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11/12 | Office Icebreaking & Small Talk BRI MEETFER /B - BHORSIZFE - VFRERD
(A= KEA H B EIE) AL ARG
205 - BMEBEHEESE ("Canl getitlessice / half
sugar?" ) - BREIEBIEBIRRE ("I'd love to, but..." ) -
KRS /) " BE—  WAEMERIIINE (—EBERE ) vs. B
CHEESHBEELENZ -
11/19 | Coffee & Lunch Break Socializing BIRZD . MERFTFER /BE - BAESEFE - T FRED
(FRETFFRAR) AFE A3 BRI
OO ¢ BEBEEERIE ("Canlgetitlessice / half
sugar?") ~ BREBERNESERA ("I'd love to, but..." ) -
MIKEE) / B WAEWERINE (—ERERE ) vs. B
CHEZEHEELENZ -
11/26 | Daily Meetings & Quick Check-ins Bzl BE  BEFIRES  RERSECFHELNWIFER
(HE P EEEEH) ( Stand-up meeting )
20058 . BRBAIEEE - ("I'm currently working on..." ) -
BEREEEKRK ("I'm running a bit behind on..." ) -
WURES) / —E— . SERBRRENISIEH (Stand-up ) vs.
ERMNRIBIEFRENEE
12/03 | Expressing Opinions & Polite BIEZL - EelasEacmies  URERREEES
Disagreement ESR - 0fE TERmRE, -
(BRPREERAZHIER) 20 A5 - HEAREEZ - ("From my perspective..." ) -
KIAERER - K- ("l see your point, but.." ) -
HIKEE) /) B FERESE—(ERRER vs. MEEE -
BRENZFEFHK -
12/10 | Business Emails & Quick BiEZ0 - IBRBISEE : Slack / Line :l& vs. Email - 11T %
Messaging LR B - AEFEARENGE -
(SIS E R EHER) 058 o IRRFEZ— K- ("Just followingup on..." ) - Bfii

YBIRY ("Thanks for your help with this." ) -
KRS /) “E— . SEHRBEMEEE (Line/Slack ) HRE B
s. BREPFIASBEHZERET Email BF40H -
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12/17

Making & Rescheduling
Appointments
(FAAY ~ Fh AR E )

BiRZzD - ARPSEEHARE - S0 - BRISERR AR
SES I
ZO RS © HATLUEE=Z S E)-I5 ? ("Could we

reschedule to..?" ) - HOJREEEZ] 10 22# ( "I'm running
about 10 minutes late." ) -

WROES) ) “BE— KT (BEBRER 10 i8R ) vs. BR—I&
(EREnESR) -

12/24

Handling Client Problems &
Complaints
(B PR AR EHEER)

BiEZL . BEERSEE  BEEELIEL e ERESE
W e

20 A58 ¢ IFREIERBHAE ("I'm so sorry for the
inconvenience." ) ~ U ZEGEEIE ("I'll look into this
right away." ) -

WIKEE) ) _BE— . BHREIIEREUZBEESIE vs. ’REF2
FIEMROMEE AT -

12/31 FERER

01/07

Small Business Networking
(BSHRREBERTA)

BiEZL  S2NEERE - TEHEER - TR 30 #aba
EANHEC ( Elevator Pitch ) -

a5 - IREEEWEEFIRY ? ( "What team are you
on?") - {R¥FEEAE ("Let's stay in touch!") -

HWIREE) ) —BE—  (AREA ( Z#EE Networking #0837 AR
&) vs. AR E (ZFRLTEREERL ) -

01/14

Problem-Solving & Brainstorming
(BB RPN A A RROR T 3R

BRI BERBEREGL - BFR—ERHK  RERFED
[

Z0O A8 - HAEBTEEZRNE ? ("What's our Plan B?") ~ &
FEEFA ("I suggest thatwe.." ) -

HMREE /) B AR BUWENEFE vs. BEKHER -
HRIRBHITE -

01/21

Final Showcase: The Big Office
Pitch
(BARAAE - BISBIRRE AP E)

BRI - BER 9 BIARSEMR - LUNEREN - EIT 5
KRA TIEE P ERIERE QA ERE, -

HENZT - BRI —H—EETERAN TIBIRERERE L 2 "Find
Someone Who BB REAEHE . - EAXRALESE |
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FR#%R™ : PM13:30-21:30
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