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Workplace Communication
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Maintaining positive relationships with your coworkers is one of the most important aspects of work. We

will introduce the basics of effective communication - the key to success!

* EYHZT . EARXMDS ! - First, the Basics! ¥

o FTBIEOHE « First step - observe the office
¢ —RIHEEETIADRFVOEETEREAD < Learn your coworkers’ names and job titles
<+ LETHE&. AFBR. BiGORERGELTE < Build awareness of hierarchy, interpersonal
#ETS relationships, and mood
+ RYOA + The first month
> HHLENEFATHEK < Don’t be afraid to ask questions!
$  BISOKFYICHRLETSMT S < Participate in office gatherings
o WX + First impressions
$  KETRERETS < Smile! Don’t forget to greet people
¢ TELGEEEVZDENTS, TH, HBER>TEE < Use polite forms of speech. BUT the effort

FTIENKE, ERTE I to speak is most important.



> PWRBDZE/AL A — Situational Advice ¥t

D BEBOANEHMRES ! Make friends with your coworkers!
o BR¥EETD + Remember greetings
> BBICEWVES TBIEESIENET ] < Arriving at work
< RBETDEICE TEEICEILLET] <+ Leaving work
<+ WDOTHEZRS: TEENEKTT -TLI=Y < Almighty phrase for any situation
FETCEFERTT I X ! < But don’t say this!
¢ BRYA~AL! + Food tiiiiiiime!
¢ BIEOALEBROBODIEZERND < Eat lunch or snacks with coworkers
s 7IJ4—5 + After5
¢ BEREEIRLELE) < Enkais (Welcome/farewell parties)
$ IR ZERE--- < 2jikai..3jikai...
o BEAHNIEMDOVEDTEEEFIES + Offer to help others when you are free
BT RER. AR EREELE <+  Clean, make tea, file papers, etc.
o BREODERT + Show your appreciation
> BLE.EBR.VIRIRNLIEALTKRD < Omiyage, nengajou, cards for holidays and
AhT—-BEH—FEE special occasions
o EITHENITS ! + Talk to your coworkers!
¢ BRBEBFVIEBEVTDS < Ask for native checks in Japanese
> TENLR-BERZERDHD < Seek advice and opinions
@ B|HLETH! Ask for a favor!
o FFNBELELTHL + Nemawashi in advance
o FEOEBEFICHB BEELOANCELNL + Consult your supervisor first
o HLWITODIHNEIRET SI5E » When starting a new project, follow the rules.
ELWFIEICHRS, BEELRFICET Write a proposal for kessai.
o BRICEBREGL BILEES RIZELEZNE » Express gratitude regardless of outcome... maybe
next time!

FLLVBEEE: New Vocabulary
RE BHOEXRDEREZRBRIWGREEZHOANITELTELIHE
Kessai: A method of getting approval for project proposals from the decision makers
B B CEROCSMOEELBITEADSHE

Kairan: A method of communicating information to everyone in the office




@ BEREES! Express your opinions!

s BFOELWREHEVTHORETS « Listen to others opinions before speaking
<+ BEBITLIOTIEEGLLRETD < Be convincing, not aggressive
o TRAF~EBVFETILYT~EBSDTEA -] » Word choice can make a difference...
+  BEEZOHLHK < Soft vocabulary
@ BEUETSH!
o EVRREET . HESIMMEHDELI12855 Apologize!
+ Don’t make excuses. Be sincere.
® LFIHB!
o TEIIHD Saying “no” effectively!
$ HEFEIMBTELIIC. BARERRD + Be polite.
o KKEIZTEHVFEWVGEHYA < Explain your reasons thoroughly
¢ [EBZSEHTEEFET « Common indirect ways to say “no”
¢ THIMEICCREASECEEET] < “Allow me to think about it”
< “lwill put some positive consideration into
the matter.”
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~ Treasure your Relationships ~




