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Practical English for Employees of Transportation Enterprises

Practical English for Employees of
Transportation Enterprises

Course Aims

This course aims to equip transportation enterprise
employees with practical English communication skills. By the
end of the course, participants should be able to introduce
their organizations and provide service in English as part of
their official responsibilities, participation in a global society,
and preparations for future job requirements.

Learning Objectives
To learn vocabulary and sentence structures used in
practical English conversations involving the following tasks:

1. Answering tourist service counter questions, introducing
local culture, and explaining railway service.

2. Answering postal service counter questions and describing
postal services.



EAZHIZ LESSON GOAL

To learn vocabulary and sentence structures for practical English
conversations involving:
® Answering tourist service counter questions, introducing local
culture, and explaining railway service.



Practical English for Employees of Transportation Enterprises

Practical Sentence Patterns

——

Hello, how may | help you? 97 FRBERERS
A9t 75 ?

Would it be one way or round trip? M EREERERMEE ?
Please remember to ask the train LRI ERAMERE
conductor about the availability and &5 1= HURD i = Y ZE ) L
location of bike spaces. R Arl B R LU ©
You may take the 8:00 am train ERILIZERE L 8BTS

heading to Fuli from this platform. You | ERXE - B2 F5EHEA S
will be able to identify the train by the L BRLAVEE Y

==

= !

animal painted on it. o

Fullerton trains have depictions of EEEHEAYIESERM LY

conservation animals on them and the | @R T ERZERANRER

one to Fuli has the leopard cat and 2} - HlAREEEMNE—

pangolin on it. EIHE - tEERRT AR
ERZZ|LIEF o

You may get on the last car of the train | ERILIE &R —EIEREEE
where there is a rack to secure your A% BRI B B [E B S B AR B 1R

bikes. You can take charge of them BITRE -

yourselves.




Training for Employees of Transportation Enterprises Promotion

from Middle Rank to Senior Rank

@ This is a historic railway station
constructed out of cypress.

@ It was badly damaged in the 921
Earthquake, but has kept its Japanese-
style wood exterior in the restorations.

@ You may leave the Fuli Railway Station
through this exit. Afterward go
straight ahead and turn left. You will
be able to make your way to the green
tunnel by following the signs.

@ Our railway bento is both famous and
delicious. It should not be missed. |
would recommend you first buy a “to-
go” bento outside the station to have
as your lunch during a cycling break.
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Practical English for Employees of Transportation Enterprises

Dialogue

George and Jenny will take a one-day tour originating in Fullerton
City (E2%4&h ). In addition to seeing Fullerton’s downtown sights, they

also have in mind a bike trip along the town’s feeder line.

They plan to go to the little town in the suburb, where they will ride
on a bike to see the green tunnel ( #% & F&3& ) and check out historical
stations along a feeder line, as well as take time out on the way to
enjoy the taste of an iconic railway bento meal ( $#83&{EE ). Their first
stop is the Fullerton Railway Station ( E %% Bk ) counter where they

purchase train tickets and inquire about information and assistance.
G = George =5iA
J = lJenny =11k
C = Counter 2 = 2 3E& [
W = Station Master Mr. Wu =RihE
H = Vice Station Master Mr. Huang = =8&luhf
C: Good Morning. How may | help you?

J: Good morning. We would like to buy two train tickets from

Fullerton ( Z%4% ) to Fuli (E& ), please.
C: | Would it be one way or round trip?

J: Round trip, please.




C: | Then | will recommend a one-day pass, which allows you to get
on and off at all stations along the route for the day.

J: We would like to bike to the green tunnel. May | ask whether
we need to pay more for bringing our bikes on the train?

C: | Yes. But you can still use a one-day pass with a bike supplement.
However, there are only a limited number of bike spaces on the
train. Please remember to ask the train conductor about the
availability and location of bike spaces.

That comes to NTD400 in total. Thanks.

(10 minutes later......) George and Jenny are now on the platform. They
are asking the Station Master, Mr. Wu, if they can take this train to
Fuli.

W: | Good morning. How may | help you?

G: We would like to take a train to Fuli.

Could you tell us if we are on the right platform?

W: | Yes. You may take the 8:00 am train heading to Fuli from this
platform.

You will be able to identify the train by the animal painted on
it. Fullerton trains have depictions of conservation animals on
them and the one to Fuli has the leopard cat and pangolin on it.

G: | Could you show us how to get our bikes on the train?

W: | You may get on the last car of the train where there is a rack to
secure your bikes. You can take charge of them yourselves.




Practical English for Employees of Transportation Enterprises

(After 30 minutes......) George and Jenny get off the train at Fuli
Station where they come across Vice Station Master Mr. Huang.

J: This station’s design is really unique!

H: | Yes. That’s right! This is a historic railway station constructed
out of cypress. It was badly damaged in the 921 Earthquake, but
has kept its Japanese-style wood exterior in the restorations.

G: | We will ride bikes to the green tunnel later.
Is this the right station exit?

H: | Yes. You may leave the Fuli Railway Station through this exit.
Afterward go straight ahead and turn left. You will be able to
make your way to the green tunnel by following the signs. In
fact, visitors can fully enjoy the beautiful scenery of the feeder
railway while biking this route.

H: | In addition, our railway bento is both famous and delicious. It
should not be missed.l would recommend you first buy a “to-
go” bento outside the station to have as your lunch during a
cycling break.

J: Wow! That’s a great idea! | am truly looking forward to taking
this day tour!
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from Middle Rank to Senior Rank

Words & Phrases

one-day pass (N.)
platform (N.)

head to (V)

painted train (N.)

last car of the train (N.)
rack (N.)

take charge of (Phr.)
cypress (N.)

exterior (N.)

railway bento (N.)
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Practical English for Employees of Transportation Enterprises

Exercises

LREREE

1B U IE R FAEREA )
Exercise Resources

Exercise Scenarios
and References

o LUMNAER—NURINASMEWHZELA [ SEHIREIER ]
FqE (flan: fEE - kE - BEFEFE) 0 @it Taiwan Railways
BI A LN ABEIGEE - BEUhES EE 8B 1 i Administration
XL o TRA

® Select one of the railway stations of a
participating trainee (eg. Hualien, Yilan,

etc.) for each team in the scenario. The
exercise involves hosting an event with
international visitors. Trainees will need
to introduce the facilities in the station,
tourist information and attractions, and
describe the unique aspects of local
culture as if talking to an international
visitor.
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Sending Postcards
at the Post Office

R
QST

EAZ H{E LESSON GOAL

To learn vocabulary and sentence structures for
practical English conversations involving:
® Answering post service counter questions
® Describing postal services

11



Practical English for Employees of Transportation Enterprises

Practical Sentence Patterns

Post Service Counter Questions and Application Inquiries

Please mask up in public areas to stop
the spread of the virus.

We need to check your forehead
temperature.

Please disinfect your hands with the
alcohol spray .

Please take a ticket and wait for your
number to be called.

For international postcards, each one
within Asia costs NTD10, and each one
to Europe costs NTD12.

Thank you for your patience.

How would you like to send it? At the
ordinary mail rate? Or at the prompt
delivery mail rate?

12
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from Middle Rank to Senior Rank

If you need a tracking number, you’ll
have to send it by registered mail.

Your mail weighs 25 grams. Then it is
NTD36 by registered mail .

Let’s put it on the scale and see how
much it weighs first.

May | suggest you use one of our
“Ready-to-use Boxes” provided by the
post office? Moreover, discount rates
are available when these boxes are
reused.

Please fill out your mailing information
here, including the zip code and
sender’s address.

13
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Practical English for Employees of Transportation Enterprises

Dialogue

Sending Postcards at the Post Office

George and Jenny have ridden bikes through the green tunnel, and
following a visit to the railway museum want to mail postcards and
gifts to their family members and friends. For this, they arrive at the

post office where they ask questions and seek assistance.
G = George =5&iA
J = lJenny =121
C = Counter 6 = 6 5 &
W = Mr. Wang =Z#F &4
W: | Good Morning. Welcome to Fullerton City.

Please mask up in public areas to stop the spread of the virus.

It’s a safety measure to protect both you and others.

(George and Jenny put on their face masks.)

W: | We need to check your forehead temperature before letting
you in.

(The security guard Mr. Wang takes George’s temperature.)

W: | 36.5 degrees Celsius. OK.

14




Training for Employees of Transportation Enterprises Promotion
from Middle Rank to Senior Rank

(Mr. Wang takes Jenny’s temperature.)

W:

W:

36.8 degrees Celsius. OK.

Now please disinfect your hands with the alcohol spray. Thank
you for your cooperation.

Please take a ticket and wait for your number to be called.
Thank you.

Public Address System (PA system): Guest number 18, please come to

counter 6. Thank you.

C:

Welcome to the Fullerton post office.
Thank you for your patience.

How may | help you?

| would like to buy stamps for international postcards; two are
addressed to Japan and five to Europe.

How much postage would | need to send these postcards?

For international postcards, each one within Asia costs NTD10,
and each one to Europe costs NTD12.

That will be NTD80 in total. Thanks.
Hello, we would like to mail this letter to Greenlake City ( 28 ).

How would you like to send it?
At the ordinary mail rate?

Or at the prompt delivery mail rate?

15




Practical English for Employees of Transportation Enterprises

What is the cheapest way to send it?
That would be by ordinary mail.
Would | be able to track it?

If you need a tracking number, you’ll have to send it by
registered mail.

How much does it cost?

Let me see....... Your mail weighs 25 grams.

Then it is NTD36 by registered mail.
Ok, registered mail is fine.

Besides this, can we also send our souvenir back to Greenlake
City by domestic parcel?

Sure.

Let’s put it on the scale and see how much it weighs first.

The weight of the parcel is 8 kilograms.
So, by ordinary postage, the rate is NTD100.
Oh! Wait a minute......

May | suggest you use one of our “Ready-to-use Boxes” ( {&¥|
%8 ) provided by the post office?

It only costs NTD80.

Moreover, discount rates are available when these boxes are
reused.

16
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from Middle Rank to Senior Rank

e 3

C

That is fantastic!

Then please fill out your mailing information here, including
the zip code and sender’s address.

OK!
Here you go!

Thank you.

Now we will be able to cherish these wonderful “memories”
back home upon their arrival.

Is there anything else that | can help you with?
No, that should do it.

Great!

| hope you have a wonderful day!

17
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Words & Phrases

mask (N.)

check forehead temperature (V.)
disinfection (V)

stamp (N.)

postcard (N.)

postage (N.)

address (V.)

ordinary mail (N.)
prompt delivery mail (N.)
registered mail (N.)

scale (N.)

parcel (N.)

zip code (N.)

sender (N.)

18

Saz

puS

B bt

o

BaEH e
BREF{E 14
BER{EMH

FEFY

2E

BE AR
Ee N




N R |/ BELES
TAEIr#AE

How to Introduce Your
Agency and Make a
Job Description

EAZHIZ LESSON GOAL

® Learn how to introduce your agency and describe
your job in English.
For further information, please visit the website:

19
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Practical Sentence Patterns

Introducing Agency and Making Job Description

Hello, welcome to the Nova Station.
| am the Vice Station Master Paul
Huang. It’s my pleasure to make my
job descriptions for you.

As the Station Master on duty, | am
responsible for the safety and the
efficient operation of the station on
behalf of the Station Master.

| usually stay in the operation room

to supervise the Centralized Traffic
Control system, and ensure the normal
operation of the boards and signals.
And | have to make adjustments for
the train information display system

in time whenever there are delayed
trains.

20
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There is an alert advice of Centralized
Traffic Control system; which helps
me to tell the incoming train is
northbound or southbound. And |
have to supervise the incoming trains
at any time.

In particular, | have to pay attention to
the passengers getting on and off the
trains on the platforms.

Also, it is my responsibility to signalize
the train masters to close the doors.
Then, | have to send signals for the
drivers for departure.

| have to be aware of the passage of
trains as well. It is also my duty to
supervise the passing trains.

We cannot take a break when we
work a night shift. Our team has lots
of assignments to complete after
office hours.

21
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With a view to ensuring safety for
passengers, we usually proceed
maintenance and repairing for railway
switches, signal system, and power
transmission lines between midnight
and dawn.

After we have confirmed the finishing
of maintenance and repairs, and
evacuation of all technical workers,
we will restore power supply and lift
lockdown. We are under high pressure
since we have to complete all the
assignments before arrival of the first-
run train.

In the long run, we have to help

solve various kinds of questions of
passengers. We hope to provide
customer service experiences in
hospitality to all passengers. And they
will travel happily and return home
safely.

22
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Words & Phrases

Vice Station Master (N.)
Station Master (N.)
efficient (Adj.)
operation (N.)
supervise (V)

delayed (Adj.)
northbound (Adj.)
southbound (Adj.)
passenger (N.)

train master (N.)

driver (N.)

be aware of (V phr.)
take a break (V phr.)
maintenance (N.)
railway switch (N.)
signal system (N.)
power transmission (N.)
evacuation (N.)

the first-run train (N.)

hospitality (N.)

23
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Practical English for Employees of Transportation Enterprises

=9 40— Tips in Use

2T S SA

[ 6] ESEEEHE -
@ Nice to meet you.
@ It’s a pleasure to meet you.

@ It’s my pleasure of meeting you.

[H1] FERIER - FIUFERE -
@ | am Vice Station Master Paul Huang.

@ | am Paul Huang. | currently work as the Vice Station Master of
the Nova Train Station.

@ | am Paul Huang. | am the Vice Station Master of the Nova Train
Station.

» on behalf of (£%&)

[f] BARBBHREERE  UREMBTERBIRIRBZE °
@ | am writing on behalf of my mother, to express her thanks for

your gift.

24




» onone’s behalf (& )
[6I] SRRETEEREILG » AT ERFEATRMIES o

The president can’t be here today, so I’'m going to speak on his
behalf.

» in behalf of (LA----BIRE)
[6l] EFFEEHEUHENRETEN -

A carnival was planned in behalf of the church.

> pay attention (FHIE - BHEE) Mix ' TE
[f1] {REEEZAGIMNIRIEME "2 ILFE | AIEE o
You should pay attention to the "No Parking" sign.
[H1] RIEFZBRA D@
You never pay attention to me.
[61] 2 ARESO2HEH -

Many people don't pay attention during meetings.

% incase ;B EIER FRE 0 RIS " I E TR MF E L o LIfTE— ©
> HEREEES Tincase+ Ff), °
[ 1] 23R LIBE TR !

Take an umbrella with you in case it rains!

25
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[ f1] FFIRERF#Z T - IR TRT -
@ We have to look after the children in case they disappear.
% incase of \IMREFFEE ARG AR / ESIERERFRPIZMELRE, -
BEMin case EAZ » WA of 2R @ REBEMBFANLR -
> HAEES Tincaseof + BiF | KB, -

[61] MRBERTEH - HTEFRER -

@ In case of emergency, call the police.

[61] MBERT - fRATLLEER -

@ You can go to the hospital in case of illness.




Practical Sentence Patterns

Welcome to the Horse Road Post
Office. | am Manager Peter Wu.

Post offices are good neighbors

for everyone. It’s my pleasure to
introduce our branch and make a job
description for you.

| currently work as the Manager to
supervise and manage all affairs of
the post office. Now, let me make an
introduction.

First of all, we are in charge of the
postal services including mailing,
tracking services, and so on.

As for the postal savings, they include
passbook, postal giro, domestic
remittance service, and so on.

We also provide foreign currency
exchange and international remittance
services.

27
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Practical English for Employees of Transportation Enterprises

In addition, we provide life insurance | tt4h > FFHEHFEEI8RTS
services.

Moreover, we sell stamps, post cards, | EBHEXEHE \BBIER -
and stamp-collecting goods. EHE (W) mF -

Our company regularly issues various | FFIEFHE RPN S H# H X 7&E

theme stamps, stamp folios, and FTHEE B FEHE
stamp yearbooks. They are not only % TMEZEMBEERTE
beautiful, but also value-preserving. fBfE -

Honoring our customers with honest FYZAE - IREHENERN
and efficient services has been our BR¥5 . —E#E 2B HAVESD -
optimal mission. We do appreciate FEARESZ ZLEHRM -

your support.
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BEFR 2 4

neighbor (N.)

branch (N.)
supervise (V)
introduction (N.)
passbook (N.)

postal giro (N.)
domestic (Adj.)
remittance (N.)
service (N.)

foreign currency (N.)
international (Adj.)
life insurance (N.)
theme (N.)

goods (N.)

stamp folio(s) (N.)
stamp yearbook(s) (N.)
efficient (Adj.)

optimal (Adj.)

29
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Practical English for Employees of Transportation Enterprises

Tips in Use

[51] HavHBEEE  TEEEH/AIRIBEEFFLUUEF T/

| currently work as the Manager to supervise and manage all
affairs of the post office.

| am the Manager to supervise and manage all affairs of the post
office.

| am the Manager of the post office to supervise and manage all
affairs.

AN = AN\ $7J

4 11

[ 5] REZFEIEEFIRARNIAIAYA B EREHFS -

It’s my pleasure to introduce my company and make a job
description for you.

[H1] HRREEHEEEAKESEEEETERNE -
It is a great honor to have this opportunity to introduce myself.
[f] BHEREZEEERTEENAE -

It is my great honor to introduce myself to you.

=

L
[f] HPIEEHHEEE @ UMERKIBAVEMHINE -
» be responsible for (&%)

We are responsible for the postal services including mailing,

tracking services and so on.

30



» beincharge of (BE--¥7)

We are in charge of the postal services including mailing, tracking
services and so on.

» be someone’s primary duty (- BEEET)

The postal services including mailing, and tracking services are
our primary duties.

Eﬁ/:\ ...... : Eﬁﬁﬁ/\*\ ...... : ]:Eiu ...... : ﬁ%ﬁ ......

» Asfor......, + B)F

» Concerning......, + f]F
» When it comes to......, + ] F
[ 6] FEEESRS » FAR AKFIAAFATEES « IS REANERFETS

As for the banking services, which are well known as passbook,
postal giro, domestic remittance service, and so on.

Concerning the banking services, which are well known as
passbook, postal giro, domestic remittance service, and so on.

When it comes to the banking services, which are well known as
passbook, postal giro, domestic remittance service, and so on.

test 5 Bx------ 2 5h

* Bx----29h (FHEE TR E ) RBIE)  BEMESFRIRHE &
A EGERIEAVEEINGE © fesn{t A FEl2 L TXRESE -

» in addition Ltt4b
» moreover LtJb

» furthermore It5h

31
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[#1] EEEFRIHEEREIE  BRritzsbh - HBBRTEE -

The rent of this house is reasonable. In addition, the location is
perfect.

The rent of this house is reasonable. Moreover, the location is
perfect.

The rent of this house is reasonable. Furthermore, the location is
perfect.

% appreciate R | FREREZRSE > A thank HHEL ° EBEFRREIAES @ 33
EEswal:iEtEvIE AR

> appreciate + &5d
[ fI] FHFIFEE RBRMEIFTES S -
We really appreciate all your effort.

» | would appreciate it if you - TANR{R---HEREREBE o 4 T
SR A B BE SR BIREHR

[51] aNRIRAARBELEEE - BHSTRERUA -

| would appreciate it if you could attend the meeting tomorrow.
> appreciate that + Ff]
[fI] B EREFEZNFHRIGEREE °

| appreciate that he stood by me when | most needed it.

32
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