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For: Mr, Hernadez
Date: September 17, 2020 Time: 11:30 A M,

WHILE YOU WERE QUT
Mr, Jason Hong from CDF Computer

TELEFHOMNED 0 | PLEASE CALL Q
CAME TO WILL CALL

=EE YOU AGAIN

RETURNED

YOUR CaLL URGENT

& Contact Information

Phone: 02-356-78390 Fas:

Mo bile:

special Message: Mr, Hong wants to talk sbout
the laptop computer that you‘re planning to
purchase, He will be in his office until 4:00,

Taken by: Sooyeon Lee

@ Mr. Hernadez2 Sooyeon LeeWlHl &3S 2 ALt
®@ 0l 3t 2= Sooyeon Leeldt A GIRULC.

@ Mr. Jason Hong2 19 AFSA0 4AIDXK US GIEO
Ct.
@ Mr. Jason Hong2 Mr. HernadezJl & HEQ E

= ZFEOl ol =2lot Xt StCt.

42. Read the following Mr. Kim's itinerary and choose one
which is NOT true.

Tue, Sept, 8

07:00 p,m, Leave Incheon Airport on KE 802

06:25 p.m, Arive at JFK Airport Take limo to
Marriott Marguis Hotel

Wed, Sept. 9

09:00 a.m, Board meeting in headguarters

building. 49 Foor
Luncheon with chairman  and
members of the MNew York

Chamber of Commerce
04:00 p.m. Depart JFE. Airport, U4 1330

12:00 p.m.

@ Mr. Kim will stay at Marriott Marquis Hotel for one
night.

@ The board meeting will be held on the 49th floor of
headquarters building.

@ Mr. Kim will have lunch with chairman and
shareholders on the second day.

@ Mr. Kim will be leaving JFK Airport on United Airlines
1390 at 4 o'clock in the afternoon.

43. U2 emaildll et &HO= JtE HIEX Y2 A2?

44,

45.

To: Dikon, Robert D0 Woo, Jennifer: Levis,
Robert W.: Mok, Wilbur W. Kramer,
Jeffrey:  Painter, Corning F.0 Delaney,
Johm M. Allen,  William C.. Bones.
Graham M,

From: Eunji Jang
Date: Mon, January 30, 2020 11:07:30
Subject: Staff meeting — Feb 15

Flease be informed that next staff meeting will
be held on Februany 15th (Mon) at 9:00 a.m,
in the Seoul office,

&genda will be distributed by Matt Cho nest
waek, However, if vou have any particular
issues to discuss, please submit them to me
as Matt Cho’'s e-mail is not working currently,
We expect it to be fixed by early next week
according to T team,

Ags.

@ 0l OlbIYe #4022 & 9HO|CH.
@ 3|9 otAHE2 Matt ChoJt HHEE MIEO|
(o]

® 0l ool

[l

b,

S0l =2lotllAt ot= SE8 A0 U

Xz

o

d 2 Matt Chollll 2LHE =ICH.
@ XA 3= N2 MRANAM 28 152 FRY 28 9
A0l OH ZI = C

Read the following dialogue and choose one set which
is arranged in CORRECT order.

President’s office. May | help you?

® I'm sorry you've come through the wrong
departrment, This is the president’s office,

@ Hello, Isn't this advertising department?

i@ Thats OK, Please hold while | put vou
through the advertising deparment,

® Oh. I'm sormy,

#® Mo problem, f wou are not connected
successfully, the extension number for the
advertising department is 3322,

@ Thank vou so much,

0 @-0-b--@-0-®
@ @-0-b-@-@-0O-@
® @-0-b-0O-©-0-@
@ @-0-b-0-©-0-@

0 XIAXS Ol8iA S &2 WSOICH Ol0i T
& HiE 27
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Sumi Kim
122-8, Jangan 4 Dong, Dongdaermun Gu. Seoul
(Home) 02-7B3-1234 (Cell) D10-9500-1234
e-mail! sumi_kim@naver, com

Education

Mar, 2008 - Feb, 2013 B.A Degree, Daehan
University, Seoul
Major: Business
Management

Mar, 2005 — Feb, 2008 Busan High School, Busan

Wiork Experence

Mar, 2017 — Present Shinsung Electronic Co,, Lid,
seoul Executive Secretary fo
VMice President Aesponsibilities:
Writing letters and  reports.
doing research, planning
conferences and meetings

Jan, 2015 - Feb, 2017 Shinsung Securities Co,.
Ltd, Seoul Secretany to

Executive Directar
Aezponsdiifies.  General
secretarial activities,
such as greeting calers.
receiving calls, making
appointments, taking

dictation, weriting routine
letters, etc.

References &vailable on request
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46. Choose the one which is NOT true about the given

conversation.

Good morning, May | help you?

Yes, I'm here to see Mr, Robinson,

Did you make an appointment?

Yes, Mr, Robinson asked me to be here by
10 a.m. My name is Fred Wiliams,

=@ esw

5! Could you please wait for & moment since

47.

48.

49.

50.

@ The secretary will tell his/her boss over the phone
that Mr. Williams is here.

@ Mr. Williams was asked to wait for a while.

@ Mr. Robinson was on the line when Mr. Williams
visited.

@ Mr. Robinson and Mr. Williams made an appointment
to meet at 10 a.m.

Which of the followings is the MOST appropriate
expression for the blank?

Thank you for your interest in our latest line of
laser printers, You mentioned that you would
be interested in a color printer if the price is
in line with your , I'm pleased to tell
vou that prices have dropped once again,

@ account
@® budgetary

1 money
@® budget

Fill in the blanks with the BEST ones.

& Reservations, How can | help you?

B: I'd lke to cancel the room reserved for
tomorrow,

A What name is it 7

B: Sooeun Kim,

& 0K, Your reservation for tomorrow
Thank you for calling,

M below — was cancelled

@ over — has cancelled

® under — has been cancelled
@ off — cancelled

What is the MOST appropriate answer in the following
conversation?

& During the conference, | want to use the

Internet and projector, Will you check it?
B:

@ Yes, I'll have it ready.

@ I'm afraid that the projector is available.

® No problem. There is no Internet connected here.
@ You can use it. Internet is not allowed.

Which of the followings is the LEAST proper part of
checklist when closing a meeting?

(M Check no—one has anything more to say.
@ Ask if all understand and agree with the results.

® Confirm responsibilities of each participant from the
meeting.

he is on the phone now? Il give him a _
memo savin that ou are here. M @ Introduce a new agenda of a meeting to all
¥ing y : ' participants.
Williams,
51. Followings are mail addresses of envelopes. Which has
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52.

53.

54.

55.

the CORRECT order?

@ Mr. John Kim
Vice President
ABC Corporation
43 Stevenson Road
San Francisco, CA 83796

@ Vice President
ABC Corporation
Mr. John Kim
43 Stevenson Road
San Francisco, CA 83796

® Vice President
ABC Corporation
San Francisco, CA 83796
43 Stevenson Road
Mr. John Kim

@ ABC Corporation
Vice President
43 Stevenson Road
Mr. John Kim
San Francisco, CA 83796

Which pair is NOT proper?
@ MZ8& - filing cabinet
@ Z0| TSI — paper cutter

® JI9l - scissors
® AH& - bookcase

Choose one pair of dialogue which does NOT match
correctly each other.

@ A: How would you like your coffee?
B: | like mild one.

® A: Could you tell me the nature of your business?
B: I'll see if he is available now.

@ A: He will be with you in 10 minutes.
B: No problem. I'll be back in a little while.

@ A
B: About ten past three,

When does John leave for his meeting?
| think.

Which is the LEAST proper consideration as a secretary

when planning his/her boss's overseas business trip
schedule?

(@ Purpose of business trip

® Domestic economic situation
@ Company's expense regulations
@ Boss's preference

According to the following formal business letter,
choose one that is the MOST appropriate order?

56.

57.

58.

59.

Dear Dr, Brown,

Chatles Brown has asked me to confirm vour
luncheon  meeting  with  him and &
representative of Third Millennium at noon on
Friday. Movermnber 2, | am enclosing a map of
the Mew York City area for your convenience,
Jane Jones

(B Jame Jones

@ Marketing Manager

@ Best wishes,

& Enclosure

® b-@-0-0-®
® @-0-@-0-®©

@ @-©-b-0-©
@ ©-@-0-e-b

Choose the MOST proper English sentence.
@® CWO Sl AEH AZS SAAIIID] fAdH A3l
ol OF StHCY.

— You should hardly try to improve your computer
skills.

@ ADIANE o2 222t E&S 2+ 210|C
— Ms. Smith will leave London for two day's
business trip.

@ HAIXIE EIIAIASLD?
— Could you take a message?

@ 1 OIBME= 93 20201 €2 A0ICH

— The event will take place on the 20th of
September.

SEA
S

Choose one which does NOT match correctly each
other.

@ Please look over the first draft of the report.
— BIA ZE EAFAHR.

@ It seems that we have almost finished the work.
2ot L2 He Z2YW A ZSLICH

® His schedule is fully booked all day.
— 19 ¢F0| 5L & X USLICH

@ Could you arrange the foreign currency for me?
— &2 FHIoH F=AAAHR?

Which English—Korean pair is LEAST proper?

@ stationary: 2318 @ means: =&t

@ employment: 1 & @ customs: Ml

Which is the LEAST correct about the following?
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Dear Jackie, =) e ol oz i
This is to remind you of our dinner meeting L= At2als
next Thursday, 10th May, Are you okay at 2t =HZ HZEHES
18:30 at the Plough on Harborme Road? | A2 HAFHL
heard this new restaurant has a terrace and Li= 2O 53
its fabulous, My treat, of course, ] = 9 3|A OIE
P Bz ns 23
Please confirm and | expect to see you then, OIS AMESICH
Li= &AM E
Warm regards, H H2EEs =
Sam Sl o mam =0 S
@ The subject of the email is dinner appointment. Al =L
@ Sam recommends the Plough on Harborne Road. L= ElAFE 32
® Jackie is going to buy a dinner. B9850 U= M
@ The place of the meal will be confirmed soon. ct Y2 =ME 2
E EM IMMN=E
60. If a call is transferred to Bill Edwards, what should he HE|EHL
say as soon as he picks up the phone?
® Who is this? @ What's your name? Lh= ®Eldh e
® This is Bill Edwards. @ What do you want? or | A = =0
T EHez JFEECH
Al Sr=LCH
| 4L NRFEEL
61. Ct2 DW= 300H 4 HAE, HIEAFR 018 LIEHW b 2
JHIOITH Of TIHION CHSh IFE RBGIX we 2He7 @ o oL

s Tl

300 4 A U ZAE F0|

62.

. B(BH 718 m
el . — i 1] 'I:.
: —— —--...__\_____\_‘_\_
100
0154 201 2011 1A 2019
q7 -] !-I.-m
@ 20158 2E 20199 S HXI Al2te] SS0| HE CO0IE 2

A
3J|E dlWatI| HEst el

® 2019¥ 83 JIE2=Z 2015E 0
2= HIE0 g4 720 24

@ 20154 <0l Hich 2019€ =0l &
& ==JF SOtot AT

@ 3009 22 g FnA20

CtE2 43§ HIADH &dst Al dE220t X X3
AEO0ICH XMICIAE UE & 2L 22 -0l HE
OtAl AE UHB2E Ko A2 SAUINW?

63.

64.

65.

OtcH BIMSS OistE 211 SAE aZok)| AdlM JH&E

HES 0= 12N

2 HIAM: dP0IHE, AHEE0
JHis0 &3 2E
Ectd SHAIUE.

SieE BEES

=M IH2S 2

Ol HA: DIHEE 2 TI&0tE,
2 HA: I E0 HAM EH2F ZH HEH 24
M 0HZEZE S5 KIA B0HE,
® BI}HE @ TLX
(3 JISE= =IE @ mHmtDn

AFREEII| L ARE SWE S 20| AHE3dHL UL

01 )tz S=Is 2e7

O LHINE = 0 2 H2H2E <6l USB 3.0 ZEE
O0X AL

@ YHHIAN=E MAI 2EHS R0l ol dlolg ZeIHol
AN 2% ZeIHE ASoIUCH

® OlHIM= OIOIEAHIOIA Z2IE A5H Excelt Access E

@ ZHIME &AS HE 228 AGHM B B A5t
E NS HuSY

At D10 2 ,

A&0ICI0(SNS) &8 % 22| gl

¥e 2e?

@ =2 SIAS Chsh SNSOIl 2taS 20 ZLIEESHH
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@ =019 N 2H RTE 2D Y= AL SNSE @ X YA,
HIEIS S @ 2WBS 0D, eHYS S& HIUE 2D CAUC
@ SNS RUIEZ 2D 2DAE +X13E COHE 280
MEEEESE Y 67. LIS = B2USHIA SI8H SNZs BEOZ HEd
@ A9l HOl SNSE AALSl HQIHR0I2E HIHE RO X %S zne?
oAl e=rh ® &2 1. SoYHE @ 3.1 25
66. CHS MEIIMS LIS J1E B0l g He? @815 B ® 2019. 8. 20(3)
——— n L CHS2 HIAIL AAIN Z2AS XAZES FEH M3 Y
Ssls Jll Ams 25wl ¥ S0son. stie B 3ol cHLr o
AZIED JIYSEH HANCR AR AE HIE 1 Dawn Parker
0 22 2UCk SHOIL 24 AEY HEOIE D L+ Ann-Marie Rinder
HHE 2TS MU EAZE HRIRCL 224 Ch M- Patic G Smith
2} HAANE NAS AN WP 20, 29 o4 e OrHara
2T ASO0CL 2D 42 TES HuF 2o
18 0|CF @ 2-J-L-Ct @ U-Jt-Ch-ct
ALEEH MEIEHE M ZZE Sl TS ® Ct-2t-Jk-Lt @ Jt-Lt-Ct-2t
2 2AE B B0 S8 & mH MEDHE

H E2iS EE= gL 69. OIS & SBAEH Al 2N 20X0l Chet €90 JH&
-= == ' HAESA %2 R2?

AT S T} Ao CoiDm MES

:“:':'“E"' ASSARE S3 rE =xld g=ls @ LOIRIEt JIOHGHES RIAIGHHL AAZ JIoHst ALRES

= ‘2 MEHEZI ZEDLEL SE 82 EHEH U5 EDNE ZHAXNH 2E D6t U2 wst

B2 8 2A2 A2AE HEs OJ8 =EHEE Ch.

HEZ ZE0I0 ?‘—“IC'JEIHISHI MEHE Sl it Ldolts ‘@2, BuXke '*x'2 HAIGHLD, LoXtet 2
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72.

73.

74.

75.

76.

77.

£2 F2E )| AWME TS N2t URHSE §
SOl 2AE0 FEo 2T O SHS 00 Sk
¥os 0 g8 bS8 M2t ALS S I8 2Es
S 1% RES AE SHO NE PEOK Y= 2% &
22 22 + UL

HXSAY BE Y HIIO (E YO IHE REFS

2187

® WX BHO BE JIBS YBHOZ F0| BN BE
D180 SLoHH HEEC

@© TN BNO BES HIAAD 22 YR Mal AT A
OlAl EreBtCh.
SE 180l FWE BX SAHE BE X HE T
E o0 BE DS WEIE & AUCH

@ AH 2 HODF IS BRSNS 20| 2SS
2T AHICHOIOF BHLH

78.

79.

80.

OU

@ 2Bl A= one page two messaged =0l 2l HoIH ML
FOIAIK = Set0lE ASDE SHEHO SIOHE MIAIGHY
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O 2AEF0 MYgy L4222 MLES St &4 F
StC.

@ ZHY S EMY0IL F=HYE, Z2NEY o7 2HG
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@ HIIHCZ AZFE SIT0 BHHS ZOM K29 =40
CHY| BtCt.

@ TXE2AO A= cross—referenceS 1L2iotXl 20tx
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