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Giving advice
You should send your résumé to
arecruiter.

Expressing opinions

| believe that the company’s
focus on innovation matches
my career goals.

Responding to a request
May | see a green one, too?
—Of course.

Providing personal
information

This is Mina Park, and she’s our
boss's secretary.

Encouraging colleagues
You've got this!

Emphasizing important
points

It's important for the wording to
be clear and precise.

Making a phone call
Could you put me through to
Ms. Gibson?

Agreeing with others’
opinions
I’'m with you.

Expressing (un)certainty
I'm sure that won't be

a problem.

I'm not sure that works for
everyone.

Expressing curiosity
| wonder if we should consider
hiring a new salesperson.

Expressing obligations
We need to bring some extra
product samples.

Expressing preferences

Which view do you prefer?

— Please give me a room with
an ocean view.
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Making a Video
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Writing and Posting
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Posting a Meeting
Notice

Writing Meeting
Minutes
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Trip Report
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