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Practical English for Civil Servants

Practical English for Civil Servants

Course Aims

This course aims to equip front-line civil servants with
practical English communication skills. By the end of the
course, participants should be able to introduce their
agencies and provide service in English as part of their official
responsibilities, participation into a global society, and
expectations for future duty requirements.

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

1. Answering general service counter questions, introducing
local culture, and explaining official business.

2.Answering general questions on a hotline and replying to
basic inquiries concerning applications.
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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

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

We need to check your forehead
temperature.

Please spray your hands with alcohol
for disinfection.

Taiwan’s traditional cuisine is
distinctive.
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Training for Promotion from Elementary Rank to Junior Rank

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

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

The Lantern Festival is a lively cultural
folk festival. Besides the yuanxiao
foods, there are wonderful activities
like lantern displays and riddle games.
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Practical English for Civil Servants

Dialogue

John and Catherine are planning to attend the City Marathon.
This is their first visit to Fullerton City ( 8%%& ) so they would like to

explore the city before race day.

They have come to the Visitor Information Center ( h& 8 BR#E % 10> )
to inquire about travel information. Mr. Wang, a security guard at the
reception desk in the lobby, reminds them about COVID-19 prevention
measures as he checks all visitors’ temperatures before they enter the
center. Later, Desk Officer Hu from the Tourism and Travel Bureau of the
Fullerton City Government ( & %% mh i ) ik ¥ /5 ) offers to help them
with their inquiries.

J = John =#98)

C = Catherine =8J|FEH

H = Mr. Hu =888

W = Mr. Wang =Z#F 54

W: | Good Morning. Welcome to Fullerton City.

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

It is a safety measure to protect both you and others.

(John and Catherine put on their face masks.)



W:

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

(Mr. Wang takes John’s temperature.)

W:

(Mr.

36.5 degrees Celsius. OK.

Wang takes Catherine’s temperature.)

35.8 degrees Celsius. OK.

Now please spray your hands with alcohol for disinfection.
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 City Marathon this Sunday and
plan to stay in Fullerton for three days. We are very interested
in the city’s historic sites. Do you have any recommendations?

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

This race is a long-standing tradition. It offers the chance to see
historic monuments and to experience traditional Taiwanese
food, so this event is a perennial fan favorite.
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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 city’s most significant historic buildings as
well as iconic landmarks in Fullerton.

They certainly do sound very attractive.

The Confucian Temple has a history of over 300 years. Every
September 28, a ceremony is held in the early morning to
commemorate Confucius and honor his wisdom.

Where is the Confucius Temple located?

It is one of a series of major monuments in the historic district.
You can walk along the old city streets and take in a sense of the
past.

But...... we don’t have a driver’s license for either a car or
scooter. What is the best way to get around?

Then | recommend you take the sightseeing bus which has
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 with a single bus ticket.

Awesome!

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

cuisine.

Taiwan’s traditional cuisine is distinctive.



| read about minced pork rice, stinky tofu, beef noodle soup,
and oyster omelets in the travel guides.

Yes, they are all delicious.

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

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

If you like historic monuments and traditional folk festivals, then
the Lunar New Year Festival and Lantern Festivals are both must
see events.

My Taiwanese friend said that the Lantern Festival is a lively
cultural folk festival. Besides the yuanxiao foods, there are
wonderful activities like lantern displays and riddle games.

Launching 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 before
setting them to flight.

Then we’ll have to write, "WORLD PEACE, END COVID" on our
sky lantern!
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Practical English for Civil Servants

Speaking of Lantern Festivals, Pingxi ( ¥£;% ) in northern Taiwan
is one of the main destinations for launching sky lanterns.

In southern Taiwan, people celebrate the Lantern Festival a bit
differently with the tradition of setting off beehive fireworks in
Yanshui ( E&K ).

Should you choose to attend the beehive fireworks, it is
recommended that you equip yourself head-to-toe with
protective gear and practice caution!

It sounds very fascinating!
Fullerton City sounds full of fun!

It won’t let you down; definitely worth the trip!

|
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Training for Promotion from Elementary Rank to Junior Rank

Words & Phrases

inquire (V)

historic monument (N.)
perennial (Adj.)
recommend (V.)
landmark (N.)
sightseeing bus (N.)
tourist attraction (N.)
traditional cuisine (N.)
sky lanterns (N.)
beehive firework (N.)

protective gear (N.)
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Practical English for Civil Servants

Exercises

LREREE

1B U IE R FAEREA )
Exercise Resources

Exercise Scenarios
and References

o LU/NAEFR—IZEIAE DSR2 FTTEiH [ ZEBEBERA ]
mAaeERE (Fla: EE - hE - BEFEF) - Tourism Bureau
FIFIEEE  ZEEEIBRBTIINEAL > I
METBREEF ISR - TBRET]
SEEMABEZENREEN > fla: 2
BER - RAHE - BRhE - EMERE -

® Pick a city of one of the trainees on a
team for the scenario. The exercise is then
based on the city/organization where
that trainee is deployed (eg. Hualien,
Yilan, etc.) and involves hosting an event
with international visitors. Trainees will
need to introduce the event and tourist
attractions, and explain the unique aspects
of the local culture (e.g. transportation,
local folk festivities, historic monuments,
traditional food, etc.) as if speaking to an
international visitor.

12
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PHONE SERVICE

B2 HIE LESSON GOAL

To learn vocabulary and sentence structures for
practical English conversations involving:
® Answering General Hotline Questions
® Responding to Application Inquiries
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Practical Sentence Patterns

Hotline Service and Application Inquiries

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

To successfully obtain a scooter
driver’s license, you have to pass a
four-stage test.

Please request the registration form
from the service desk.

Please take your passport, proof
of Taiwan more-than-six-months
residency, and three one-inch ID
photos taken within the past two
years.

Please go to counter six on the second
floor to register for the scooter
driver’s license test.

14
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The written test is now available in
English.

The tests are designed around the
measures most necessary to keep
you safe on the road, so that you can
always make it home safe and sound.

Thank you for your patience.

Passing the test and getting a

license isn’t rocket science; just keep
practicing before taking the test and
you will be sure to pass it.

Is there anything else | can help you
with?

Thank you for calling. | hope you have
a wonderful day.
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Practical English for Civil Servants

Dialogue

Interested in a Scooter-Driver License

Mary will work in Taipei for several years. She plans to commute by

scooter for her convenience. Today, she decides to make a phone call to
the Motor Vehicles Office ( & 2 Pt ) and asks Desk Officer Chen about

getting a scooter driver’s license.

M = Mary =35

C = Ms. Chen =Fffl &

C:

Good morning, Motor Vehicles Office service line, this is Ms.
Chen speaking. What can | do for you?

| am considering to get a scooter driver’s license but | have
heard that it’s very complicated.

First of all, you must be over the age of eighteen.
Oh. I'm in my mid-thirties.

| see. To successfully obtain a scooter driver’s license, you have
to pass a four-stage test.

What is the first stage?

Stage one is a physical check-up.

Please request the registration form (H&SSRIIAE EEMH B E ST E)
from the service desk, and then take your physical check-up at
a clinic near you.

16
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(
:

Don’t worry. It’s only a simple exam to make sure that you are
not colorblind or have any other obvious disabilities that may
affect driving.

What's stage two?

For stage two, please take your passport, proof of Taiwan
more-than-six-months residency, and three one-inch ID photos
taken within the past two years; and, then go to counter six on
the second floor to register for the scooter driver’s license test.

I’ve heard that the written test is stressful.
Can you tell me what will be on it?
My Chinese is not that good.

| am afraid | won’t be able to pass.
Don’t worry. The written test is now available in English.
What a relief!

There are a total of fifty questions on the written test in true
and false and multiple-choice formats. The test focuses on a
driver’s knowledge of traffic signs, rules and regulations, and
such topics as defensive driving, accident prevention, and
situational awareness.

There is an online mock test available on the website for your
reference.

We highly recommend that you practice in advance.

17




Practical English for Civil Servants

Your suggestions are very helpful.

I’ll be well prepared for it. By the way, the road test is the most
difficult stage out of four, isn’t it?

Exactly. It is quite a challenge for our test takers from overseas.

You can say that again.
In Taiwan, the number of scooters on the roads is incredible.

It gave me quite a shock to witness the stunning swarms of
rush-hour scooters when | first arrived Taiwan.

The tests are designed around the measures most necessary
to keep you safe on the road, so that you can always make it
home safe and sound.

Because safety is our number one priority.
Thank you for your explanation. It’s crystal clear now.

You’re welcome.

Passing the test and getting a license isn’t rocket science; just
keep practicing before taking the test and you will be sure to
pass it.

Is there anything else | can help you with?
No. | think that’s all. Thank you.

Great. Thank you for calling.

| hope you have a wonderful day.

18




Training for Promotion from Elementary Rank to Junior Rank

Words & Phrases

driver’s license (N.)

physical check-up (N.)
registration form (N.)
residency (N.)

one-inch photo (N.)

written test (N.)

stressful (Adj.)

traffic rules and regulations (N.)
defensive driving (N.)
accident prevention (N.)

for your reference (FYR)(Phr.)

road test (N.)
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Practical English for Civil Servants

Exercises
—
B
VS 4 (e PR S B e i
. . Exercise Resources
Exercise Scenarios
and References
o MFEE RIS/ EIRRBIRETEERE [ ZZBEBARRHER ]
HERRER " EeheR AISE TS 4 | Directorate General
SEL MBI A AR S S N R PR R B A L of Highways
BB IEHE - LB RIS S A a MOoTC
128 WEESEMNA B SMINE A LIRES :
EEBMEZ M HEEERIEEE -

® How to Exchange Another Country’s
Driver’s License for a Taiwan One

This document exercise scenario begins
with a someone seeking to exchange
their foreign country driver’s license for
a Taiwan license in-person at a service
counter or off-site over the phone. The
dialogue should include personnel from
the Motor Vehicle Driver Information
Service explaining the necessary
documentation, related resources, and
issues of note concerning the application
procedures.

20
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LREREE

15 HS 3 :R E FAEREA )
Exercise Resources

Exercise Scenarios
and References

o WAEE SIS T{EsFal [ R ASEN R |
SEMPER | EEfEER, ATSIBISTERE - A Workforce
B 1 JVE A AT SRS T (Er ] aists - | Development Agency
BE SRS EE A AN EEE Y MOL

HIE 25 EESE N BREAM A B S MM
ABS TR AT B N REREIAE -

® How to Acquire a Work Permit in Taiwan

This document application exercise
scenario begins with an international
resident inquiring at a service counter
or over the phone about the process to
obtain or apply for a work permit. The
dialogue should include personnel from
the Workforce Development Agency of the
Ministry of Labor explaining the necessary
documents, and issues of note concerning
the application procedures.

21
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LREREE

1B IE R FAEREA )
Exercise Resources

Exercise Scenarios
and References

o BAMSEAMEBHIEEE [ IR LR |
MR TR, ABESIERS & Department
LU A SN A SRR BB DA g | Of Household
LUEERENEESNANESR  HENE Registration
& FHEHATAINA B S AN B R Mol
W2 S RIS TEAE - i

® Marriage Registration Involving an

International Resident and Taiwan Citizen

This document application exercise
scenario involves a foreign resident and
a Taiwanese citizen inquiring about their
marriage registration at a service counter
or over 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 IHEEEEEMEREERT (U EER ]
SEARFER TEEMEERN ) ATSISBIERS - A Public Library

LU B e R R RS Ol R0
REAE  BENVEERBULEERAY T
RS HIEDE B2 R

HIRAZ o
® How to Acquire a Library Card

This document application exercise
scenario begins with an international
resident inquiring about acquiring or
applying for a public library card at a
service counter or over the phone. The
dialogue should include personnel from
the public library explaining the necessary
documents and application procedures.

23
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TR 3 R FE FAERBA

Exercise Scenarios

o NMEBTTIEREMER

MERFER "REMERM ) ABBREEMS  NHBTEEHERERE - =
BIMEERFE LI BERANAYHRESR  HEESRPWARSFESH
I EHE T 2 S R RAR ©

® Choose Your Topic

In this document application exercise scenario teams can choose
their own practice topic. 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 an application and relevant
procedures.

24
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® Learn how to introduce your agency and describe
your job in English.
For further information, please visit the website:
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Practical Sentence Patterns

Introducing Agency and Making Job Description

Hello, welcome to the Galaxy
County. | am Household Registration
Officer Mary Chen of the Household
Registration Office of the Galaxy
County.

Today | would like to introduce duties
of the Household Registration Office,
and make job descriptions.

The Household Registration Office
is mainly in charge of household
registration, and records of people
through their life from birth to
death, including birth registration,
identity card, marriage and divorce
registrations, and so on.

The government formulates natalist
policies to nudge citizens to have more
children. We are also responsible for
the maternity pension.

26
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In addition, some people come to
apply for name changes in order to
bring good fortune.

If citizens apply for registration of
movement, our system can connect
to the taxation department, motor
vehicles office, land office and related
offices for simultaneous changes. It is
really convenient to people.

Besides, we also set up the wedding
scene layout for newlyweds to take
photos when they apply for the
marriage registration.

Sometimes we could also act as the
spiritual mentors to comfort those
who file for divorce.

Moreover, we have a super mission
to help people to search their friends,
relatives, childhood playmates, and
neighbors so they can get in touch
with each other again.

It is a meaningful job because every
citizen requires our service at every
special moment in his or her life.

27
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Words & Phrases

Household Registration Officer (N.)
Household Registration Office (N.)
birth registration (N.)

divorce registration(s) (N.)

natalist policy / policies (N.)
fortune (N.)

good fortune (N.)

taxation department (N.)

motor vehicles office (N.)
simultaneous (Adj.)

newlywed(s) (N.)

mentor (N.)

divorce (N.) (V)
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Tips in Use

[ 1] F2BRIEH - BRSPS HAETFES -

| am Household Registration Officer Mary Chen of the Household
Registration Office of the Galaxy County.

| am Mary Chen. | currently work as a Household Registration
Officer of the Household Registration Office of the Galaxy
County.

| am Mary Chen. | am the Household Registration Officer of the
Household Registration Office of the Galaxy County.

EBERE

be responsible for......
be someone’s primary duty......

[f1] FHEBMEEREFFEER L AN—4% @ EHERIT -

The Household Registration Office is mainly in charge of
household registration and records of someone’s whole life from
birth to death.

The Household Registration Office is responsible for household
registration and records of someone’s whole life from birth to
death.

29
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Household registration and records of someone’s whole life
from birth to death are the primary duties of the Household

Registration Office.

% In addition, + 5)F / In addition to + &37----
Besides, + F]F / Besides + &3 -+
[H1] BR7EEN - BARZ T AEHAEEEFZE o
| ate fried chicken and a hamburger for lunch. In addition, | had

French fries.

| ate fried chicken and a hamburger for lunch. Besides, | had

French fries.

In addition to French fries, | had fried chicken and a hamburger

for lunch.

Besides French fries, | had fried chicken and a hamburger for

lunch.
> SEEMERFIIMEE  EREGEERMTNEITE - geE{EXXERE
Bl -

) G apply + &z (FER ~ )
[ #1] Tony BEARGN{AITE VESCE A FE R AV STE KNG

Tony knows how to apply his grammar knowledge in writing.

30



% apply for + &7 (BRFE) (HRBENEMA : B~ THESHEK)
[51] HFIRILIREESRE —WE -
We could apply for a loan to buy a car.
% apply to CGERAR) (BEENEREXEIEENRESGE)
[ 1] LIS R EEARBEIAMENEZ AR -

The new regulation applies to all trading companies in the
country.

% require (B8, Bk, &%, WE, EX)
[H1] HELZRHEEFRRSMD ©
Teaching my daughter to drive required a lot of patience.
% be required to (5&HIFREEMH )
[H1] &R~ AENFERRIZE T B R RN EA R -

Vehicles regardless of public use, private use, and military use

are required to declare and pay the vehicle license tax.

[ 6] #RFRZTE N LIRTEHIBRA ST IR o

Taxpayers are required to complete payment within the given
timeframe.

% a legal requirement that (585138214 )
[ 6] ) EZERECRAEAIRASERRE

It is a legal requirement that you have insurance for your car.
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= Afe

BIEESE

N YN =
Senior
Rank

ERFREBE

Civil Servants B%<F GRADE 14

- Ranks & Grades -

BEESE
Junior
Rank B < GRADE 10

B GRADE 9

REEF
Elementary
Rank B GRADE 6

#4545 GRADE 5

B4 GRADE 1
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