In Work Situations
(Part i}
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| ©Officer

Hi, I'm Toon. I work as an IT officer for a telecom-
munications company. My department is the Management
Information Systems department, also called MIS for
short. Most of the work I do is about looking after
computer networks and systems, but I am sometimes
assigned to help check or even repair office equipment.
That’'s why friends at work often ask for help when
seeing me.

. W £
ALLUa

A78AATU nuvagu nuThulud i ilefliuien InsauuIAl WHUNVBINNAD WAUN Management
Information System %3afiaga MIS wdid191udulnaiNNUTINALAEINUNITRUATIUUABNNILADS WAUIIATINUN
gnuaununglilunsaa wisdeunsaddddtineu Juluvaraliiveunioaniladinveanudiemaaanuuiliaiium

o o, QPN £ Aawv o o a o o w o = - o . . v a ‘ \
-if’h AVANSVRY USEN dUnRNWUNUS F11n AIDINYELASIUAUNFBULNBN15Y1197U (English for Career Preparation) $#&3%1 20000-1221 Lesson 7



ei Activity . : , .
. Listen to Toon’s personal information.

Then write short answers to the following questions.

What does Toon do? He is an IT officer. m -

Where does he work? He works for a telecommunications company \l/eaoelylniq

' What does MIS stand for? Management Information System

¢ What is most of his work about? His work is about looking after computer networks and systemes.

Apart from taking care of computer networks, what else does he do?

He helps check or even repairs office equipment.
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-a Activity -
» Which of the people below are likely to work in the same department

as Toon based on their responsibilities? Check v the boxes.
7
|Z Nat finds the cause of a computer problem.

~

IZ Sam provides troubleshooting solutions for users.
7

IZ Amy manages a computerized payroll system.

@/John monitors and maintains the computer systems.

|Z/ Nuch arranges an orientation program for all the new
employees.

to be caused by the following file : KWFJKS.YYP
PAGED_AREA
If this is the first time you’ve seen this Stop error screen ,

restart your computer. If this screen appears again , follow
these steps:




both computers and office machines.

Fixing the problem H Many IT officers are good at fixing

7.3
g Actlvity. An IT officer is receiving a phone call @

from a secretary. Listen to their conversation to find out -
what the secretary is calling about, then answer the questions.
o e ©
Secretary: Hi, this IT Officer: Well, Il go 0

IT Officer: Ring! ... Hello,
help desk. What ean | do
for you? [

is Jane speaking. The and check the machine |
printing machine on this aftermoon.
the 27 fioor is out
of order.
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Secretary: Excuse me,

but can you come to

fix it now?
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IT Officer: Well, OK. I'll be
there in a few minutes. i
Towasy wuaglufivu
aaludasaruunidl

Y
Secretary: 'm not sure.
But | remember it worked
this moming.

IT Officer: When did it
stop working?

| very much.

| Secretary: Thank you J
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IT Officer: That’s all right.
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\

Answer the following questions about the conversation with either Yes or No.
Yes ) Did the secretary call the help desk?
No @) Is the printing machine on the first floor?
Yes (3} Did the printing machine work this morning?
Yes Can the IT officer come to repair the printing machine now?
No (5} Did the secretary ask the IT officer to come to fix the printing
\_ machine in the afternoon? r
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g Activity , ,
e Listen to another conversation between

the secretary and the IT officer. Then answer the questions.

1
Secretary: What happened IT officer: Ink ran
to the printing machine? out. | will replace a

. https://feqreo.de/a/AnzBg6
toner cartridge. (5 D ——

L ‘ —0
3= ¥V § | T officer: Something

Ll like “A toner cartridge

— needs to be replaced”.
Uszanadn “waaanin
v a -
fognilagu

flezlshinunAfuiadosiuziuanns = i - =t hat d
winuuAAsy neanNaziUAsuiaanuiinl Secretary: What does
\/‘\ 1 the error message say?
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Secretary: 'm just wondering
how we'll know when the ink
is running out.
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IT officer: An erro - 8
IT officer: | can get

| it done in a minute.

Secretary: How long does
it take to replace the toner
cartridge?
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message will appea
on the screen.
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Answer the following questions about the conversation with either Yes or No.

No @) Does the printing machine still have ink left?

Yes @) Did the IT officer come to repair the printing machine?

Yes @) Didthe secretary ask the IT officer how to tell if the ink is running out?

No Will it take very long to replace the toner cartridge?

Yes (Y When the ink is running out, will there be any error message on the screen?
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Something is wrong.

-4 Activi
“; ty An HR officer is asking an IT officer to help check what is wrong with
her computer. Listen to the conversation between the HR officer and the IT officer.

Then find out what is wrong with the computer.

il
HR Officer: Excuse me, do 1
you have a minute?

valnwuzaz audvandnaziv
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HR Officer: Can you = ,‘
please help check what's
wrong with my computer?,

( R
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on any icon, nothing came up.
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HR Officer: | couldn’t move the mouse
pointer. And when | clicked or double-clicked

e
IT Officer: Yes, why

113 wiuauasu

6]

| you please restart
mouse pointer still

.| replace this mouse
& )| with a new one.

A

IT Officer: What seems
to be the problem?

ansiliuagnglsadu

. "J IT Officer: Um, can

| your computer? If the

| does not move, | will
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(7]
HR Officer: OK, just
give me a few minutes
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-4 Activit
“i ty Based on the conversation in Activity 7.5, fill in the blanks

with the correct words to complete the sentences.

(1) The secretary couldn’t move the___MoUse _ pointer.

@) The IT officer will be right back in a few minutes.

@) The IT officer asked the HR officer to___restart __her computer.

The secretary asked the IT officer to help check what's wrong
with her computer.

(5} If the mouse pointer still does not move, the IT officer will replace
the __mouse  with a new one.




Selesperson

Hello! My name is Atikom. I am 35 years old. I am
married and have 1 child. I have been a salesperson for
7 years. Working at one of the leading shopping malls
in Thailand, I am assigned fo look after the elecironic
home appliance depariment, specifically the elecironic
audio and video section. My dream is to be awarded
Sales of the Year. To earn that honor, I promise myself
absolute honesty to all customers.

ALUa
A7EAATY NNVRBTAN 818 35 U usvulignuna 1 A nandunidneruvieduan 7 U nuvinauli
= ¢ Yy & o Yo v Y Y,
nilsluaudnisAnduivaslsenalne nulasusaununeglviguaununiasadldlninigludu lasanwizly
druvasununlandidnnsatinduazifle nuiduindunienuazlasusrsrantnauvigwist Tun1snazlung
ATeUY WudyiudatesinazdedndlunisveiuanAtnnau

i S a < a o o W a o o w [ § o q q o a . I
Y fuAnSves UTEM dUnRuNouNUS 1R A1EIBINEIASINANUNSBULNDN15YIN9U (English for Career Preparation) $#&3%1 20000-1221 Lesson 7 .



-8 Activit
*i ty Listen to Atikom’s self introduction

Then check (V) the statements that mention the things you
think will help his dream come true.

hitps://eqreo.de/a/fPOMAZ

®/ Atikom is in excellent health.
- () Customers were unhappy about Atikom’s service.
| @/Sales of electronic audio and video products are up this year.
| () Sales of electronic audio and video products are down this year.

@/ The electric home appliance department will be expanded next year./




7.8
a AC“VIW- Circle the best answer to the follwing questions.

4 -Which is the picture of a product + Which product can be found in the
ﬂj that is commonly sold at an electric g section Atikom is working in?
home appliance department? =

: Speaker

I )

@ Air conditioner

(O cabinet ® Sink () Refrigerator ) (8)( Microwave oven
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At a department store

- 7.9
e; Aetivny- A customer is looking for

a music player. Listen to the conversation between
a salesperson and the customer, then answer the questions.

dolasy _ .
msnsaug

[Customer: Hil 'm |ook'mg]

for a portable music player. -

Customer: Can you explain
how the prices vary with

Salesperson: The prices
| vary based on storage
capacity and features.

adanAT AU capacity?
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Salesperson: The Sony Walkman |
offers touchscreen controls and
connectivity features like Wi-Fi and
Bluetooth, while the Astell & Kem
player provides superior audio quality
and a robust build but does not have
a touchscreen.

. L8

[Cuﬁ:omen | see. What about

the prices?

v 73 g ] <
Whlaudaae drusandu
ag9lsaz

LA384 Sony Wall (ma) Huaruauuuuiivaniy uazinioes
dmsumaivendeatialalvl uazugns vaziiiaTas Astell & kern
aglinanidesiifndy saufsgudneaifinndn ualdfivuvivaniy

storage capacity and the more advanced
the features, the higher the price will be.
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Questions about the conversation: Write short answers. \

@ What are the main features of the Sony Walkman and Astell & Kern

music players?
Yes, he is

@) Which device does not have a touchscreen?
Two types

@) How do the prices of the music players vary?
No, it can’t

What is the salesperson’s recommendation on a device with superior

audio quality?
Tha capacity of the devices
N .
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-4 Activit
*i y Place the numbers (1-6) in front of the English words, which refer to necessary documents used

for conducting business between a buyer and a seller, to match them with their meanings in Thai on the right.

_ , -~

(3) Packing List ) TuieBosuidu

(1) Re;eipt 7 Tuauosim y,
4) Invoice =) TulaavsiIEMSUSSHAUND " .-,,;.’:
(5) Purchase Order '_,:;;z W Tuond ;*Ci

Proof of Delivery = () Tududo
) Quotation A\ Tusoaum

N) 0\

1. What are the differences among the documents in
Activity 7.10? gpauduagivaninais

2 Should an invoice be issued by a seller or a buyer?
the seller




-8 Activit
*i Y Fill in the blanks using the words in Activity 7.10.

o APurchase Order is a commercial document that
a buyer issues to a seller to buy products or
services with indicated quantities, types, and
prices that the seller agrees to provide to the
buyer.

@ A_Ouotation s a formal document issued by a
seller to a buyer to notify costs or prices as well
as terms and conditions of products or services.

9 A__Invoice s a commercial documentthata
seller issues to a buyer, indicating that a buyer
must pay a seller according to the specified
quantities, the agreed prices and payment terms
for products or services.
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() A_Receipt

OA Packing List js a shipping document that usu-

ally comes together with a delivery package with
a purpose to inform all concerned parties, such
as shipping agents, government organizations,
postal officers, and customers, about the content
of the package and detail about the content without
pricing indicated.

A Proof of Delivery js a document sent by a sender
and usually accompanied by a packing list as well
as shipping details to confirm that the recipient
(or the buyer) already received the goods or
products. It usually requires the signature of the
recipient.

is a commercial document that
a seller issues to a buyer an evidence of
purchase of products or services and as an
acknowledgement that money has been received
by a seller in exchange of products or services.




Characteristics of a great salesperson

g Activit
‘“; ty Read the top five characteristics of a great salesperson and discuss the questions with your friends.

5 Characteristics That Make
a Great Salesperson

L
LY
@ Friendship Builder. When
somebody comes to talk to you,
who do you want to listen to?
Your friends or strangers? With
your friends, you already have
some level of trust established.
You definitely feel more
comfortable to talk with them.
Probably, you instantly believe
what they are telling you
because they really are your
friends. If you are a salesperson
and your customers consider
you as their friend. they will
easily be convinced by whatev-
er you suggest to them.
Remember friendship also lasts
longer than a relationship just
between a seller and a buyer.

@ Great Assistant. A great
salesperson never says “No” in
the first place when asked by
customers. Whatever  your
customers ask you for, try your
best to assist them until you and
your customers find out that
you cannot do any better for
them.

© Great Communicator. Being a
salesperson is also being a spokesperson
of your products or services. Because
your products or services cannot speak,
you need to speak on behalf of them to
make sure customers clearly understand
what you are trying to sell.

@ Great Listener. As a salesperson,
you need to build up your listening skill
to the maximum Your customers buy
your products or services because they
know what suits them the most. You will
be able find out and sell what your
customers really want, based on prices,
quality, or features, by being a great
listener.

© Result Orientation. Whatever you
are trying your best to be, a friend, a
great assistant, a great communicator, or
a great listener, it will be useless if you
cannot sell your products or services in
the end. Keep reminding yourself that
you are a salesperson. Selling products
or services is what you do for a living.
Doing this way will prevent you from
losing your objective - to sell.
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Questions about the passage

1 Why do people tend to talk to their friends more easily than strangers?
Because people already have some level of trust established and people definitely
feel more comfortable to talk with friends.
2 How should a great salesperson react when asked by customers?
A great salesperson never says “No” in the first place. And whatever the customers ask for,
do your best to assist the customers.
3 Why is good communication between a salesperson and customers very important?

Because products or services cannot speak and the salesperson nheeds to speak on behalf of those
products or service to make sure customers clearly understand what the salesperson is trying to sell.

4 How does a salesperson find out what their customers truly want? £ -;\

The salesperson must be a great listener. E/

5 What is the actual objective of being a salesperson?

Selling products or services for a living.
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Hi therel I am Aranya. I am married and have one son and
one daughter. I have been employed by Thailand Post for 14 years
since I received my bachelor’s degree. I started my first job as
a cashier. During my time at Thailand Post, I have experienced
job rotation. Just last year, I was promoted to Branch Manager. I
really love my job. While holding the position of Branch Manager,
I also want fo provide services to my customers in person from
) fime to time.

Activity At

From Aranya’s self-introduction, what are the three things do you find
most interesting? . ~
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i Activity f& L

Circle the correct answers to the questions about Aranya.

2

POST OFFICE > How long has Aranya been working for
Thailand Post?

| a. Between 6 and 9 years
e e b. Between 9 and 12 years
Between 12 and 15 years

 Which age range should Aranya’s . Between 15 and 18 years
age most possibly be in?

a. 22-25yearsold

> What position is Aranya currently

holding?
b. 26 - 32 years old
33 - 38 years old Branch Manager ~ b. Postman
. 39 - 45 years old c. Postal Worker d. Cashier
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‘ 7.16
"i Aetivity- Go to the website of Thailand Post: www.thailandpost.co.th
Click the icon EMS Tracking and Registered Mail and find out what it is.

! Products and Services  About Us  Site Map Link Contact  Search
TUsuidine

| Y 'lllllnﬁ':.ln. EMS Tracking

Thalland Post Your current page : Home
and Registered Mail

e 150 5 Juovudv o
> Suatguuld ' —

IUOSFTHU'W:IUSH 3& daoanguuuaul! | e

and indemnity

@ % 3[H

TRACK & TRACE is designed for customers in order to track item delivery in Thailand and
International. Customers can follow the result of searching request in very easy way. The step

starts from inputting iten number which shows on your receipt, then click the “Track” button.

R a S a o 0 W A v o o v} y o . . v a < /
2 y AVANSUYDY UIEN AtinRUNBUNUS 1A A9 ELASINAIUNSBULNENT591197U (English for Career Preparation) 5#&73%1 20000-1221 Lesson 7 .



Postal Service

dolasy _ .
mmsuug

A,

-4 Activi ¥

*i ty Aranya is working at the post office : 5 ‘:. £ m
as usual. Listen to a conversation between Aranya and AR O X
her customer, then answer the questions.

hitps://eqreo.de/a/Ytb3YS

o
| v . o
Customer:  Surel Could ™ a0« e ouanaddmiu

you give me postage = v w oy
Q stamps for my letter also, finvavunelinudieuzady s \Whiat s o bbbl
Customer: How're you please? J mailers would you like? We
doing? / have four sizes here.
dunefluaniu ’ r; ‘: P2 > ‘ AGDINTYBIY
‘ @ f X T 4 AR A r,, . nszunnlugjuunalnung
\Y’ _ ranya: I'm good. gt - o L
/ f‘ .y Thank you. How can | / - &
LS | ¥| help you today? / f / > f’ .
=l I RS S 4
[5) ~ fidz udnanduedndlstheay @ <L
Customer: Please give me any size that|;— -
Customer: | need to send fits the item. :
a parcel and a letter, please. ||
L

Aranya: To protect
your item, | think you
need a bubble mailer.
Do you want one?

IR UUNNBANU
YUIAVDINAAATY

the second smallest one.
NUFBINTAINES LazAnNINEASY <

i Lo @
Aranya: Okay, I'll get yoﬂ
Customer: Thank you.)

Towndz duazienduiandu
dUAUEDY

YauAnATy
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fwaanunszunn aazsulnune
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Answer the following questions about the conversation with
either Yes or No.
&@ Did the customer need to send both a parcel and

a letter?

Yes @ Did Aranya suggest using a bubble mailer to protect

the item? ;
Yes i i ‘ c.: o o
@ Did the customer agree to use a bubble mailer for itle MellEr dodnden
the parcel?

FDIAGRNIL U UNUNT LN
Yes Did Aranya choose the second smallest bubble mailer

for the customer’s item? L %
\ p AAIUATUNTDINUNTZLLNN

Tuuvy American English

luuuy British English @@

BUbble
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ei Activity : ™
" Aranya is receiving a payment from

her customer. Listen to their conversation, then answer
the questions.

khnps:h’ ‘eqreo.de/a/vYbWsr *

Aranya: Please wait a
minute. | will give you
a receipt with tracking
\umbers on it.

- —

[2) fin¥u
Aranya: Both registered \@
mails will cost you 529 -~

baht in total. /' T

s
[Customer: How

much are they?
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L Aranya: You can drop it in § GRAETIERST
| | S the mailbox at the corner || Customer: | hope all the mails == -
& there after you put the postage | | will reach their destinations :
Customer: What about stamps on it. within a week. Aranya: You bet.
the letter? o & < Fauriuauds
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Questions about the conversation: Write short answers.

@ How much does the registered mailing service cost?
529 baht

@ What should the customer do with his letter?

He should drop it in the mailbox at the corner.

@) can the customer know when his parcels and item A B wenanazudadin “wiu”
reach the destinations? If yes, how? wé desnusalidunfeniudesds

Yes, he can. He can use tracking numbers on receipt. “amnauinou” lédhe lumssun
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5:59 PM

Monifor your progress

Write as many new words you have learned in this lesson as possible.

Give some examples of words that refer to necessary documents used to
conduct business between a buyer and a seller.
£128¢19A 198U _quotation, purchase order, invoice, receipt

AnauTuagnuaagiidavanaoy

Go back to Activity 7.3 and work in pairs. Role-play the conversation between
the IT officer and secretary. Then swap roles.

Ameuduagivgae i vadaou

Go back to Activity 7.4 and work in pairs. Role-play the conversation between
the secretary and IT officer. Then swap roles.

AmavTuaEnUgasWlavasaay

Go back to Activity 7.5. Role-play the conversation between the HR Officer and
IT officer. Then swap roles.

AMaUTYagnuagNidavanaoy

What does this sentence mean? I'll be right back.

duvgnavuludnanag

@ | Write a few characteristics that make a great salesperson.
1. Friendship Builder 2. Great Assistant

3. Great Communicator 4. Great Listener
5. Result Oreintation
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