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TOEIC ® powER VOCABULARY

Office Matters HAEHE

. appointment /5'pointmont/ n. an arrangement for a meeting at a given
time and place X<, AF
If you would like to meet with Mr. Higgins. you must first make an

appointment with his secretary.
HREBRBRELE—H, SHBARMIOBBLERIE,

. attendance /ytendons/ n. the act of being present; the number of persons

present % ; HEAL

I was very pleased with the number of high-ranking officials in attendance at
today’s press conference.

BRSNS ANFARGTEAXAESSRBE ARG,

. cabinet /'kabinit/ n. an upright case or cupboard with shelves, drawers,
or compartments for safekeeping or display of objects 1§f#E

He keeps all his files in the cabinets in the back of the office.

A ERERENAEEANETER,

. calendar /ikelindor/ n. chart showing the months of a year (including days

and weeks) ; aschedule Hf5; BFh; TFH
Please check the calendar on the wall and see which date Mother s Day falls
on this year.

WE-THENEH, REEEEETRNLANS,

. clerk /klarrk/ n. a person who works in an office, bank, or law court and



whose job is to look after the records or accounts 78 51; $iC
She was offered a job as an accounts clerk with a travel firm.

B RIKTHIR AL Rt
. directory /di'rektori/ n. an alphabetical or classified list of names and
addresses A& {14 .

If you need to speak to him, you can use the office directory and look up his

personal extension.

MRUEBERMWUA, RTUBDRZENZRELMAANST S,

. duplicate (1) /*duzplokit/ n. an identical copy &|Z4< (2) /' dupliket/ v.
to make an identical copy of; to replicate & #
Please don’t bring a duplicate, since 1 will need to see your original birth
certificate for this passport.

DPEE, BREFRNEEUFRITEAR, FRURESFOA,

. filing /'failin/ n. putting in useful order; cataloguing 344

Developed in the early 1900’s, the Dewey Decimal System is a filing system
still used by libraries today.

E20 HLMPRRENHB T HBS X RRESMASEREHRER,

. in-tray /'intrei/ n. a flat, shallow container used for holding items that are
to be accomplished FMIE N HE
The more Dennis procrastinated, the more the stack of paperwork in his
in-tray resembled the Rocky Mountains.
FRENBRIGE, M “HLOEXHE” BNXHRBBEEETIL—
S
. monitor /'manitor/ ». to watch, or keep track of, often by means of an
electronic device M ; U5 ; BES

Seismic readouts are carefully monitored by seismologists, who are always on
the lookout for the next big earthquake.



11.

12.

13.

14,

15.

OEIC® rower vooasuLARY

B O MRS, BRER T — T ARBEAIRE,

out-tray /'aut,trei/ n. a tray or shallow basket used in offices to put letters
and documents in when they have been dealt with and are ready to be sent out
of the office CANB Y &
I will leave that file in my out-fray on my desk, and you can come pick it up
anytime in the afternoon.
PR XHBERE LY "ELBXHE" B, RIUETFHNE
el 8] K&,

partition /par 'tifon/ n. division into parts; something that separates or
divides, as a wall 57F%; %) (WNEEEEES)
We don’t have the money to add an entirely new office, but what we can do
is add a partition and divide one or two of the larger offices into multiple
smaller ones.
BITRBREE—REHFNHAE, BEERNTUBRRIE—H G LEA
B AERALE LR NI AE,

postage /'poustid3/ n. the charge for mailing an item HJ#%&

How much pestage is required for small packages to be sent to HongKong?
F-MINERIEBRES VBA?

punctuality /, papktfu ' ®loti/ n. the quality or state of observing an
appointed or regular time R ; <PRS
In addition to your dress and appearance, punctuality and a concise delivery
are really important when you are giving such an important presentation.
BR TERFANESN, ERMES S ENGAERM I EEMIRENE S E
EM,

schedule /'skedzu:l/ n. a plan that gives a list of events or tasks and the
times at which each one should happen or be done AYj8]3%; 113
The plane arrived in Cairo four minutes ahead of schedule.

AL HUER (8] R 4 S ELAF B,



16.

17.

18.

19.

20.

shift/[ift/ n. a person’s scheduled period of work #a¥f; ¥, {EI
They often heard him complain about having to work the graveyard shift in

order to pay the bills.
N EUr B MRS A T BEMAKALI LR,

staff /st&f/ n. the personnel of an enterprise 4 {&EH 3
The staff at the five-star Formosa Hotel delivers prompt and friendly service.
HELZRRANBRENRAIRESEE R, AR,

strike/straik/ n. a stoppage of work for a period of time by workers,
usually in order to try to get better pay benefits or other conditions for
themselves £ T

I'm glad that our employees were satisfied and didn’t find the need for a strike

to express their concerns.
BRSEXBNPRA THRER, RETELEEEIRIABIIFTLYIN
%,

task /teesk/ n. a piece of assigned work F%; T1E
This task must be made top priority because a very important client wants to
pick up these papers today.
RATELFRRAAE—RE, AAE N ESEENELLREREX
BEXH,

work force/'woirk 'forrs/ n. the total number of workers employed in a
specific project; the total number of persons employed T{E A 5 ; 537 A
O
After months of unemployment, Tim joined the American work force as the
night manager at KFC.
BRWNAR, RIBMATEESFHAD, FAESERELTYER
MLE,



duplicate punctuality monitor directory overtime
work force appointment strike staff partition

. If 'm supposed to be there by 2: 00 P. M. , I’'m going to need you to postpone

all of my afternoon until tomorrow.

. I think that the at this branch are the most enthusiastic and competent
of all around the state.

. Only her strict and her attention to detail rivaled Susan’s professional
courtesy.

. There is such a saturated here that it’s easy to find people to fill all of
the temporary positions.

. Several years ago, a nation-wide of UPS drivers crippled the

company’s ability to ship freight across the country.

1. appointments 2. staff 3. punctuality 4. work force 5. strike



€:0ss Wozd

Across

1. a person who works in an office, bank,
or law court

6. the act of being present
7. a flat, shallow container used for

holding items that are to be
accomplished

Down

1. chart showing the months of a year

2. something that separates or divides

3. an alphabetical or classified list of names

4. to Eheck, watch, or keep track of

5. an upright case or cupboard with shelves, drawers, or compartments

Across
1. clerk 6. attendance 7. in-tray

Down

1. calendar 2. partition 3. directory
4. monitor 5. cabinet




PartB

Office Matters /N5y

1. assignment /o'sainmant/ n. the act of appointing, designating or allotting ;
a particular task or duty; an appointment T{£; 43B2; SR
Since he has been covering the same story for two weeks , I think he would
really be excited about a new assignment.
RAEZRGRED — T HFEFRIENT, RAMLSRESNEIFNT
1EHEIK,

2. bulletin/'bulitan/ n. a printed or broadcast statement on a matter of public
interest; a regular publication issued by an organization AR ; % 7=; T HH
k& (B)

We sent out a bulletin to all of the executives, informing them of the changes
discussed at today’s meeting.

BMZTHAELFENTEAR, SEBIISN BT —eX 3,

3. calculator/'kelkja, leitar/ n. a mechanical or electronic machine that
automatically performs mathematical operations }1& 4/

I made so many mistakes in my checkbook; I had to get out my calculator to
add the figures up again.

BEXRFXEFEREKE, FUARSELTERER AT,

4. carbon copy/'ka:rbon 'kapi/ n. a replica, as of a letter, made by using
carbon paper 8 54K E #I/AEI A
You will meed to keep the carbon copy of that receipt for your record and give
me the original.



