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CHAPTER 1 {E\l/ Company / B3 Structure

C1 &N P002-P004 )

1. BE ) private company

2. = A\ corporation organization

3. R4 A B2 F] joint-stock company

4. F R AL limited liability

5. EE )k national enterprise

6. % 4k, nationalization / EE{k privatization

C I lFE PO05-P008 )

7. & BV multinational corporation (MNC)
8. H& 4\ conglomerate

9, 4% b foreign company

10. ft/@ 4k affiliated company

11. £/A =] parent company

12. /&) subsidiary company

13. F/©h Nk small and medium-sized businesses
14. &£ 7 subcontractor

C M AR PO09~PO11 )

15. /v &) F 3L company set-up

16. A& €172 A\ company founder

17. B F £k registration procedure
18. B 5k 4 trade name

19. B3 trademark / £} brand name
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20. 57\ 8] headquarters / 4+ /A & branch office

(NRERA - BEE PO12-P014 )

21. & A\ company representative

22. F % 1 K% main products and services
23. 173K line of business

24. B A% capitalization

25. E L E sales

26. EfEE Vi annual sales

27. £ E X major client

(VEE PO15-PO17 )

28. FH K chairman of the board
29. #FE ¥ director

30. = 34 board of directors

31. E ¥ 2 manager level

32. =% A il executive officer
33. &2k )i jn) senior adviser / 5 |a) counselor

( VICEO - COO PO18-P020 )

34. BEIEMATE chief executive officer (CEO)
35. /% & iz H chief operating officer (COO)
36. F|#E F K executive vice president

37. B+ secretary

38. &4+t finance accounting

39. AT E HIE corporate officer system

CVI&B17 PO21-P023 )

40. SV division / #1] department
41. #H &3 R&D division
42. £ RIF planning division
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43. Y& logistics division

44. Bl # sales department / & 45358 marketing depart-
ment

45. NS personnel department / A 7% E#E human re-
source department

46. 5.5%¥ general affairs section

47. 154 = legal office

(V1 &8(—5E%) P024-P026 )

48. 3 manager

49. BV £ sales manager

50. {CEE 4 H acting manager / Bl #:38 deputy manager
51. £ Bh3H assistant manager

52. 41K subsection chief

53. HR 1 staff

CHAPTER 2 XSS Business Management

(] fozs P028~P030 )

. k4% business management

. &3 management principle

W N -

. %8 )% management policy
4. ™k 324k corporate culture

5. f#4 2 sound management
6. Z e E multiple operations
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Cll B - EEEED PO31-P034 )

7. Bk % FE business development
8. B L% BE business strategy

9. ZE M business innovation
10. & 3B\ top management

1. & #8817 management capacity
12. K& risk management
13. £ 7 /E management responsibility

C N HEpEeE P035-P037 )

14. £k 5% corporate structure
15. 3K decision-making

16. $548 % 4k chain of command
17. 515 J1 leadership

18. H|#r 77 judgment

19. $14T 77 executive ability

20. -5 & ¥ boosting morale

(N BdRE P038~P040 )

21. g5t market analysis

22. ¥ ATiTH market entry

23. #5hK% & overseas development
24. AT HETAY feasibility study

25. &% Vb joint venture

26. ‘E#UFH marketing offensive

QV BAx2hzs PO41-P043 )

27. %% F13: management practice
28. FLERE division(al) structure
29. L% H self-supporting accounting

ENHANCE YOUR PROFESSIONAL ENGLISH VOCABULARY BUSINESS 004



30. W22 % profitability

31. ¥ 2 -4 55 break-even point
32. A3 % cost effectiveness
33. 4 outsourcing

(VISH* - &% PO44-P046 )

34. K& 49 megamerger

35. & Wl mergers and acquisitions (M&A)
36. TH W hostile takeover

37. & 1E¥ alliance talks

38. W %41 business partnership

39. T AE N take a stake

(VI &t PO47-P049 )

40. W %11 %) financial plan

41, H# L& T capital investment

42. %4 E %5 fundraising

43. B iz % & working capital

44. $3178 % bank financing / 15 FI%iE credit line
45. X417/ 7){% corporate bond issuance

(VA flall POSO-P52 )

46. )\ entrepreneur business
47. R A venture capital

48. B sponsor

49. ¥%4L. 2% (business) incubator
50. €17} entrepreneur
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51. Gi& ¥ creativity / £FT% innovativeness
52. JH%Z 17 insight / 5¢ .2 B foresight

CHAPTER 3 %S Operations

(1 £t7 - TR P054-P056 )

1. I 7] superior / T & subordinate
2. iy 4 order / g7~ direction

3. #t45 reporting / # & consulting

4. JB 40 notice / 4£#% circulation

5. 3245 1% % submit a request form
6. fit#: approval / HiY decision

C Il THESE PO57~P059 )

7. TYE4rEC job assignment

8. 51 A person in charge

9. 571F responsibility / FfB authority
10. SR % perform one’s duties
11. T{E%HE work arrangements

12. TYE#EF work procedure

C @ - BIiTH PO60-P062 )

13. # kA 5 business transactions
14, W inquiry

15. Z&4% request / E 3K requirement
16. R Mr(price) quote

17. B=Z$7#1 quantity discount

18. 1T g% order form

(N %% P063-P0B5 )

19. &1z shipping
20. 3T H#A delivery time / 22 %% H delivery date
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21. W HE receipt

22. FELFIE ML (product) availability
23. ILHLHE out of stock

24. 1B 1% returns / B & refund

LV &% P066~P068 )

25. &= invoice / £ bill

26. 453 A 4 statement

27. &R due date

28. £1ER LR delay in payment

29. ¥ X FK I outstanding payment
30. {8k reminder

(VI EEBRE PO69~POT1 )

31. 5 k% after-sales service

32. /= HRiEF product warranty

33. E¥#: replacement / {27 repair
34. EHF customer complaint
35. EEUHiE R claim for damages
36. 7 i 34T product liability (PL)

(M &gt PO72-P075 )

37. B dh 44 product planning

38. B 5k #:2 product concept

39. #¢ 4 features / Z 5+ differentiation
40. K4+ presentation

41. E 1t pricing
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42. F=mh A7 product release

(M8 -8 PO76-P078 )

43. A3t% % public relations (PR)
44, HEIE news release

45. ‘H 1% publicity

46. "% advertising

47. | % advertise

48. I 514 advertising media
49, &R HEH advertising agency

CHAPTER 4 A Z Personnel Matters

() EBEAA P0B0~P082 )

1. #85: A" employee recruitment

2. #E £ job fair

3. W &R A informal job offer

4. A ¥r#E hiring criteria

5. skHR#F %Ik applicant screening

6. IV faEek AR new graduates / Bl # career changers

(N rRAEZE POB3-P08S )

7. & H 414 conditions of employment
8. pEk#E work rules

9. T {&r 8] working hours

10. A H five-day week

11. # ¥ & paid leave

12. KAV unemployment insurance

CIN BAEHH - 20 P086-P088 )

13. ¥ B {4 & wage system
14. AW base salary
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15. FTEMER 4 payslip

16. hoBEENS overtime pay

17. FKEEHENS family allowance
18. E7NEN fringe benefit (s)

(N £5ER - BREmeE P089~P091 )

19. &5 & H lifetime employment

20. TR FHBIHIE seniority system

21. © A% automatic pay raise

22. 3 %2 T ¥ efficiency wage

23. £ i merit system

24. G F & B performance-based system
25. £ F#l annual salary system

(VAAFE - NEXEB P092-P094 )

26. AFEH personnel management

27. A JFF & human resources development
28. & A EEEYI| in-house training

29. ANE##% personnel evaluation

30. YL 54 performance appraisal

31. H#%E 2 management by objectives(MBO)

( VI $EiR - F+HER P095-P098 )

32. 157k appoint

33. #iER take office / #AE installation
34. F7+HR promotion / f£EX demotion
35. &4 warning / 7 17 discipline
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36. =5 suspension from office / #%r pay cut
37. &EER resign / & £ resignation

(VI AEZED P099~P101 )

38. AH 4z personnel changes

39. A1 relocation

40. BR{7 position / BRFF title

41, JB4T transfer / s AT iE4T temporary transfer
42. K ¥ job rotation

43. Wi{E# predecessor / Zk{f-3#& successor

( VIiB4k - fREE P102-P104 )

44. Bk (mandatory) retirement

45. 1Bk & retirement benefits / severance pay
46. B EIB{K voluntary retirement

47. BH B E B early-retirement program
48. ## ke termination

49. f# jE B right to fire
CHAPTER 5 [EFf Employment/ 555}) Work

(1 Bk P106-P109 )
1. Bk job

2. FLER get a job / B HN leave a job

3. I 5% 57 career development

4. B 13 resumé/curriculum vitae (CV)

5. %7 educational background / T /g% JJ; business ca-
reer

6. BHHUEE qualification certificate
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7. 3K HX job search / job hunting

8. fit A7 % want ad / job ad

9. £ R age limit

10. N #2444 application requirements
11. F R job interview

12. i F $#H(8] trial period

(Nl RT - T P113-P115 )

13. 2R /i T full-time employee

14. it 572 T temporary worker
15. #HR 1 T part-time worker
16. B J¥ night shift

17. # x5 T 1k telecommuting
18. 1§ 4 T ¢ working overseas

(N THEE&% P116~-P118 )

19. % &1¥: Labor Law

20. T ¥4/ working conditions

21. i1 95 %€ death from overwork

22. T 45 # industrial accident

23. 5ME T YE# foreign workers

24. £:% T illegal worker

25. A immigration / # I immigrant
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CV HE#® - TSR P119-P121 )

26. M5 sex discrimination

27. 1t %3 sexual harassment

28. {E4HI nonsmokers’ rights

29. T.1E4+BC job-sharing

30. X L3} volunteering

31. 14 F#R contribution to society

(VIT£ P122-P124 )

32. I.% trade union

33. T4 LR organized labor
34. 35 % % & industrial relations
35. Fzh4+iY labor dispute

36. %515 [F] labor contract

37. T AZ 5 worker participation

(VI R H P125-P127 )

38. ¥ WAL wage bargaining

39. % =7 wage gap

40. i %7 pay raise

41. 7% F W # labor offensive

42. £ KA #¥ collective bargaining
43. i right to strike

(VB THESY P128-P130 )

44. T 2805+ union activist

45. N 1E 24#& & unfair dismissal

46. < BX% social solidarity

47. B{EZ i & mediation committee
48. 2} conciliation / #if# reconciliation
49, {7 i< arbitration commission
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CHAPTER 6 =11 Accounting / [l455 Finance

(1 it P132-P134 )

1. ££Mk41t corporate accounts

2. 231k account book (s)

3. FEM 4TI certified public accountant (CPA)

4. &7 debit / $¥ /7 credit

5. I H expense item

6. WAt 2K account payable / W %k account receiv-
able

WEY! P135-P136 )

7. ®t & settlement of accounts

8. #E1T R H settle accounts

9. Mt R fiscal year / REH] (fiscal) year-end
10. W33 profit / #i5< loss

1. 75 the red /£ F the biack

12. W H It internal audit

C I MR P137-P139 )

13. it % finance department

14. IF % 4R 1% financial position

15. F & & financial statements

16. & 311 543K consolidated financial statements
17. PRI & & non-consolidated financial statements
18. BR & il &3 cash flow statement
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