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Hiring
ek

Alan: We do not have enough people in our department. We may need to recruit

new hires.
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Violet: You mean you want to hire another full-time employee?
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Alan: No, 2 part-timers would be enough to cover what | need for now.
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Violet: Fine, | will arrange that for you. Please give me a list of the applicant

qualifications, job responsibilities and the wages too.
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Alan: No problem. But | will need the Human Resource Department to confirm the
part-timer's hourly wage.
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Violet: | think that depends on the amount and difficulty of work need to do, but

basically it will conform to government regulations.
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Alan: Okay, if someone applies for the job, please tell me. | need a day or two

advanced notice to prepare for the interviews.
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Violet: Of course, and | will arrange the schedule for you too.
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Alan: Great! Thank you for your help.
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Violet: No big deal, that’s what | am here for.
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Preparing a presentation

Angela: Joe, have you finished preparing for the presentation later?
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Joe: Yeah, all | need is a few more PowerPoint slides, then | should be almost done!
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Angela: Oh my! You’re going to use PowerPoint for your presentation?
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Joe: Yes, but why? Is there a problem?
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Angela: The projector in the meeting room is broken! Didn’t you get the email from

the IT Department yesterday afternoon?
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Joe: Oh my gosh! You can’t be serious. | didn’t see it! | have tons of junk mail in my
company inbox. It must have gotten buried in there somewhere.
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Angela: So what’s your plan B then?
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Joe: | don’t know. Besides, the meeting is in thirty minutes.
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Angela: Mmm.... I've got an idea. How about printing them into handouts?
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Joe: Good idea! Oh! But there is one color picture in there. It’s very important, so |
can’t print it as a black and white handout!
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Angela: But there’s no other choice. Don’t be stubborn or else you’ll have nothing to

present!
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Joe: All right! Geez...I was nervous enough already, but I'm even more scared now...
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Angela: Don’t be! You'll be fine. Just let me know if you need any help! Why don’t we
start by printing your PowerPoint slides first?
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