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r«o Overview f)

« Responsibility c’ .

e Position in the hierarchy
e Job specification ’
e Location
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e Michelle loo

o Responsibilityp

Karan is responsible for thcQ

tment

de

produc‘.
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I an‘cip:nsible for supervising the q% ®

m@r;)l (Quality Contr
My job is to coordinate the section’s marketing

plan (Marketi er)

| am responsible fortraining that means |
organize in-company training like this one

(Personnel Manager)
e sales repor
plaints S

| check cust rders, pre
and deal with costum om
Admini tor)




?tion In the hierejphy
J orks for the Personnel I\/Iay& .

Helen and Karen
Emma work
William works with

R.Y o o

report to you

Walke rk

mantha




essing Job Posﬁipn

ga
. sales manager. | am WorKWdé

marketing departm
e | am working«wi
secretaries.

e | am a project supervisor in the

manufactur'?iivision. o .




ob Specificatiop
Dqgs}t;he Managing Director t’ .
Daniel works as Personal Assistant

e,
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~ ¢ Anna works In the

Location ‘;)
« M
e,
sonnel Department

IN thi Flnance

 Toney and White are

Departmenh{




Mr. Black Mr. Ronald
New York Denpasar
Nissan Hard Rock
Manager Marketing
Manager
Mr. Wright Mrs. Sonia
Taipel New Delhi
NIKE Broadcasti
Executive
Mr. Edward Mr. Key
Munich London
VW Cambridge
Senior accountant Rector

Mr. James
Winnipeg
Playwood
Purchasing

Ms. Dina
Kuala Lumpur
House Production
Producer

Mr. Ahong
Beljing
Construction
Architect

Mr. Jono
Jakarta
Telkomsel
CEO

Mr. Ahmad
Surabaya
Cisco
Engineering

. Anne
Paris
Hilton Hotel
PR Manager




ces and distributes soft drink In
Philips sells stereo equipment aseund the world,
and develops W produﬂq.yery year.

My company is BCA and it provides services In
banking and providing lean for the customers.

| am in Garuda fo]gd that rod e assorted

Qo{j:oca Cola in Tokyo. My corg” g
om pan

snacks and In t food.




. ggojrning. My name is Eko w

Prasetyo. (1) | am a personnel manager.
(2) | deal with th ployee matters. (3) |
work for Coca Cola Company in Jakarta.

(4) My company produces and distributes

soft drink Indonesia O




I'm Qg/n)er. | think of new ideas for cg@for%\

manufacturer, who makes the clothesand sells
them to wholesalers,.They buy large quantities
of the clothes, them to ent retailers,
who sell clothes to individual customers in
shops. Sometimes an exporter buys some

clothes and s&%them to other countries,

wherg,an impofifér buys ther to sell in W




. (qu: the formal meeting at youw

Welcome everybody, letrme introduce myself. | am
Marry Keith and | a

rking in ch
Department. | am an ountant and I am

responsible for checking the company finance. My

company is Lippo Bank and it provides service on
financq’%ﬂor&? {/




at the meeting and you met a new busi
ere. Introduce each other about your j nd &
C any

. Sulis? My nam
A nice presentati hake han

You're welc . to see you. | am working for
Mandiri Bank. In what'department are you?

| am working under marketing and | am responsible
for checking the soft loan.

Oh! Really! re at the e department but I am
h@dling the costumer in ce

IS Tya and | am from BCA.




(M

he job and its respcya@oi |

Exercise 1

Responsibility

Bank tellg

Organizes the manager schedule and accompany

Accountant

d arranges @Nband all office

Quality control

Serves the ¢ mer in the front liner at a bank

Personal Assistant

Supervises the quality of the products

Filling cle

Checking the fin

condition of th any




Job Responsibility
N

Hotel Receptionist | Serves the passengers on theéu&nés

events

Markq nager | Provides and arranges all preparatio

Operator Takes cares of customers complains and
comme %
Stewardess ' the telephone calls at the office

Tour guide Serves the CLE})mers at the front desk of hotel

Customer service Responsible for monitori
S

selling and marketing

Event Organizer Accompanies th Ist during holid




Exercise 2 p
. i;n the formal meeting anw
meet a new business partner. Introduces

to each other angitell aboutiyour job, job
responsibility, a our company
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