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Practical English for Civil Servants

Practical English for Civil Servants

Course Aims

This course aims to equip newly qualified civil servants with
practical English communication skills to enable them to
introduce and provide service in English while executing their
official responsibilities, to comply with future duty requirements,

and to connect internationally.

Learning Objectives

To learn vocabulary and sentence structures for practical

English conversations involving:

1. Hosting foreign guests, introducing local culture, and
explaining official business.

2. Answering general service counter and application
inquiries.

3. Answering general hotline and inquiries about COVID
pandemic prevention and related regulations.
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GUEST GREETING
AN 2SRV U
H Iy !

,_ge-;_\ < ‘. Welcome to the
%—__—é Urban Marathon

NG &)

WE WILL LEARN

To learn vocabulary and sentence structures for
practical English conversations involving :
® Hosting foreign guests.
® Introducing local culture and explaining official

business.
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Practical Sentence Patterns

Hosting Foreign Guests and Introducing Local Culture

® Welcome to the 2020 Taiwan
Lantern This
event will be held in A city.

Festival. year’s

® Originally scheduled for the 1%
of March, the A city Half
Marathon was postponed to the
18" of October due to the
severity of the COVID pandemic.

® This had a
tradition. It offers the chance to

race has long
see historic monuments and to
experience traditional Taiwanese
food, so this race is often a fan
favorite.

® Please report to the main
entrance on the first floor, and
collect the conference brochure,

badge, and souvenirs.

o WIS M200FREE
EE  SEBBEABE
GE

® SEEMR ATHRIFEREEN
MEETH 3B 1 BfE -
K2 B E S A E MR
BIERE > HHBE10H
18 HER1T -

® E R JREBEAEHN
S  MaBERXtHE
R AG#t 4 X R K45
& FRRAREL -

o EEE—RBAMO®E
TR TEAEENKEF
B~ %HEE%EIL on °
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® Please check your registration | ® HREIFIALEERBEDR
number on the official website. | ZlI#RE & WHHEIFFHT
You will need to present a| SBHREBAXHE -
formal ID when signing in.

® We have invited an internationally | ® KX EENF & EEERBBERN
renowned band to perform at our| REEFRE o
opening.

® The closing ceremony is a| ¢ pgzshife S A B ¥
large-scale light show, which| =, |yzemmesma sy

creates a multi-sensory interactive ZRE LR » ERT
experience through sight and BREEIE -

sound, providing participants
with a unique and exciting

experience.

® During the event, traffic will be | ® EEIHAR » &ZFEEERS
restricted on the roads around | HSETZBER » WLERF
the venue, and shuttle buses will | EEHEHIERBEFESE
be provided between the| UHEIESIEIS o
high-speed rail station and the
venue at designated times and
locations.
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® At three exits of the venue,
there will be food areas, mobile
toilets, and first-aid stations. If
people feel ill or uncomfortable
at the scene, our service staff
will guide them to the first-aid
station and our medical team
will provide care and assistance.

® Taiwan’s traditional cuisine is

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

® |n addition to historic monuments

and traditional temples, Taiwan
also has breathtaking natural
landscapes, " such “'‘as” Taroko
National Park, which is famous
for its stunning canyon views.

® The Lantern Festival is a lively
folk cultural festival. In addition
to eating yuanxiao, there are
activities such as looking at
lanterns and guessing lantern
riddles.

o i 3EHORHER
RE  RENAIFR K K38
ih - HERSBERRRBEG
BETE - RFAEREIE
ERELL 0 TR EEREK
fa T RAIRIGES

e S EMNEMEREAS
B o FAFRIHEERTHPAY
Bz BIKIPRERE
TEHEE o

o [xTEEHEREME
F o EELETANELE
IERYBASRER - Hlan "X
EEERAE, EUSA
ERSE FEHER -

o THHE—EARRNRE
MALEIEIEE © BR T RZIT
B JEREEER
JBIEFKEED
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TEIE¥EE Dialogue

Welcome to the Urban Marathon

John and Catherine will be participating in the upcoming
Urban Marathon. Officer Hsu is currently serving at the
Bureau of Civil Affairs of A City. Seeing that the two are
seeking assistance, he approaches them.

J=John=%#9%
C=Catherine =& iEH
H=Mr. Hsu=%l8

H: | Good morning.

May | help you?

J: | We are here for the upcomingUrban Marathon.

| received an email that says foreign participants are
required to register beforehand and sign in to get our
supplies three days before the event. Where can we
signin?

H: | You're at the right place.

We are just outside the gate of the civic center. Please
go straight ahead. After entering the gate, you will see
the Joint Service Center (B#&MRIEH /D) on the first
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floor. Sign in there and get the race supplies, such as
your bib number, safety pins, timing chip, and
goodie-bags with presents from our sponsors.

Do you know your registration number?

You can check on the official website first, or check
your email for it and give it to our staff. That way,
check-in will go much faster!

We have been visiting scholars at B University since
August this year, and we took this opportunity to visit A
city. This is our first time participating in a marathon
and also our first visit to A city.

This year’s Urban Marathon was originally scheduled to
be held on March 1st. Due to the severity of the COVID
pandemic, it was postponed.

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

Speaking of food, yesterday we couldn’t wait to try the
minced pork rice, stinky tofu, beef noodle soup, and
oyster omelet.

Taiwan’s traditional cuisine is unique. | especially

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

J: | That's right. Bubble tea and papaya milk are two of my
favorite drinks. | also like the historic monuments in A
city. We went to see the Museum of Fine Arts (ZEfligE)
and the Confucius Temple (FLEg).

H: |If you like historic monuments and traditional folk
festivals, then you must not miss the Lunar New Year
Festival and the Lantern Festival at the beginning of
next year.

C: | My Taiwanese friend said that during the Lantern
Festival, there are activities such as holding lanterns,
eating yuanxiao, and guessing lantern riddles. Other
lantern festivals are also held with fireworks all over
Taiwan.

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

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

H: | Speaking of the local traditions of the Lantern Festival,

sky lanterns are flown in northern Taiwan, and people
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will celebrate the Lantern Festival by setting off
beehive fireworks in Yanshui town in southern Taiwan.
Should you choose to attend the beehive fireworks, it is
recommended that you participate with head-to-toe
protective gear and great caution!

The lanterns at the Pingxi Sky Lantern Festival are like
graceful Greek poems, conveying wishes and praying
for peace; the Beehive Fireworks Festival in Yanshui is
like a battle between gladiators in a Roman arena,
removing bad luck through the bees’ blessings and
welcoming the new year.

Interestingly, the original purpose of the beehive
fireworks was also to get rid of the plague. Residents
called upon the gods to drive out the evil spirits they
blamed for the pestilence.

It seems that we must take proper safety precautions.
In addition, A city also has a lantern Festival.

With the opportunity to experience phenomenal light
shows and enjoy breathtaking scenery, it is definitely
worth the trip.

It sounds very appealing!

It seems we have to plan a trip to A city!

10
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Words & Phrases

festival (N.) EiEEEN
postpone (V) FEHR

historic monuments (N.) FESE &R
conference brochure (N.) KEF
badge (N.) Zhg
registration (N.) AR

venue (N.) EENE
breathtaking (Adj.) LANEAERIER
traditional cuisine (N.) BHER
recommend (V) biidi-]

appealing (Adj.) LUSEIPN:D)

11
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Exercises

S HE 1 FE A SRR BERR2E

Exercise Resources

Exercise Scenarios and References

o LUMBEA—URINNABEDEEEEZER | [XEPENLS]

mAaTE (Ha: tE -~ hE ~ EFF) - Tourism Bureau
FIREE  EEEAEAFINEAL » 3 more

AEN B EBEE TR - MHERER

SEMSFEZECREE - fla0: B
BEIE « ERRF - REXIE » T@EE
BRHEE -

® Create a scenario based on one of the

trainees on the team. The exercise
begins with the  city/organization (eg.
Hualien, Taoyuan, Yilan, etc.) where the
trainee is deployed at, is hosting an
event that includes foreign guests. You
need to introduce the event and tourist
attractions, and explain unique aspects
of local cultures (local folk festivities,

traditional food, historic monuments,

transportation, etc) to foreign guests.

12
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AT THE SERVICE COUNTER

YIRS IR
aa FHEER

Applying for a Permanent
Driver’s License

WE WILL LEARN

To learn vocabulary and sentence structures for
practical English conversations involving :
® Answering general service counter and application

inquiries.

13
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Practical Sentence Patterns

General Service Counter and Application Inquiries

® Hello, how may | help you?

® Please take a number and wait
for the number to be called.
Thank you.

® No problem.

Please wait here for a moment.
® Please take a seat over there.

® |t is our pleasure to serve you
today.

® Please call during business hours

to inquire about application

processes.

® Do you have any identification?

® Please wait while | check that
for you.

14

o [K4F AR BT ERER
RS ?

® il REE ST SR R R S5 1%
MLSE - EBIE o

o REZSREMEHITMR
3% o

® KA LITE LIRS E RS
REAFEIFREEER o

® FERHEHEFEMERX
405 7

o SERERY - HETHR
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® If you want to apply for a
driver’s license, you need to
bring the following documents:
identification, the original and a
copy of your passport, two
two-inch color ID photos, and a
completed physical exam form.

® | need two two-inch color ID
photos taken in the past six
months.

@® It depends on the state that
issued your license.

® Your identification expired over
a month ago. You need to
reapply and pay an application
fee.

® The application process will take
up to three working days. If you
are unable to pick it up in
person, you may take the
application receipt to the Post
Office on the first floor, fill-in a
proxy form for the Post Office to

15

® MNRMBRAEER » BF
EHELITESG  8E5
REERR ~ BRIEAR
HA 2N EFEMGRE 2
IR BEIGEEER o

® BNERM2FEFFIR
B2 mERHRE -

® EHURM SRR EM—
MEFHRY -

o M EMHCAE A — @
A BEREPLHTE
m o

® XFEMHHMFERIMEI(F
B G AR ERIRS
o AIMEE e AE A2
F& o HBE—1EKEE
BEAHIRE - MIEEH
AEEEENT R4
ZBR¥5 ©
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pick up your identification on
your behalf, and prepay for a
return-mail envelope to have
your identification sent to you.

TEIEYEE Dialogue

Applying for a Permanent Driver’s License

Mary will work in Taiwan for several years. She has some
questions about using a foreign license to drive in Taiwan.
Today she walks into the Motor Vehicles Office (£##) and
asks the staff at-the reception desk in the lobby for
assistance.

M=Mary=I5E
I=Information desk=fRFE=
C=Ms. Chen=1E=RFEEMFEI B

M: | Good morning, | have questions about using a foreign
license to drive in Taiwan.

I: | Please take a number, take a seat, and wait for the

number to be called. Thank you.

Public Address System (PA system): Guest number 34, please

16
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come to counter 6. Thank you.

Mary walks to counter 6.

C:

0

Good morning. My name is Chen.

It’s a pleasure to serve you today. How may | help 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 International Driving Permit to a Taiwan
Driver’s License.

Why?

This is because the International Driving Permit is for
those who will be staying in Taiwan for 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 Driver’s license. Is that true?

That depends on the state that issued your license. We
usually follow the reciprocity principle.

Oh. I have a Virginia license. Is that OK?

Just a moment, please. Let me check that for you.

Yes, you can apply for a Taiwan Driver’s license with a

17
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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.

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 license, passport and a copy of it,
and three one-inch ID pictures taken within the past two
years, pay a 200 NT fee, and fill out this registration

form.

Mary gives the necessary documents to Ms. Chen.

C:

You have all the necessary documents, and you have a
West Virginia driver’s license!

That’s correct.

(looking it up via a computer......)

Good news! A West Virginia driver's license qualifies for
the reciprocity principle, which means your license will
be issued without any tests!

That’s wonderful!

18
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Words & Phrases

issue (V)

road test (N.)

written exam (N.)
health exam (N.)
relief (N.)

traffic regulation (N.)
traffic sign (N.)
registration form (N.)

proof of entry /exit record (N.)

19
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HE{REESE Exercises

5B AL i FE FR AR PR BEERZE
Exercise Resources

Exercise Scenarios and References

o WE=EESHEER [ZEEARMER]
MEMRFER TEEMEERMY ) AFEIEIEEEFTZ 0 | Directorate General

BB HNEA AN 1E B R A M B 2R AR a1 of Highways
MOTC

1% EELEE R EELA AL EES
= HREREERPASSFINE A LEVISH
BEREZX M HEERREIEEHE -

® 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
inquire via phone. The dialogue should
include personnel from the Motor
Vehicle Driver Information Service
explaining the necessary documentation,
related resources, precautions, and

application procedures.

20



2 0 2 0 Preliminary Training for Personnel Newly Passed the Civil Service
Examinations — for Junior Civil Servants (November 2020)

¥ 45 Gk {eh FEE P BB BEERZE
Exercise Resources

Exercise Scenarios and References

o INM{EEREE T{ERTAI (S5EraRsEEN IR E]

IERFER "REMER , ATFIBIREES Workforce

ASEL SV A AN B EN S T (2 Al 1 De"e'°'°;‘;": Agency

15 ERLUESERF N EFRLARLES
5 HEAIEESHHSEBNBREAMA
BEMINE NS TAERFRI AR Bl XX
FIBEIE -

® 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 inquire
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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TR EE 1 FE AR RREA BERRSE

Exercise Resources

Exercise Scenarios and References

o [ ABSMNE A SR AEIEE R [ AEEs EEE )
SEMRFERD TEE(LERN  ATSISIEEERE 0 | Department of
AZELE A BN A SRS B ST A 1S R:‘;':t‘:;‘;'jn
EEL ISR EESANERE Y Mol

AAIB S FEEBAAR A 85 *HEEREE
BECREIERR 2 S R IEIRAZ o

® Marriage Registration Between a

Foreigner and Taiwan Citizen

This exercise scenario for document
application begins with a foreigner and
a Taiwan citizen are getting married-and
wanting to register at a service counter
or inquirevia phone. The dialogue should
include personnel from the Household
Registration  Office, explaining the

necessary documents and application

procedures.

22
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¥ 45 Gk {eh FEE P BB BEERZE
Exercise Resources

Exercise Scenarios and References

o IPEERMERERESERE (GIvASESD))!
MEMRFER TREMFERME ) AFFIBIREREANE Public Library
AREL M) Th L [E S 8 R HHE RS R EARIAEER ok
BERF RS EENESRISELIBEE
ARYEESER  HEE SRR RETZ
S R RERTRAR o

® 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
phone. The' dialogue “ should -include
personnel " from™ “the public” library

explaining the necessary documents

and application procedures.

23
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1515 4iE {60 FE FRR AR
Exercise Scenarios
INEBTTHEEMERERE

ME(RFERR T AR ERIY ATSIBIE T REFRE  /E B ITIEEAERE R
EENMBEERSN L EELRAYESR  HEESAMABSH
SRR IR 2 S R ERAR o

Choose Your Topic

This exercise scenario for document application, your team
can choose your topic to practice. It can be a dialogue over
the service counter or an inquiry over the phone that

includes the case officer explaining the necessary documents

required for the application and its procedures.

24
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PHONE SERVICE

G BHT192280
PSR RENS ?

Hotline 1922 :
Am I Required to Undergo
Home Quarantine ?

/ﬁ
KE@E# | WE WILL LEARN
To learn vocabulary and sentence structures for
practical English conversations involving :
® Answering general hotline.
® |nquiries about COVID pandemic prevention and

related regulations.

25
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Practical Sentence Patterns

Hotline and Civil Service

® Hello, this is the 1999 24-hour
hotline. Thank you for calling.

® Good morning. My name is Lin. |
am glad to be of service to you.

® How may | help you?
® Please wait for a moment.

@® In order to protect your rights
repeated calls or
reports,

and avoid
malicious callers are
required, to, leave  their  legal
name and contact information.
Can you provide me with your

name and contact information?

® Please call during business

hours to inquire about vyour

application process.

® This is a free 24-hour hotline.

26
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® Our system is processing the
information. Please wait.

® My apologies for the long wait.

® | will transfer the call to Mr. Lee
in the Secretariat. His extension
is 123. for a
moment.

Please wait

® I’'m sorry, Mr. Lee is currently
unavailable. May | ask who is
calling, please? May | take a
message for you?

® Thank you for calling. I hope you
have a wonderful day.

® |s there anything else | can help
you with?

27
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TEIR S Dialogue

Hotline 1922 : Am | Required to Undergo Home
Quarantine?

Matthew is a professor in Taiwan. He has just returned to
Taiwan after visiting family in the United States and is ready
to go back to work. Due to the Corona Virus outbreak, he
decides to call the Taiwan Center for Disease Control (dial
1922) to inquire about the rules and regulations for returning
travelers.

M=Matthew=FE{&
L=1922 hotline operator Mr. Lee=1922 5 EZ B4R EBRA B FHAE

L: | Good morning. This is the CDC service line 1922, Mr. Lee
speaking. What can I'do for you?

M: | Good morning.

I will be flying back to Taiwan from California. Am |
required to undergo home quarantine upon entry to
Taiwan?

L: | Do you have a Taiwanese resident permit or visa?

M: | Yes, | do.

L: | OK. Here’s what you need to do.

28
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If you are a foreigner with a Taiwan resident permit,
then you need to register online on our Quarantine
System for Entry. Upon entry at the airport, whether you
are symptomatic or asymptomatic, a test for the virus is
required. And if you are symptomatic, you will need to
be group quarantined in a designated facility; if you are
asymptomatic, you will need to undergo a home
guarantine.

Do | need to have proof of a negative COVID test within
three days before boarding the flight or entry to Taiwan?
If you have a current residence permit, then you don’t
need proof of a negative COVID test.

I've heard that Taiwan now has a shortened home
quarantine rule for business people entering the
country.

Does this rule apply to my situation?

Please wait for a moment.

I'm going to check the list of regions and related

regulations. Please do not hang up......

A few seconds later......

L:

I’'m sorry for the wait.

Currently, this regulation applies only to business people

29
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who are entering Taiwan and staying for less than three
months. It is also limited to countries or regions with a
moderate or low risk of infection.

I'm sorry, but I'm afraid it does not apply to your
situation. You are still required to home quarantine for
14 days.

| see. What are the rules and regulations for home
guarantine?

After arriving in Taiwan, you must wear a face mask at all
times and return home as soon as possible without using
public transportation.

Take and record your body temperature once every
morning. You will be asked to cooperate with local
officials’ home quarantine system and location tracking
efforts (including using Taiwan’s cell phone signals to
implement electronic monitoring of your location).

If symptoms appear, such as fever, cough, or other
discomforts, please put on a medical mask, and contact
local health authorities or call the toll-free hotline at
1922 to obtain instructions on seeking medical attention.
Do not take public transportation to go to the hospital.

You can refer to our website for more information.

30
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M: | Thank you for your explanation. | feel a lot better now
that that’s clear. | think | need to get some more masks,
though.

L: | You're welcome.

Although these regulations and restrictions cause minor
inconveniences, they can protect everyone, and ensure
we live and work in a safe environment.

M: | Yes. | hope the outbreak ends soon.

L: |1l hope so, too.

Is there anything else | can help you with?

M: | No, that should do it.

L: | Great. Thank you for calling.

| hope you have a wonderful day.

31
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Words & Phrases

free 24-hour hotline (N.)
malicious (Adj.)

transfer (V)

extension (N.)

home isolation (N.)
home quarantine (N.)
face mask (N.)

body temperature (N.)
symptom (N.)

32
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GE{REEEE Exercises

5 IE AL {i FEE FH AR A BEEREZE
Exercise Resources
and References

Exercise Scenarios

o MAHFEREHRERAREZBERIE | [nitigrmsomssz]

EFRGEE Taiwan Centers for
Disease Control
MOHW

ILERER "HERBEEE , ABIEETEMN
2 ABELUWABRREE - ERGERSE
HETERGRE 14 HZINBEALETER
RERFAIRAIEIER  HERESAMABEITE
s AR CRRBLEE IR EIR-
® Local Department of Civil Affairs or

District Offices inCharge of Home
Quarantine Monitoring Over the Phone
This exercise scenario for hygiene
promotion begins with personnel of the
local Department of Civil Affairs or
District Office calling a foreigner
undergoing a 14-day home quarantine.
The dialogue should include the
personnel inquiring about his/her health

status, keeping records, and promoting

precautionary measures.
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TR EE 1 FE AR RREA

Exercise Scenarios

BEER2E
Exercise Resources
and References

A BREERBEESEREFSRR
FEF R

MEER "THEREEE ) AKIBETEM
2 KBt HAEE RRIME A TET
R EBAIER  EELMESRFNEES
AAYERR  HESSHERAPARS
FIERERF SRR R FRTHE

Local Centers for Disease Control
Promoting the Appropriate Timing for
and Proper Handwashing Technique
This exercise ‘scenario for ~hygiene
promotion begins ‘with" personnel from
the local ‘branch office of 'the Taiwan
Centers for Disease Control promoting
epidemic prevention to a foreigner at a
service counter or an inquiry over the
phone. The dialogue should include the
personnel explaining the appropriate
timing for and proper handwashing

technique.

| Rt |
Taiwan Centers for

Disease Control
MOHW

34



2 0 2 0 Preliminary Training for Personnel Newly Passed the Civil Service
Examinations — for Junior Civil Servants (November 2020)

15 1% 4L {6 FE FRR AR BEERZE
Exercise Resources
and References

o A BFEE B EEEOESENER Ui 2w s e 1 ]

Exercise Scenarios

IEEFER "HEAEHEEE ) AFIEETERT | Taiwan Centers for

B AEL AR RANEALET | D e o

fhiEE8ReE  EENMESRFELIEEZE
AARYHESR  HEAESRERAPARS
FNO B SEEVIE 7 KR S IERE S BY -

® Local Centers for Disease Control

Promoting the Name-based Mask
Distribution System

This exercise scenario for hygiene
promotion ‘begins with personnel from
the local branch office of the Taiwan
Centers for Disease Control ‘promoting
epidemic prevention to a foreigner at a
service counter or an inquiry over the
phone. The dialogue should include the
personnel explaining how to purchase
masks on the name-based mask
distribution system and the proper way

to handle and wear a mask.
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TR EE 1 FE AR RREA

Exercise Scenarios

BEER2E
Exercise Resources
and References

A BREHERETEERERERELE
BERITEAES

WEER "THEREEE ) AHIBEIEM
2 KBt HAEE RRIME A TET
BRRAEE AR » HERERE A
ABMAIINEALERBEEHMAERLERE N E
AR Kt & Fyia TAE o

Local Centers for Disease Control
Promoting Dengue Fever Prevention
and Community Prevention

This exercise ‘scenario for ~hygiene
promotion begins ‘with" personnel from
the local ‘branch office of 'the Taiwan
Centers for Disease Control promoting
epidemic prevention to a foreigner at a
service counter or an inquiry over the
phone. The dialogue should include the
personnel explaining the etiology,
pathogenesis, symptoms, ways of
spreading, prevention, and prophylaxis

of Dengue Fever.

| Rt |
Taiwan Centers for
Disease Control
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TEIR AL FE AR RREA

Exercise Scenarios

NEBTTEEERERE

MRFER THIAEREEE  ABHEETERE /BB TEE R
T8 EENBERFNLIEFESRAHE SRS  HERSHEMA
BRMBEALEHZERRERNERERAGERNEEE -
Choose Your Topic

This exercise scenario for hygiene promotion, your team can
choose your topic to practice. It can be a dialogue at a
service counter or an inquiry over the phone that includes
the case officer explaining to the foreigner the commonly
transmitted diseases in Taiwan, their etiology, pathogenesis,

symptoms, ways of spreading, prevention, and prophylaxis.
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%R

AGENCIES AND POSITIONS

PRBR /Bs
TAEST#A

How to Introduce Your
Agency and Make Job
Description

BB HIE ) WE WILL LEARN

® We will learn how to introduce your agency and

1
£ %
&

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

® Good morning, Sir/Madam.
Welcome to A City Government.

@ |t'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 A City Government
and is in charge of the
inheritance and development of
culture "“and” "arts’ “and " ‘the
preservation and maintenance
of cultural assets of A 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.

40

(=L I = sl k< o i)
ERIEERE ATHIEUF ©

® REZFMMA - HEXIE
RXEIBEBRHE -

® LB B ATHEBUF
EEATHXAL » Zili (8
AHEBREAULEERT
MHEFEIR

o itmAER 1A BT
RIEK » #RIE/H7% - W15
B -BEEMBHARE
I o



Preliminary Training for Personnel Newly Passed the Civil Service
2020 Examinations — for Junior Civil Servants (November 2020)

® The Bureau is comprised of | ®@ XAFAEHEMEES7 EZ
seven operational units | FBENRL > DA XEE
including the Cultural Parks| REEIER E{iiEER
Management  Division, Arts| X {tEEZEiFEF > X{LEIRE
Development Division, Cultural| - HIE&ER - XL
Establishment Division, Cultural | %%~ XEIBEER ; B&
Resources Division, Heritage| MEZE > AFZEE - E5HE
Sites Operation Division, Cultural | EHEJEZE 4 ERHEEN ©
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 | ® XEIREREBZHETE
Development Division is mainly | B&X{tElEEXRER
in charge of policy planning, | &A% (57) T
formulation and implementation | fTRAZ BB 5 [FRF
of laws and regulations, and| WMEEFEEFRRIE
talent cultivation and exchange | #i#l (§]) & ~ 1T8H#E
for cultural and creative| REFEZELME-
industry; policy and regulation

formulation, marketing and
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promotion for the video and
audio industry; and fostering the
film industry.

® | have worked in the Cultural |®@ HEXEIZEER T(E2
and Creative Development| - ¥ ESERRHEE
Division for two years. I’'m under | EMWEEIES-
the supervision and direction of
the division director and section
chief.

®| am responsible for the|® HEAXBZHEFEZEEE
operations and management of | XEIEEZEHREIE &
the Cultural and Creative Park| ERDRERETAES o
and the Creative Center, and
planning for ~annual ' Design
Exposition, among others,

® The Bureau has brought cultural | ® X {t/EFEHEMRIEXE
policies and significant issues to | &) LI5S ARERIEX
the public's attention, and has| {tEUSREIEAGERE - M
been holding numerous cultural | EATERNXLEE -
events to enhance the cultural
life of citizens.
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BEETE Words & Phrases

Cultural Affairs Bureau (N.) XAt/
Department of Cultural Affairs (N.)
director-general / commissioner (N.) BE

division director (N.) R

section chief (N.) Rz

desk officer / staff officer (N.) BB (—HATEERS)
officer (N.) FEAE

business unit(s) (N.) EIEEN
supportive unit(s) (N.) BB

division (N.) B RN ERD

Cultural and Creative Park (N.) XLElREXEE
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ABAR T

ENFHRAE

Civil Servants B%% GRADE 14
- Ranks & Grades -

B GRADE 10

E% GRADE 9

i< GRADE 6

< GRADE 5

Et% GRADE 1
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BN Tips in Use

Kk FREHL-e KRR
be attached to...
(5] XL/ A THBUA -
® Cultural Affairs Bureau is attached to A City Government.
> HB{LLEA : be doffiliated with.../ be subordinate to...

* HEREANEERE S EEFEN
be comprised of + 8= business units

(1] XEREEMES 7 EXFFEN -

® The Bureau is comprised of seven business units.

be in charge of...

[fl] XEIREMEBHETEZER S LAIZRERRERE
ERRE (BT) EHEFITRAABERR
® 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.
> #1B{LLE9 : be responsible for...
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CABERRE (MMEEEAR)

Practical English for Civil Servants
- for Junior Civil Servants
FXE 2R
http://www.nacs.gov.tw
s
RALE ~ WAE
FILT 11561 &5 B & & R 7 5K 576 5%

1 (02) 2653-1500

PP ERE 109 F 11 A

CRBK &R A RN )
DL = E B PRI 430 3% 8F-6
1 (02) 2971-8809

AHMEERAEXT LRIGERER > FEMEHBEREX
BLR  SFLREAUS A AEMRAEXETLRAE -
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