can | get some stationery?
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Supervisor:

You can apply for stationery at the receptionigésk.
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New Employee
Who do | report to?
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Supervisor:

| am your supervisor, but you will also be workingh Ted Green.
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New Employee

Can you show me how to use the copy machine?
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It's in Japanese.
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Supervisor:

No problem.
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Put the page to be copied facedown, close the cover
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and then press the green button.
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New Employee

How do | log on to the company intranet?
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Supervisor:
Just type in your user name and password here,
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and then click on this icon.
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New Employee

Is it possible to apply for new software?
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Supervisor:

Yes. Just fill out this form and give it to the adistration department director.
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New Employee

Can you show me how to put paper in the printer?
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Supervisor:

Oh, | usually wait and let someone else do it.
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Narrator:

Liveville University's Student Association plan<id activities for students.
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Today, the members will elect a new president.
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Denise is going to tell them why they should chdose
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The OId President of the Club

Everybody let's hear from Denise Harrison.
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And please feel free to ask her questions.
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Denise:
Hi, my name is Denise Harrison, and | want to beegwur new president.
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Today I will tell you why.
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To begin with, | have the experience needed tahmarstudent association.
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In high school, | was president of the Foreign Laage Club and vice president of the Sports Club.
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In addition, | was secretary of my school's Arti€lu
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Sam:

You do have a lot of experience, Denise.
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But can you tell us what you did in these positions
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Denise:

Of course.
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As president of the Foreign Language Club, | plansgecial events and organized bake sales to raise

money.

In the Sports Club, I helped set up sports matmhﬂ;rsother schools.
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I'm happy to say that these activities were veocsasful.
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In the Foreign Language Club, we raised more tleaprs hundred dollars.
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We used that money to set up a small library.
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Sam:

That's great.
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But tell us some more about you.
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Denise:

Well, first of all, | love organization.
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| can't sit still if something needs to be orgadize
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Second, I'm a hard worker.
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| can't rest until a job is done.
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And third, I'm a people person.
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I love working with people.
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Sam:

Now, here is the question that is on all of ourasin
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If you become the president of our association, ymiu plan study events, or picnics and barbecues?
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Denise:

Oh, picnics and barbecues.
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Students already study too hard.
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Sometimes, we need to relax and have some fun.
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Sam:
You've got my vote!
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Narrator: )

Tony and Carol are relaxing at home.
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Carol gets up and turns on the computer.
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Tony:
What are you doing?
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Carol:

Well, our vacation is coming up.
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| thought instead of using a travel agent, we cqldeh our trip ourselves.

FYR IS B AL PYIES P e IR A

Tony:
What? Do you mean DIY travel?
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Carol:
Right. We can do everything on the Internet, eveokiflights.
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Tony:

Do you think it's safe?
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| don't trust the Internet.
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I'd rather deal with a live human.
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And besides, it's probably difficult to do.
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Carol:

Don't worry. Do-it-yourself travel is easy.
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And it's safe.
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I'll show you.
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Narrator:

Tony looks on as Carol surfs the Internet.
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Carol:
Check out this Web site.
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We can enter our travel dates here.
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Tony:
And we can see the flights that are available here.
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Carol:

Right. The cheapest tickets are at the top.
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Tony:
Hey! And there are some links to hotels.
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Carol:

And we can buy travel insurance online.
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I'll click here for information about traveler'sestks and visas.
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Tony:
Wow! Is there anything we can't do online?
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Carol:

Well, there is one thing -- pack!
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Alec, the manager of the sales department, hasdcafi important meeting.
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Great news, everyone: Last month, we set a news saterd.
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As you can see from this graph, July brought irr awe million dollars in sales.
fﬁf’\l"ﬁ‘J‘J @iﬁ%ﬁﬁ%'?ﬁ?ﬂ = E] 55 E (R Jéﬁj SEa R ll}”f - That's a vast improvement
on last year, so, well done to you all.
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But let's not get complacent; if you look at thigadt, you will see that, although we're currentating
all the other branches, Bayside and Glenview afg on our heels.
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Now, let's look at individual performances.
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As you can see in this slide, all the salespeogléentheir quotas.
FEEIRIEH, B TR E] > 2 AR TR A PP -
As this pie chart shows, the top salesperson ywak Terry, who also achieved his personal best in

monthly sales figures. Good job, Terry.
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The only dark cloud is expenses: they're way tah hpeople.
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Sales are nothing without profits, so let's keeyaon those costs.
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For your hard work, you'll get two rewards.
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The first is a bonus, based on individual sales.
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The second is a new set of sales goals.
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We surpassed them last month, so I'm sure yosditd the challenge if | raise the bar a littletfas
month.
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Congratulations, everyone -- now let's get backaok!
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