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£ UNIT 94 L B E
i35 position
R differ
Whw 5 so-called
RER contribution
Fl 2 profit
== responsibility
¢ management
ONITI=1 | 24 v 2 Ay o B evaluation
K2 inconvenience
HAFR deadline
B 5P strict adherence
R impact / influence
AR physical condition
B awareness
rE expenses
HIRX reduction
ME employment
mmH work
i A private
B 57 unilateral
4t T ) to go out
# AR uniform
RiE environment
¥i5 to arrange
R adjustment
SHAE SR consumables
7 replenishment
HE joint
i cleaning
RAbL—X smooth
ok ZE B P RER break
] % colleague
R 9 5 to go home for the day
UNIT!=2 FYES efficiency
E overtime
FonEl one’s surroundings
2R3 to be quiet
AFIL skill
R limit
wE report
e permission
X9 to pay
BET 5 to know
WAhT 5 to cooperate
(V=3 alternative plan
#1x assistant
1L specialized
i general
(1% 5&) BEH daily




532 on-site

BEE supervision

85 to bear (responsibility)

=37l arriving late

HiR to leave early

REh absence

AF B accident involving injury

5l < to take over

TE absent

BE one more time
NITI3 | R kB (D honest

BT 5 to oversleep

A transportation

kST trouble

IBIEETERE proof of delay

=T prior

MH-T in advance

Y7 business

BE0EW feel unwell

%5 uncertainty

BHE training

0JT on-the-job training

UNITI BHINSEZ B BNns to become used to

a typhoon

= 3 sales

JR cause

ERZR impression

R(E) pause

GEEE] strength

PP ;0] effective

EMAE terminology

MATEE buzzword

EEEV wording

ze posture

7A4aA>9 7k eye contact
UNIT2-4 ELALHEEA Hwot backchannel signals

I < to nod

Y to show

T continuous

Y proper

YN % to be interrupted

H R empathy

& consent

YR to repeat

E AR to mimic

Ei=Ran instructions

(] method

pi:c) understanding
UNIT2-5 BrOXTA 2R main point(s)

188 repeat

fEHY) deadline

&H costs

KFE request




D

to ask / to request

e

convenience
RET S to propose
UNIT2-6 s 2 details
TER & unknown point
(EYE] trust
HWFE W ambiguous
HET S to apologize
HATF expectation
7L—4 complaint
BR3| % supplier
+5 insufficient
72Y¥ request
= fact / truth
ALY 5 to handle
UNIT2-7 st ELAEN excuse
BiRey7e concrete
RET % to regret
WET S to improve
EER 3 repeated
K sincerely
+a sufficient
J& %8 thorough dissemination
7w T sales
& table
fBHd 5 to point out
UNIT2 A oELE P to correct
FEX formula
BE automatic
BET S to amend / to correct
ER ultimately
FrE small gift
{E plan
R & parts
UNIT2 BRI A X ik delivery
I35 factory / plant
K machine
EY 5 to break down
% work
BHREE information sharing
WO DRITH before you know it
e during
By trust
X R outcome
HIC always
E X achievement
BB E progress report
4t ability
H o judgment
S thorough
P smooth
SR recognition
X495 concerning




£

UNIT3-8 'ﬁ%%ﬁ:}ﬂ;— I , R ERE related department
(RS : A& - 4830 % conclusion
EH®Y periodically
BIBY 5 to organize
HE order
BEET 5 to designate
ANHA delivery date
Ficahew can't make it in time
’RiET 5 to tie up
Ti process
#ZEILICT S to procrastinate
ErE accurate
P concise
KL% to respond
X countermeasure
R R resolution
AR experience
fBAILTH flow
IX95% to devise a way
VIXFr— gesture
=& facial expression
EEE non-verbal
B2 5 chronology
Hefaa conjunction
UNIT3-9 =A% o2 comparison
QNG (I to adapt (ideas)
RE sense
BE negative
BE positive
NIERENE psychological impression
HE disinfection
HEF listener
wmE quality
1& S NE L priority
BEE direct
A important
Wi5 to have (problems, debts)
ERA IS Z adaptable
&R utilization
1: %07 progress
WNIT3-10 | REoBENE | clear
E%IE B work details
HET S to count backward
EITY 5 to execute
'R Y looking back
ENY to make use of
BEEE importance
RRE urgency
g Z order
EFREINS to be told by someone
BT 5 to see
B% client
B ATEER personal information




b)) AW inaccessible
=3 business
A new
> ERY) exchange
7 89) to handle
ShER external
Ltns to leak
UNIT3-11 IE3RE R BE damage
ey obligation
BInsg to be stolen
fafRME risk
KB sender
RES infection
valbwvyd— shredder
5k outside the company
5 surroundings
#EID employee ID
Far s to receive permission
HET S to identify
UNTT3 £ o E B X branch office
T Y to relocate to
EEGE tidy
mET 5 to improve
a5 AL Sk L ? EX waste
- defect
KA beforehand
L+ TEMR hierarchical relationship
£ honorifics
HER every day
R&F good
NGilELES relationships
%< to build
L complicated
B respect
295 contact
A& promotion
g abundant
WE respect
BRI relationship
15 B8 position
UNITé-12 TR AR honest
ROI 7@ always
RE S to watch and learn
5] 2R peer
Hr-4 nickname
IbIEE gossip
Eoxs9 to disparage
LW each other
5HH ) to encourage
K& growth
FEAREY 72 assertive
7 40— follow
RF5% to watch over




EFR example
NS personality
Y] manner of speaking
F& section manager
&7 to show
E-FY ¥ clearly
EKz:3:0KA direct
TR discomfort
FE T atmosphere
RH5HW soft
TEE polite language
BHEE honorifics
E B humble language
FEWDIT5 to use properly
bwrid s to depart / to leave
FHEY % to listen respectfully
UNTT4-13 _— TEESZT % to receive
fnzE Japanese
EZE Chinese origin words
Bi5h exception
EET 5 to be commonly used
i % to add
BN hard to say
hs5IT5 to soften
BRY &9 to handle
TLO2NA B incovenience
KRAT 5 to adopt
BB normally
wER past tense
RBRE receipt
1k change
2FHW socializing
RA&IFDONS to be invited for a drink
mE department / section
SER end-of-year party
B RAT company trip
B exchange
e opportunity
B freedom
I ) to be attentive
B business entertainment
SR luxurious
s A to welcome
UNIT4-14 £ a0 Rix') to send off
®E organizer of gatherings
HiZ schedule
TRZ7T 5% to inspect in advance
77X access
[ seat arrangement
a— XK full-course meal
-l pay-your-own system
H#AT host
TR seat closest to the door




Fie7T5

to arrange

F3u) without notification
X 4 complaint
29 5 to split the bill
=3t hairstyle
BH35 to praise
ety to hurt
HhI k¥ intentionally
EFR—=—Tary motivation
EnEE person who changes jobs
ENEME legal responsibility
=) to bear
SR appearance
m s i to be vocal about
EL words and actions
BR physical appearance
2= B89 sexist
T3 to stroke
B superior

UNIT4-15 ING R A b 1 TN annoyance
K[UITAN S to dislike
Bg 5 to yell
iR pregnancy
& childbirth
FET parenting
24 contract
BT 5 to update
Re2 examination
N race
R & ethnicity
(= & nationality
T B evaluation criteria
LR unfair
538 treatment / conditions
HRE D consultation counter
Remit general trading company
g welcome party

NTs | BEssEs  |OE yostazent and bt

1BE habit
=& award
BIEsE brag
LGk personal appearance
El»n fashionable
E—ENR first impression
B individuality
B perspective
TEA R cleanliness
i sleeve
HREME functionality
<5 to shave
#® collar

INTT 11 Bt 1 cuff
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vive 1 1

I~ v > Vv/S

crease
X length
n& bad breath
(28 body odor
&K perfume
AT bangs
XA 7 makeup
CxZ disturbance
Abyvx>y stockings
RO to make sure
ik spare
g—4% first step
RERE meeting room
UNT -2 B X > EA IS E reception room
BAR perspective
= corner of the mouth
=i to look away
BLE bow
SHZH B heartfelt
NEZTHS wholeheartedly
UNITI-3 BLF =R nod
AL salute
R AAL deep bow
[&] B 4L simultaneous bow
7 BEAL speaking first and bowing
X 55 eagerness
LAY/ AR heel
2%k toes
UNIT2-4 VALY =R R S %L 5 to sit up
HT% UL to keep your chin down
=L shoulder width
¥ 5 to grip
i front
ZITER % to receive
UNIT2-5 MOZTELA L& position
TLET to send
TAi5b to attach
/w7 knock
N door knob
UNIT2-6 T T S ki inward-opening
S = outward-opening
% —FKgn second joint
594327 timing
23 business card
[&] B simultaneous
EYXR/R=Y > business person
K common sense
7 — manners
Hl1z>< to acquire
2 ) 254 v i to affect
ZRIAN business card holder
UNIT3-7 A% valid
e S) to put between




ERARATAE

to cover (with your hands)

N to crush
ARSI ohcs meeting
R Ek commercial negotiation
T S feature
(£ 125 48 EETENS repeated practice
T77A4) 2T filing
UNIT3 HRIA X A corner
&R seat arrangement
LT L hospitality
ol seat of honor
Z=MH space
UNIT4-8 - LTRY to host
R 3 7 comfortable
[3%%/N1%) armrest
K chairperson
BATH accompanying person
P& %X number of floors
TRA b appointment
= visit
UNTT4- . B in the corner of your eyes
A aisle
F9Y handrail
BZE step
Rt green tea sup saucer
V== saucer
1—X4Y— coaster
b3 L ff%ﬁ pattern
[O36) crack
UNIT4-10 BITA tray
SIFA dishcloth
—f7 % to bow
BB 3T D ) ')\‘7‘:71 % to signal
(BZE L) 23y to spill
SRR 7 serious
UNIT4 WA X BhFF% passenger seat
B x fast walking
BE self-awareness
1zt dust
UNIT5-1 1 DB AET S to charge
FhE younger worker
FKkE senior worker
XY 5 to make a reservation
Gl space
INITs-12 | st comsape |our ticket gate
B EP mark
ol to be interrupted
BFEW bathroom
5855 address
HARFER contact method
By misunderstanding
sz R recipient
X3 i in person




HEEV apology

=IKFR minimum

X F emoji

Xt IS handling

7NN attachment

BE capacity

=2 typographical error

UNITI-] EU R A= L Bt 5 missing character

REH holiday

Zfz¥ 5 to receive

IR limit

24 ILR virus

txal) 74 security

e EE Y sender

584 addressee

A4 matter

2 promotion

AT 5 to omit

ERLFR official name

HEL start

% paragraph

B2 emergency

Kk consent

JE A to compress
UNITI HRIA X AT new line

BET 3 to resend

EA corporation

&R planning department

X&E document

m 51| oral

= VEEW speech error

[l = fELEW listening error

E =4 record

A within the company

PO target

EI5ER business contact

[F:3 at that time / in case of

REE proposal

HEE plan

BEE request for approval document

WEE report

BrE instruction sheet

AE notification

B appointment

BAEE salutation

UNIT2-2 EYVXAAXENEKR |BE seasonal greeting

X il text

FKRE invoice

EXE purchase order

KEE request form

£ 27 protest letter

LR thank you letter

ZEE2VN invitation




%3

MR

letter of introduction

ALRIE LW polite
fEeE closing greetings
bill s appendix
BREE bullet-point form
i format
BET—7 correction tape
1R confidential
BRI confidential within the department
A5 confidential within the company
X form
FLW to be familiar with
mz% to add
NE-W official
xR social
KR < except
BA® personal
= {218l receiver
R honorific title
JE & store
e association
- f N health and prosperity
X prosperity
A patronage
. OWEIZT S to patronize
UNIT2-3 € \/;;%%@ xR always
= obliged
AN ) concern
R final paragraph
fa] 2= humbly beg
{28 send date
XEEHTS document number
il addendum
BLE manager
Az sending
T to distribute
&l annexure
ZNNEY] attachment
1B /n addition
EES RS to enclose
SR outside line
EqiT document / letter
UNIT2 WA X BT& exhibition
FET % to hold (a conference, exhibition)
ES guide map
p:: i to be careless
INSS] handling
SHNT B to keep in mind
BEIETY to leave one’s seat
UNIT3-4 EATINTSIPFE-F:N e telephone call
~nit public
BETS to operate
KT B to supply




FEi@ %o

number-withheld phone call

B YIRS to transfer a call

=& put on hold
UNIT3-5 HORE Auick

FUOELE ringtone

LES give one’s name

RE depending on
UNIT3-6 YN I ki time period

B < to prevent

UNIT3 HRIAX BT % to avoid

(B to entrust

%2 role

EES meeting minutes

HE summary

HRIRE question and answer session
UNIT4-T SoEA HMESIA supplementary information

R IE] next time

MR device

& equipment

=R air conditioning

>4 audio recording

X video recording

TLE>F—3 3> |presentation

Ly presentation

ZEN objective

E N introduction

BR table of contents

SMIZAY logical

widl prediction

Fik assertion

5% Ri doubt / question

RD S to deepen

2 R satisfaction

1 X composition

F 3@ introduction paragraph

ARG main text

T simple
UNIT4-8 | FLE>F7F—Y 3> |@HT 3 to write

B MmILY to straighten up one's back

gn expressive

Mz 2% < to connect

T—~ topic

bh—> tone

MzY¥5 to pause

X224 K slide

L4772k layout

PEZA font

JRF& manuscript

AN light

R &% reflection

T—XHhT— color scheme

Xt BR contrast

=g blank space




ANET 5

to enter a room

UNIT4 BRIARX =RA maximum

BEEYH®RET S to record
&> to keep
Z9 5 to presume
Ry to hide
s Ny data entry
FAHE S %W too busy to

UNITI-I < %Xm\ < BLES to offer

a7 —rar

K17 reliance
/IN—=" F LA =X |personal space
BE Bl RX sense of distance
Z= [ space
AL E R cultural background
CEE morning assembly
(z3¢3 physical exercise
RF major company
AN apparel
ig(EES) values
Bt occupation
B A D to face towards
— unification
FEXLT % to establish
38 common / mutual
ki1 organization
®Aa original

UNITI-2 L e feature
MYBAL5 to switch over / to change
BT 5 to see sth in a new light
LN philosophy
¥ to stimulate
BARERE goal achievement rate
% to work towards
2mey overall
HR— b support
BRB/T5 to master
ST % to apply / to put to pratical use
EE management / administration
EIRE management
R CERS ceremonial occasion
ALY goods
& B milestone
B A coming-of-age ceremony
fEEEE R B wedding anniversary
= relative
BN ritual
h]:=2d simplification
MWK celebration
A load

UNIT2-3 HEES (H FEH/W age celebration
& longevity
LR name
Xk durable




ANE

admission to kindergarten

ANF admission to school
BHET to forward

A adult

fFRANY to join a group
R new construction
LT depending on
FEBERN wedding

1B invitation

aL to wrap

v 5 related

KREE wedding reception
25 to reach

LErY customs

B FE W behavior

AL new bill

HAL bill

FE odd number

B even number

I DRIIE O divisible

HE envelope

18 red and white

2k inner bag

S KT silk wrapping cloth
IRET 5% to return

XY separation

fE i sign of luck

EN= blank space

8 < to invite

R /W unavoidable

%5 £ name (honorifics)
AT reception

%Ak name book
EONT gorgeous

=& exposure

K IE unmarried

Pt long-sleeved kimono
BL 4B married

A colored formal kimono
Bk formal kimono
N—Ya beige

/IN— L pearl

BRI bride and groom
Bir— to send out

EET 5 to associate (of ideas)
=AR mourning dress
Y stole

ER fur

HE congratulatory telegram
& gift of money

EhER obituary

Ei funeral

22Y grave visit




]

it

A deceased
3ptd connection
T religion
Tk religious sect
NV Buddhist style
It flower offering
fE%m wreath
B4 offering
®E chief mourner
UNIT2-5 wIEFRE (3F) feim relationship
BT S to pay a condolence visit
L & condolences
B} 5 to recommend
£ gift brought to a funeral
(usually money)
& money and goods
Bt& burning incense
1E3% manner
FoEE (special) envelope for condolence
P A inner envelope
BT Chinese numeral
Bk simple / plain
BEE (omaliymoney
p oL | ancestor
D5 to pray
FHITE annual event
X prosperity
(A from generation to generation
ARER abundant crop
S L) grain
£5 to ripen
e new year
F45 first of the year
= New Year's Day
=] New Year's morning
PR cloy DB New Year dishes
HTHrW celebratory
| A to overlap
R layered box
BE shrimp
O beard
UNIT2-6 mEFER (R) T3 to boil
2 symbol
BHoF herring roe
= herring
FREX many descendants
KigH New Year's Eve
(n==2 )] last day of work for the year
23T bean throwing
J[ZE/NA getting rid of bad luck
&= seasonal festival

U7 AT

ornamental doll




O Y Girl's festival

Ui 4 Boy's Day

% helmet of a warrior

FEnixY carp streamer

g=4 Star Festival

mEt legend

Bk origin

ySSAliis paper strip

AT bamboo branch

s T summer gift

bRE year-end gift
UNIT2-7 P TrEmE (LD typical

BfEb shelf life

BEY 5L recipient

oY) &\ acquaintance

57— taboo

A sharp item

& relationship

1Y) B < to open up

kS pottery

AR glass

KE fire

ShAE A potted plant

T ) root

UNIT2-8 B 1) 1) FEK to be ill in bed

VIR cyclamen

% chrysanthemum

&Y scent

P& ) pollen

fam tendency

') 7 TR b request

EAR gift to close relatives or friends

HbEd to share

¥ Eh = baby’s first annual festival

BAEN economic power

UNIT2 HRIAX i barefoot

FlIoUF 5 to learn

'axt food culture

Ey staple food

SR L recipe

=X food

B to nurture

B to sit with
UNIT3-9 BREDOERX fog Japanese style meal

yg ko) to cross one's legs

0L %E>< to rest one’s elbow on the table

BzWT Y% 5 to twitch one’s legs

BE%1uT5 to make a sound

B tableware

"L to chew

ht s to rush

XKk 5 to practice

T soup




FOUH

palm of the hand

X5 to settle down
sLIEY wet towel
foR%H Japanese tableware
ER AR to stack
%5 chopstick tip
=Y 7 bowl
2 dish
RV lid
BiRY to turn over
& tray
Am large dish
ANk small dish
Y bhirs to share
B A arrangement
UNIT3-10 foRDV+— Fal in front of
X ingredients
ZiEns to spill
IUE 3 disposable chopsticks
—& one piece
oY) 25 to cut up
—0 one bite
x4 sushi topping
i Gunkan sushi
BE spine
g middle bone
AR tea ceremony paper
L< to spread out
FT7E napkin
= b mouth
EERIT to pierce
ZEE chopstick rest
&5 to lick
B0 to get drunk
FERE impolite
LR to have a taste for / to enjoy
2< to pour
T % to receive
NI label
UNIT3-11 BBEOYF— # bottle
2 momentum
YBT3 to foam up
%) remaining
#F sake cup
E 35 humility / humbleness
LE3 to take the lead
RS to get cold
UNIT3 HRIA X g—>7—7I turntable
Mg round table
FofK Japanese paper
i chest
i tea ceremony

=+ m

dish




_— o & seed
DAL lipstick
31— — coaster
BREL leftovers
ER V) m plate
i ApkY) fried food
BA=E private home
H AR living space
EFERXIAIL lifestyle
FTEZILTS to make plans
B early morning
ZATE L delivery
ZE% entrance hall
FiE small gift
FRET % to consider
. A tear
UNIT4-12 1’\;32'3‘5 ? 1 stay
HEES to finish
Gk back
I8 diagonal
Ly to squat
Bk shoe tips
i end
FEFR floor cushion
CLsL5% look around
BFEtE Y clockwise
oy disposal
fo=E Japanese-style room
FE Western-style room
ES| guidance
g1 motion
74 b tight
BELTT sit comfortably
wrl) relaxed
UNTT4-13 mEovr—  |[ROH alcove
SIE W caring
EFE sit on a kneeling position
J& & EX wrapping cloth
B tatami
-3 to move forward on
your hands and knees
N edge
KA family crest
UNIT4 BRI A X s paper bag
D7t comfortable
LI ST employer
TLECEE) job hunting
WVwWTWw3 suitable for
) to match
HET S to hope
SE motivation
B PR self-promotion
B oo self-analysis




58 A

strengths

BAo0kET to reconsider
RBR experience
E NN to write out
12 H item
i setback

UNITI-] a5 %502 |EHI to face
&P strong points
FEFR weak points
EF weakness
B_E imagination
Fv7 career
EITY to dig into
R international exchange
2 X R sense of accomplishment
[OE awareness
ftb & others
FHNUHHS to come to surface
T8N — > routine
2Ty T7yT step up
BoLlbhts to compare
FYYHA S to overcome
D ERE corporate research
B interest
BAS0NMIT B to make clear
ER industry
B persuasiveness
LIZ3 to narrow down
ELR 7 current status
kM promising / future possibility
fmH < in details

UNIT2-2 PEEmS BLTWS suitable
ER medical care
&AL welfare
BE overview
PEEI corporate philosophy
A& corporate culture
BEAE capital
Ele) trend
EE selection
BHEE employee benefits
FoBd3EzE Japanese English
NS SIS application conditions
RERT 5 to reflect
WET S to satisfied

UNIT2-3 0B - 0G35ES 7RA > b appointment
H ¥ time and date
FIEd % to belong to
FWwahedd 3% to inquire
HI correction
ERRIS % to print

UNIT2 HRIAX T h)=Y—+ application form

HLAAL

application




5

B#®% qualification
BR1F acquisition
EX P& step
FrE® planned
21T 5 to connect
MET 5 to agree
BRE résumé
UNIT3-4 L E B 50 basics
— R common sense
9 to ask
AR E aptitude test
/INem X essay
NE official job offer
RAREE final selection
MR E unofficial job offer
NEHRETT S to decline a job offer
T7E—-IL appeal
oL < efficiently
ERES document-based selection
& 77 strengths
X AR writing style
KET 5 to post
¥R educational background
59 work history
F5 year
UNIT3-5 R Ko writing specifications
76 & Western year
s Japanese year
EHEY 5 to perform your job
EDF5 to support (a theory claim etc)
R basis
otz process
Ba56L<T individuality
FINEED extracurricular activity
BwTEY break the ice
¥R pre-existing condition
A4t headquarters
x3E interaction, conversation
piap process
£ mainly
B several people
SRERARIR problem solving
FEAR assertiveness
R cooperativeness
sRIE M logic
#1874 imagination
%k diverse
ITHE 2 IT equipment
&5 result
BRIk connection status
UNIT3-6 ke BEEY % to fix
BRY 2O to reflect
EEAR wallpaper




AR BA illumination
KF%H sunlight
B4R telephone line
%bH2< to calm down
FiT at hand
T¥*& lower body
MES loungewear
IEHMELET 5 to fix one's makeup
ANIRE entering and leaving a room
—f7 % to bow
R x < to lose focus
%9 to follow, to obey
F1#k L to move
UNIT3 HRIAX x5 to sit dowm
)2 v 7R relaxed / relaxing
a5 4 KRABRNZ I [KRAER job information
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