
    

   

(02)8674-1111#27552 

PM13:30-21:30 

 

 

  

 
 

 
  115 11 12 ( ) - 01 21 ( ) 20 (10 )  

  

 25  

    

 

 3550 200  

  

 
 Email   

   

   

  

 

 Email

 



    

   

(02)8674-1111#27552 

PM13:30-21:30 

 

 

11/12 Office Icebreaking & Small Talk 

( ) 

 

  

 "Can I get it less ice / half 

sugar?" "I'd love to, but..."   

  /  vs. 

 

11/19 Coffee & Lunch Break Socializing  

( ) 

  

  

  "Can I get it less ice / half 

sugar?" "I'd love to, but..."   

  /  vs. 

 

11/26 Daily Meetings & Quick Check-ins  

( ) 

  

Stand-up meeting   

  "I'm currently working on..."

"I'm running a bit behind on..."   

  /  Stand-up  vs. 

 

12/03 Expressing Opinions & Polite 

Disagreement  

( ) 

  

  

  "From my perspective..."

"I see your point, but..."   

  /  vs. 

 

12/10 Business Emails & Quick 

Messaging  

( ) 

  Slack / Line  vs. Email

  

  "Just following up on..."

"Thanks for your help with this."   

  /  Line/Slack  

vs.  Email  
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12/17 Making & Rescheduling 

Appointments  

( ) 

  

  "Could we 

reschedule to...?"  10 "I'm running 

about 10 minutes late."   

  /  10  vs. 

 

12/24 Handling Client Problems & 

Complaints  

( ) 

  

  

  "I'm so sorry for the 

inconvenience." "I'll look into this 

right away."   

  /   vs. 

 

12/31  

01/07 Small Business Networking  

( ) 

  30 

Elevator Pitch   

 "What team are you 

on?" "Let's stay in touch!"   

  /  Networking 

 vs.  

01/14 Problem-Solving & Brainstorming  

( ) 

 

  

 "What's our Plan B?"

"I suggest that we..."   

  /  vs. 

 

01/21 Final Showcase: The Big Office 

Pitch 

( ) 

   9 

 Q&A   

  Find 

Someone Who  
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 Small Talk Email

  

   

  

 
 

 Angela Kuo  

 
  

 / / /  

 
     

    

 

   

  Dcard Chanel
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E-MAIL  

 ATM   
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(ATM or web ATM)   

E-MAIL  
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 SARS COVID-19 

/ / ( )  
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