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About JAPANESE FOR PROFESSIONALS

Japanese for Professionals is a textbook specially designed for learners who need to
communicate effectively in Japanese in real-life business situations. Learners should be
familiar with at least basic Japanese and ideally be at Level 2 of the Japanese Language
Proficiency Test or its equivalent. As a rough guide, learners who have completed volumes 1
through III of the Japanese for Busy People course and Reading Japanese Financial Newspapers
(compiled by AJALT and published by Kodansha International) will have an appropriate level
of spoken and written Japanese to begin this text.

When compiling the materials that make up this text we defined “business” as “any
activity that is related to the work of an organization or its objectives and performed by a
member or members of that organization within the same organization or with others
outside the organization.” Business, therefore, is always based on interpersonal relationships
and as levels of formality in Japanese change somewhat according to such relationships—both
insider-outsider and vertical hierarchy within one’s own organization—the professional
should expect to use keigo or honorific Japanese. Indeed the success of personal relationships
is widely seen by many Japanese as been a prerequisite to corporate and business strength,
explaining perhaps Japan’s cultural emphasis on “harmony” and “respect”. So much so, that
the Japanese professional will often avoid affirmative language in favor of indirect expression
when communicating in a business situation. Taking these and other factors into account, we
have collected together in this text the essential phrases that are universaily used across all
industries and presented them in a way that encourages practical language acquisition.

THE STRUCTURE OF THIS TEXTBOOK

lapanese for Professionals is comprised of seventeen lessons. In the first two lessons you will
find an introduction to honorific Japanese that can be used for reference thereafter. From
Lesson 3 we present expressions and phrases that are thought to be indispensable for
business on a functional and situational basis. We have chosen to have independent
characters and settings for each lesson in order to present a maximum number of business
situations. Lessons 5, 8, 12, and 17 are special lessons to help you review expressions that
have already been introduced. Basic information about Japanese corporate culture,
management, and employment systems can be found in Lessons 13, 15, and 16. Finally, at
the back of the book, you will find a List of Essential Expressions and two bilingual glossaries
of all the new vocabulary included in this text.

The Structure of Basic Lessons

With the exception of review lessons and the three lessons that provide basic information
about Japanese business culture, each lesson comprises the following:

Opening Dialogue

A short paragraph that precedes the Opening Dialogue provides key background information
that will further your understanding of the dialogue and increase your awareness of the kind
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of business situations where you could actually use the expressions introduced in that lesson.
These expressions are numbered for easy reference and sidelined when the dialogue is
printed in vertical text and underlined when in horizontal text.

Many of the dialogues have been written in the polite form of Japanese. After fully
studying the dialogues in the polite form, some learners depending on their requirements
may wish to imagine different situations and practice the dialogues in the plain form. (Note
some dialogues, such as the Opening Dialogue in Lesson 10, have been written in the plain
form to reflect the level of intimacy between the speakers.)

English Translation

Each dialogue has been rendered into natural spoken English to enable the learner to fully
understand the context of every situation. In an effort to eliminate literal translation, some
phrases have been omitted from the English.

Vocabulary

As a rule that Vocabulary lists only contain words that are introduced for the first time. The
English translations provide natural equivalents for each word in the context of its usage in
the dialogue. Students should remember, then, that the equivalents given are only relevant in
that context.

The English equivalents for job titles and department names given in the Reference
Vocabulary in Lesson 1 are possible translations given as an example and not definitive
renderings of Japanese terms into English.

Essential Expressions

All expressions are classified by function with an accompanying English commentary.
Examples sentences and dialogues are provided to illustrate the usage of any expressions that
are not introduced in the Opening Dialogue. An English translation and a list of any new
vocabulary is provided for each such example.

Practice

Exercises are provided in the Practice section to help learners check progress and expose them
to more situations where the expression introduced in that lesson can be used. Most exercises
are in the form of an incomplete dialogue and learners should supply the missing phrases
and expressions. ‘

Practice Answers

As with the Opening Dialogue most dialogues in this section have been written in the polite
style. The answer given is always just one possible example of many other equally
appropriate answers which for reasons of space cannot be included here.

Furigana have been printed above all kanji that do not appear on the list of Gakushi Kanji
(1,006), a list compiled by the Japanese Ministry of Education and taught through the six
grades of elementary school.

LEARNING TECHNIQUES

Basic Lessons

1. Read the Opening Dialogue and make sure that you fully understand the situation.
Remember that the English translation is idiomatic and context-based and not literal.

About JAPANESE FOR PROFESSIONALS 11



2. Read the dialogue again. This time concentrate on the role that the Essential Expressions
play in developing the conversation toward its conclusion.

3. Read the commentary given in the Essential Expressions section and check that you
understand their usage. At the same time, learn any expressions that are not given in the
Opening Dialogue.

4. In the Practice section you will find exercises which take the form of incomplete
dialogues. Complete the dialogues with the most appropriate Essential Expressions
introduced in the lesson. Compare your answers with our suggested solution in the
Practice Answers section.

Review Lessons

The object of the Review Lessons is to practice all the Essential Expressions that have been
learned in previous lessons. As with the other lessons in this textbook, Practice Answers are
provided in Lessons 5, 8, and 12 of the Review Lessons.

Information-Providing Lessons

Lesson 13 comprises a short description of nemawashi and an example in dialogue form.
There is also an explanation of the Ringi-system. At the end of the dialogue, you will find
questions that encourage you to express what you think in Japanese.

Lesson 15 presents an example of the kind of informal business activities that usually
occur after normal working hours. There is also an introduction to some very common
Japanese proverbs in dialogue form.

Lesson 16 presents the Japanese Employment System through a series of dialogues. This
theme is an extremely interesting at present as Japanese companies are undergoing change
and moving away from their traditional practices. After reading this lesson, we recommend
that you consult newspapers and periodicals for more up-to-date information. As in Lesson
13, questions are provided to let you express your own ideas in Japanese. Practice of
formulating and expressing opinions concisely at this stage will be useful preparation for the
group discussion in Lesson 17.

Lesson 17 is a Review Lesson that provides a framework for a group discussion about US-
Japan Trade Friction. We advise that you read the instructions to this lesson carefully and in
order to communicate smoothly make use of all the Essential Expressions that you have
learned. For more effective practice, we suggest that students develop the discussion further
by presenting related problems from their own experience as examples.

This textbook was originally based on a text that was prepared by Akira Fujimoto of AJALT
for a summer course that he taught at Stanford University from 1992 through 1994. Other
AJALT-affiliated instructors with substantial corporate experience have added dialogues that
are based on actual business conversations and assisted with the subsequent development of
the materials for general publication.

Preparation of this textbook was partially assisted with a grant from The Foundation of
Language Education.
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