Contents

COMMUNICATION SKILLS ___| GRAMMAR

1 I'min the computer business

Talking about your job

2 No, he’s the boss!
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Koji is talking about his
job with Barry Moss.

Rie is introducing Phil
Carter to her co-
workers.

Miki is showing Linda
Becker around the
company offices.

Makoto is helping Jun-
Ho Kim to make an
international call.

Rie and Phil Carter are
arranging to get
together after work.

Koji is planning his
trip to the U.S. for a
training course.

Miki is dealing with
problems at work.

Makoto is meeting with
the Asia sales team.
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Miki is answering the
phone and taking
messages.

Rie and her co-workers
are socializing after
work.

Koiji is in Seattle. He
and Tom Austin are
getting to know each
other.

Miki is helping to
organize a sales
conference.

Makoto and the Asia
sales team are discussing
a new product,

Miki is helping an
overseas visitor to get to
his hotel.

Rie is celebrating her
promotion with her co-
workers.
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