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Practical English for Civil Servants - for Elementary Civil Servants

Practical English for Civil Servants

Course Aims

This course aims to equip newly appointed civil servants
with practical English communication skills, enabling them to
introduce their agencies and provide service in English while
executing their official responsibilities, complying with future
duty requirements, and integrating into international society.

Learning Objectives
To learn vocabulary and sentence structures for practical
English conversations for the following tasks:

1.Answering general service counter questions, introducing

local culture, and explaining official business.

2.Answering general hotline questions and application

inquiries.
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Traditions of the
Lantern Festival

EAZ H{E LESSON GOAL

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



Practical English for Civil Servants - for Elementary Civil Servants

Practical Sentence Patterns

Hello, how may | help you?
Please take a ticket and wait for your
number to be called. Thank you.

No problem.

Please wait here for a moment.

Please wear a mask in public to stop
the spread of the virus.

We need to take your forehead
temperature.

Please spray alcohol on your hands for
disinfection.

Please wait while | check that for you.
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C
e

@ This race has a long-standing tradition. e HEERAFERNE

It offers the chance to see historic
monuments and to experience
traditional Taiwanese food, so this
event is a fan favorite.

Taiwan’s traditional cuisine is unique.
| especially recommend snacks from
the night market. In particular, bubble
tea is not to be missed.

@ The Lantern Festival is a lively folk

cultural event. In addition to yuanxiao
foods, there will be activities such as

lantern displaying and riddle guessing.
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Practical English for Civil Servants - for Elementary Civil Servants

Dialogue

John and Catherine are planning to attend the Urban Marathon.
This is their first visit to Fullerton City, so they would like to explore

Fullerton city before the marathon.

They are at the Visitor Information Center ( iR#BR#E.0 ) to inquire
about travel information. Mr. Wang, a security guard at the reception
desk in the lobby, reminds the prevention measures against COVID-19
and checks all visitors’ temperature before they get into the center.
Later, Desk Officer Hu from the Tourism and Travel Bureau of the
Fullerton City Government ( E%& ¥Rt ik:E/E ) offers help.

J = John =#98}

C = Catherine =$]|F&EH

H = Mr. Hu =A%l 8

W = Mr. Wang =2 F 54

W: | Good Morning. Welcome to Fullerton City.

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

It is a safety measure for yourself and other people.

(John and Catherine are wearing their face masks.)



W:

We need to check your forehead temperature before we let
you in.

(Mr. Wang is taking John’s forehead temperature.)

W:

(M.

36.5 degrees Celsius. OK.

Wang is taking Catherine’s forehead temperature.)

35.8 degrees Celsius. OK.

Please spray alcohol on your hands for disinfection first. 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 2. Thank you.

H:

Good Morning. Welcome to Fullerton City.

How may | help you?

We are going to participate in the Urban Marathon this
Sunday and plan to stay in Fullerton City for three days. We are
very interested in Fullerton’s historic sites. Do you have any
recommendations?

If you like historic sites, then you have come to the right place.

This race has a long-standing tradition. It offers the chance
to see historic monuments and to experience traditional
Taiwanese food, so this event is a fan favorite.



Practical English for Civil Servants - for Elementary Civil Servants

If you are interested in historic sites, | highly recommend the
Museum of Fine Arts ( 3f1iif8E ) and the Confucius Temple( FLEg ).

They are two of the most important historic buildings as well as
famous landmarks in Fullerton.

These sights sound very attractive.

The Confucian Temple has a history of over 300 years. Every
September 28, a ceremony will be held in the early morning to
commemorate Confucius and ask Confucius for wisdom.

Where is the Confucius Temple located?

It is a series of major monuments in the historic district. You
can walk on the old streets and enjoy the nostalgic atmosphere
there.

But......we don't have a car or motorcycle driver's license. What
is the best way to get around?

Then | recommend you take the sightseeing bus with audio-
guide services in four languages and free Wi-Fi access.

You can buy a 24-hour or a 48-hour ticket, and then you can
catch all these tourist attractions in one go.

Awesome!

In addition to historic sites, we also want to try traditional

cuisine.



C

Taiwan’s traditional cuisine is unique.

| read from travel books about the minced pork rice, stinky tofu,
beef noodle soup, and oyster omelet.

Yes, they are all delicious.

| especially recommend snacks from the night market. In
particular, bubble tea is not to be missed.

That's right.

Bubble tea and papaya milk are two of my favorite drinks.

If you like historic monuments and traditional folk festivals, then
you must not miss the Lunar New Year Festival and the Lantern
Festival.

My Taiwanese friend said that the Lantern Festival is a lively
folk cultural festival. In addition to yuanxiao foods, there are
activities such as lantern displaying and riddle guessing.

Flying sky lanterns is a famous traditional activity in northern
Taiwan during the Lantern Festival. People usually write their
wishes on the lanterns for the coming year.

Then we have to write, "WORLD PEACE, END COVID" on a sky
lantern!



Practical English for Civil Servants - for Elementary Civil Servants

Speaking of the local traditions of the Lantern Festival, sky
lanterns will be launched at Pingxi ( ¥/ ) in northern Taiwan.

In southern Taiwan, people celebrate the Lantern Festival by
setting off beehive fireworks in Yanshui ( E&7K ).

Should you choose to attend the beehive fireworks activities, it
is recommended that you’re equipped head-to-toe protective
gear and practice caution!

It sounds very appealing!
What fun to travel to Fullerton City!

It is definitely worth the trip!

10



Words & Phrases

historic monument (N.)
recommend (V.)
landmark (N.)

nostalgic atmosphere (N.)
tourist attraction (N.)
traditional cuisine (N.)
festival (N.)

riddle guessing (N.)

sky lanterns (N.)

beehive firework (N.)

protective gear (N.)
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Practical English for Civil Servants - for Elementary Civil Servants

Exercises

LREREE

1B U IE R FAEREA )
Exercise Resources

Exercise Scenarios
and References

o LU/NAEFR—IZEIAE DSR2 FTTEiH [ ZBEBERAE ]
mAeERE (Hla: EE - hE - BEFEF) - Tourism
FIFIEESE  TEEEIBRBTIINEAL > I Administration
METEREER ISR - TBRET]
SEEMABEZENREEN > Hla: 2
BER - RGHE - BEHE - EHERE -

® Create a scenario based on a city for the

trainees on the team. The exercise is based
on the city/organization where the trainee
is deployed (eg. Hualien, Taoyuan, Yilan,
etc.) and involves hosting an event with
foreign visitors. You need to introduce the
event and tourist attractions, and explain
the unique aspects of the local culture
(eg. transportation, local folk festivities,
historic monuments, traditional food, etc.)
to foreign visitors.

12
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Applying for a Permanent
Driver’s License

EAZHIZ LESSON GOAL

To learn vocabulary and sentence structures for
practical English conversations involving:
® Answering general hotline questions.
® Application inquiries.

13
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Practical Sentence Patterns

Hotline Service and Application Inquiries

Hello, this is the service line at the
Motor Vehicles Office, Ms. Chen
speaking. What can | do for you?

How long do you plan to stay in
Taiwan?

If you plan to stay for over a year, we
advise you to change your U.S. driver’s
license to a Taiwan license.

That depends on the state that issued
your license. We usually follow the
reciprocal principles.

Our system is processing your case.
Please do not hang up.

Thank you for your patience.

14
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Preliminary Training for Personnel Newly Passed the Civil Service Examinations

Please call during business hours Bl L1 YIRS 3TEEEK
to inquire about your application AR FRERESE °

process.

This is a free 24-hour hotline. EE 24/ NFRTEERER
If you want to apply for a driver’s BEERHEEEEE 6 @
license, you need to submit proof BU EZ 2R H SNEIRERR -
of Taiwan residency of six months MRIEARFIA ~ AN 2

FAPBEZ 1 NREAES
MEE¥ESHEEH35R
HEM 200 THBIULSKE

one-inch ID pictures taken within s .

or longer, your foreign license, your
passport and a copy of it, and three

the past two years. You must also
pay a 200 NTD fee and fill out the
registration form.

Thank you for calling. | hope you have | RUERIZKRE - BB EE
a wonderful day. PFRY—RK ©

Is there anything else | can help you ER TSRS ?
with ?

15




Practical English for Civil Servants - for Elementary Civil Servants

Dialogue

Applying for a Permanent Driver’s License

Mary will work in Taipei for several years. She has questions about

using a foreign license to drive in Taiwan. Today she decides to call the
Motor Vehicles Office ( 8532Ff ) and talks to Desk Officer Chen.

M = Mary =35z

C = Ms. Chen =R &

C:

Good morning.

This is the service line from Motor Vehicles Office, Ms. Chen
speaking.

What can | do for you?
| want to apply for an International Driving Permit.
How long do you plan to stay in Taiwan?

| am working in Taiwan.

| will be here for at least two years.

If you plan to stay for over a year, we advise you to change
your U.S. driver’s license to a Taiwan license.

Why can’t | change to an International Driving Permit?

16




Preliminary Training for Personnel Newly Passed the Civil Service Examinations

C

This is because the International Driving Permit is for those who
will be staying in Taiwan from 30 to 365 days, so it is no longer
valid after a year.

| see.
| heard | can just exchange my U.S. license for a Taiwan license.

Is that true?

That depends on the state that issued your license.

We usually follow the reciprocal principles.

Oh. | have a Virginia license.

Is that OK?

Please wait a moment.

I’'m going to check the list of regions and related regulations.
Please do not hang up.......

A few seconds later......

C:

Thank you for your patience.

Yes, you can apply for a Taiwan driver’s license with a Virginia
license that you’ve held for at least six months. You won’t have
to take a road test.

You will have to pass a health exam and a written exam, though.

17




Practical English for Civil Servants - for Elementary Civil Servants

You’re kidding.
| can’t take a test in Chinese.

I’ll never pass it.

Don’t worry.

You can take the test in English.

What a relief.

What documents will | need?

You will need to submit proof of Taiwan residency of six
months or longer, your foreign license, your passport and a
copy of it, and three one-inch ID pictures taken within the past
two years. You must also pay a 200 NTD fee and fill out the
registration form.

Thank you for your explanation.
The rules are much clearer now.

| feel a lot better.

You’re welcome.

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

Great. Thank you for calling.

| hope you have a wonderful day.

18
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Words & Phrases

driver’s license (N.)
International driving permit (N.)
issue (V)

the principle of reciprocity (N.)
road test (N.)

health exam (N.)

written exam (N.)

relief (N.)

submit (V)

copy (N.)

one-inch picture (N.)

registration form (N.)
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Practical English for Civil Servants - for Elementary Civil Servants

Exercises
——
i BEEREE
1B HSEE R RO IR ER -
. . Exercise Resources
Exercise Scenarios
and References
o NEESENSHERR (EeIEEIYNEISE
SEFER TSR, AMISEEEAE - & | The Highway Bureau
SELLNEI A A1 B S e B R R s 1 Morc
EELIBEEREERENAHEGS Wit
EEMABEEINE A TESHE ERRATE

XXk~ HEAERKIIEEIR °

® How to Acquire a Motorcycle License in
Taiwan

This exercise scenario for document
application begins with a foreigner
wanting to acquire/apply for a motor-
cycle license at a service counter or
inquiring via the phone. The dialogue
should include personnel from the
Motor Vehicle Driver Information Service
explaining the necessary documentation,
related resources, precautions, and
application procedures.

20
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TRIR L 5 & A B ER

Exercise Scenarios

o M= EEN{T TERFAI

REfRFER TERMFERIE  AFIBREEMRE K
RELL M A AR e S ERAS TARET Rl A 1B1R -
ERELMES RN EEAAYESER - Y&
HIE 25 EESE N BREAM A B S MM
ABS TR AT B N REREIAE -

How to Acquire a Work Permit in Taiwan

This exercise scenario for document
application begins with a foreigner
wanting to acquire/apply for a work
permit at a service counter or inquiring
via the phone. The dialogue should
include personnel from the Workforce
Development Agency, Ministry of Labor
explaining the necessary documents,
precautions, and application procedures.

21
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Practical English for Civil Servants - for Elementary Civil Servants

LREREE

1B IE R FAEREA )
Exercise Resources

Exercise Scenarios
and References

o A BISME A SRR EEIS BT [ POEEER S B ]
FERFER EEMEERE ATSISIETEME & Department
LU A SN A SRR BB DA g | Of Household
LUEERENEESNANESR  HENE Registration
& FIETERTAHE A S & AR E B SR Mol
e ST RIE RS o TR

® Marriage Registration Between a

Foreigner and Taiwan Citizen

This exercise scenario for document
application begins with a foreigner and a
Taiwanese citizen who are getting married
and want to register at a service counter
or inquire via the phone. The dialogue
should include personnel from the
Household Registration Office, explaining
the necessary documents and application
procedures.

22
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LREREE

15 HS 3 :R E FAEREA )
Exercise Resources

Exercise Scenarios
and References

o (RIEEEEERE FRE RS [ EEEE ]

REfRFER TERMFERIE  AFIBREEMRE K
RELL A Th L B & 8 R S RlRE K s I AERAE S
RIFRE  EEMESRIFEL BEEA A
AamR 0 HREE SRR IR 2 S R

HRAR

® How to Acquire a Library Card

This exercise scenario for document
application begins with a foreigner
wanting to acquire/apply for a public
library card at a service counter or via
the phone. The dialogue should include
personnel from the public library
explaining the necessary documents and
application procedures.

23
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154 3L {1 FE FA SR EA
Exercise Scenarios

o /EBTTIEEMERTIE

MERFER "REMERME ) AFIBREEMS  NEBITEEMHEEEE &
B EERG L ERELAA LRSS  HEESA R AR SR HH
RIS 2 S R IRIRAS -

® Choose Your Topic

In this exercise scenario for document application, your team
can choose a topic to practice. It can be a dialogue at a service
counter or an inquiry over the phone that includes the case officer
explaining the necessary documents required for the application
and its procedures.

iy
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How to Introduce Your
Agency and Make a
Is Job Description

EAZHIZ LESSON GOAL

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

25
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Practical Sentence Patterns

Introducing Agency and Making Job Description

Good morning, Sir/Madam. Welcome
to Fullerton City Government.

It’s a pleasure to meet you. | am
Desk Officer Wu of the Cultural and
Creative Development Division of the
Cultural Affairs Bureau.

The Bureau of Cultural Affairs is
attached to Fullerton City Government
and is in charge of the inheritance and
development of culture and arts and
the preservation and maintenance of
the cultural assets of Fullerton City.

The Director-General of the Cultural
Affairs Bureau, appointed by the
Mayor, takes charge of the bureau
by directing and supervising sub-
ordinate agencies and staff.

26
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The Bureau is comprised of seven
operational units including the
Cultural Parks Management Division,
Arts Development Division, Cultural
Establishment Division, Cultural
Resources Division, Heritage Sites
Operation Division, Cultural Research
Division, and Cultural and Creative
Development Division, as well as
four supportive units including

the Secretariat, Personnel Office,
Accounting Office, and Civil Service
Ethics Office.

The Cultural and Creative
Development Division is mainly in
charge of policy planning, formulation
and implementation of laws and
regulations, and talent cultivation and
exchange for cultural and creative
industry, policy and regulation
formulation, marketing and promotion
for the video and audio industry, and
fostering the film industry.

27
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Practical English for Civil Servants - for Elementary Civil Servants

| have worked in the Cultural and RENEIEEM I 25
Creative Development Division for two | *# LR EIR KRB KAE
years. I’'m under the supervision and CECE

direction of the division director and
section chief.

| am responsible for the operations HREAXZZHETIZEEETEX
and management of the Cultural and AEEEEREE  RIEFP
Creative Park and the Creative Center, DREGETRES ©

as well planning for the annual Design
Exposition, among other tasks.

The Bureau has brought cultural Xt EFERERZIEXLE

policies and significant issues to the g L 5'?@&%%&?%&

public's attention, and has been REERZE - EMRAD
RXLEE -

holding numerous cultural events to
enhance the cultural life of citizens.

28
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©0000000606066

Words & Phrases

Cultural Affairs Bureau (N.)

Department of Cultural Affairs (N.)

director-general / commissioner (N.)

division director (N.)

section chief (N.)

desk officer / staff officer (N.)
officer (N.)

business unit(s) (N.)
supportive unit(s) (N.)
division (N.)

Cultural and Creative Park (N.)
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Practical English for Civil Servants - for Elementary Civil Servants

Tips in Use

be attached to...

[61] SUERBRBELETHEUT

Cultural Affairs Bureau is attached to Fullerton City Government.

» #FH{LIA : be affiliated with.../ be subordinate to...

be comprised of + B{=F business units

[81] XEARSE#ME S 7 BEFEA -

The Bureau is comprised of seven business units.

*3‘5 =......

be in charge of...

[#1] XEIBEMEFHETZE S XMLAIBREXBERME  JEMH (5])
EHEHITRATEBELZR °

The Cultural and Creative Development Division is mainly in
charge of policy planning, formulation and implementation of

laws and regulations, and talent cultivation and exchange for
cultural and creative industry.

» $H{LI3) : be responsible for...

30
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BEEF

NFEANE
Senior
Rank

ERFRAE

Civil Servants B%<F GRADE 14

- Ranks & Grades -

BEESF
Junior
Rank B < GRADE 10

B%<F GRADE 9

EEEF
Elementary
Rank B8 GRADE 6

B% %= GRADE 5

B4 GRADE 1

31




Practical English for Civil Servants - for Elementary Civil Servants

32




e

ranRrEF (EdEAf)
Preliminary Training for Personnel Newly Passed
the Civil Service Examinations
Practical English for Civil Servants

—for Elementary Civil Servants

Mhow FIRRE TR

wm o= JFZ DAREE T

2 A A AT 11561 kR L FRER T E576 5
e ht © http://www.nacs.gov.tw

e 7% ¢ (02) 2653-1500

disp Hpord ERR L2 E 98

ARHEER TS FERYGHER Y > FEMARBER e 7 F e 41t
g E b I o FRA RS FERLFR -









	ACKNOWLEDGEMENTS
	CONTENTS
	櫃臺篇　AT THE SERVICE COUNTER
	元宵節的習俗活動　Traditions of the Lantern Festival

	電話篇　PHONE SERVICE
	外國駕照換領本國駕照　Applying for a Permanent Driver’s License

	職務篇　AGENCIES AND POSITIONS
	機關 / 職務工作介紹　How to Introduce Your Agency and Make a Job Description

	學習資源　LEARNING RESOURCES
	【職務篇】之數位課程 QR Code


