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#F ~ Personal Introduction/f 1%} J";T%’l

1. T'work in the MOCS Personnel Office.
T AT [

2. 1 am a Personnel Officer.
FHRL S H g UTBE -

3. I've worked for the government for twenty years.
E A Ffﬁﬁﬂﬁﬂ’b'ﬁ%% 20 F 47 e

4. 1am responsible for personnel affairs.
ea Efl:Ffj MEVEES o

5. It takes me an hour to get to my office by MRT.
}*ﬁ%ﬁ% S R (b e A ﬁT 1 {ft] o

6. My department is responsible for planning personnel policies. ﬁ‘/

My department is responsible for personnel policy planning.
=5 Pfkﬂ "[—iﬁtﬁg}ﬂ :“PTH 0

7. There are ten employees in the Personnel Office.
MEHVEHE L0 [EESES

8. Please contact the Personnel Office for welfare information.
EAI P E‘n%ﬁ%%’ S ﬁaf o

9. The staff in my section handle applications for subsidies. ﬁ‘/

The staff in my section handle subsidy applications.
RIS I -
10. My colleagues and | are responsible for checking the details on application forms.

IWDIHFIJ&FI%%,%L FE@F[I%EJ ﬁ

&V ~ Hosting a Visitor/# rﬂj‘?B“és

11. Good morning, sir. It's my honor to welcome you. (This is extremely formal and would only
be used for a VIP)
Rl Aot o (A B -

12. What services are you most interested in?
%ﬁi PSR AR AR5 E 12

13. After your discussion with the Minister, | will take you to meet several Director.
[& —"“ﬁw S fyﬁ“ﬁjfﬁfﬂ |15 fﬁfrﬁ Rl

14. Please follow me and I’ll show you around.
LS o 2 B R -

15. The meeting room is down the hall.
173 7 AR -

16. Please take a look at our agenda for the meeting.

% g b I&[FEJIP PRV




17. Please accept this gift prepared by our department.
T A LTS SRR

18. Goodbye. I hope you found our discussion valuable.
FIBL » 3 W T A i s,

19. I hope we have answered your questions adequately.
%[’J_ A 5] i%[piﬁféiﬁmffﬂ@ °

20. These guidelines will help you understand the application process.
SRR e 1 BRAA -

21. Let me walk you out.
THE [SHEEH] -

22. 1 will see you to your car.

B2 )

= ~ Reporting for Duty/#Z%|
23. Please report to the Personnel Office by February 14.
I&Qﬂiﬂf_ﬁ” ] 14 El Yt?ﬂ b *q&gt BEFERE] -

24. Please report to the Personnel Office at 9 o’clock on the morning of your first day.

T S PR AR o piE F g -

25. The Personnel Office is next to the elevator on the 1st floor.
FEHVE RS L @?ﬁﬁﬂj’ °

26. The two photos you submitted are for your ID Card.

e 1 2 SR RLRI S IR ] -

27. The clerk at the third section should be able to help you with that.
= E[pusHE EY s SRR

28. Have you prepared all of the required documents?
[&=1 ﬁﬁjé ’:’I”T%T’,’J/ Y FRE?

29. May | see some identification?
SNk VA

30. Please fill out these forms and return them to me.
ﬁﬁﬁﬁﬁﬁ%ﬁ?@yﬁﬂ

31. You have completed the procedure for reporting-for-duty.
[a Sk R = 5 o

32. I'll e-mail you a copy of the orientation schedule.

SR EI - PIPRERT @Rk A

= ~ Contract Employee /3| * [}

33. The period of probation for a new contract employee is three months.
FrETL i & FIpVER R OIS 3 W] -




34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

46.

47.

@\

A contract employee is entitled to all of the benefits of formal staff.

T S E P T LA -

New employees who pass the period of probation and evaluation will be formally employed.
FREI(E - IR0 S S AR e -

Please review this contract and return it complete with your signature if you have no other
concerns.

lﬂiﬁlﬁl *ﬁﬂ“g:ﬁ{ [I%,ij E |L EE%L & £ °

For a contract employee Who has served consecutively for more than 1 year, 7days of special
leave are given starting from the second year. For a contract employee who has served
starting from February, special leave is given starting from January of the second year. The
days of leave are calculated according to the proportion of months employed.

W~ IS RSN L 5T 2 ) T S I e R 2 L
AP LTSRS T -

A contract employee has 8 days of marital leave, and this leave shall be taken within 1 month
of the wedding.

Tole N FHRIETE) 8 7 - T L f[ﬁ‘EJ[‘Jﬁ%E" °

+ ~ Working Hours/ '+ 7=

You will work a regular shift.
L (e RALT ]2
A regular shift is 8 hours per day from Monday through Friday.
AR ST D T (=8 L -
This unit provides flexible working hours.
7+ J o B o T
You may report for work between 8:00 and 9:00 am.
Gk em:ﬁ]ﬂgt Wl F8R ggﬁ
You will get off work sometlme between 5:00 and 6:00 pm.
GNE ?’Eﬁ il ™ T S E=6 &HF
The lunch break is between 12:30 and 1:30 pm.
pl-T ‘F;,I\E%']:FEHE?'JHIj 12 %HFBO gENT 1 &FFBO 77 e
You must swipe your card or sign in /sign out.
o U‘/‘Eﬂﬂfﬁ? WE - AL
He accumulated 10 hours of overtime this week.
PISFE B IR 3 10 ] B
Is it all right to wear jeans to the office?
BT O 2

Granted Leave/Leave of Absence/ﬁﬁf@/rﬁ?f@

3



48.

49.

50.

51.

52.

53.

54,

55.

56.

S7.

bl
58.

You need to get permission from your supervisor to apply for a leave of absence (take days
off work).

SRR = ﬁmﬁl?’ﬁjiﬁfﬁi °

If you want to take a leave of absence (take days off work) you need to fill out a leave sheet
and state the reason.

U RIS - SRR g IS R

I would like to apply for parental leave.

Sl e

If you take sick leave for 2 or more days, a certificate from a legal medical institution or a

doctor is required.

IR R 2 < (1270 SRS (1 PR BRI
In case of an emergency, vou can notify your colleague of your absence by phone
PPN ESHE B 2 fﬁf%ﬂ%f&i B fl@’t[”;’ SIS

For a civil servant who has served consecutively for more than 1 year, 7days of special leave

are given starting from the second year; for a civil servant who has served consecutively for

more than 3 years, 14 days of special leave are given starting from the fourth year; for a civil

servant who has served consecutively for more than 6 years, 21days of special leave are

given starting from the seventh year; for a civil servant who has served consecutively for

more than 9 vyears, 28days of special leave are given starting from the tenth year; who has

served consecutively for more than 14 years, 30days of special leave are given starting from
the fifteenth year.

TR SRV 1 0 BT 2 R T SR R 3 E ¥ BT 4
AR R 6 0 ST T ) 20 IR Y O - o
10 5% #1¢) 28 SR HIFF 5 3 A 14 5 8 > 5715 &5 €E) 30 SR -

A civil servant has 14 days of marital leave, and this leave shall be taken within 1 month of
the wedding.

27 FURIET 14 R L f[ﬁ‘EJ[‘Jﬁ%E" °

A civil servant has 28 days of sick leave, but this may be extended upon approval of his (her)
superior.

2LV 28 ATERR PSR TR -

A female civil servant has 8 days of pre-maternity leave before delivery, and 42 days of
maternity leave after delivery (weekends are not included).

P L 8 - T hE g 425 (PRI -

Please direct any questions to my substitute while I'm away.

=5 B T RIS OB -

Employment Verification/7 BgF
Why do you need to apply for an employment verification certificate?

4



(I BBV S 2
59. I'm looking for the employment verification application form.
TS P )
60. You can download an employment verification application form from the Personnel Office
website.
L %F[EJH'%?{FV% I8 g*%t%ﬁf}fﬁ_k oo
61. Only the applicant can apply for employment verification.
AP I
62. The personnel clerk will help you apply for an employment verification certificate.

CEL B T -

fill ~ Insurance and Subsidies/ f{f@* )2\

63. You need to enroll for GESSI (labor insurance) and National Health Insurance.
[Tt 2 () O (R

64. For National Health Insurance, you need to pay 30% of the premiums. For details about the
insurance program, please refer to the Bureau of National Health Insurance website.
PR SR EIHE 3090 (i fad - F %lﬁilﬁaﬁ AT T R R R

65. Certified staff may apply for subsidies for marrlaqe maternity, death of dependents and the
education of their children. Contract employees may apply for cash benefits in the case of a
dependent’s death or disability.
FAIC T EY HIGHAIS £ 7] AR o S E D R Y
‘Lﬁﬁbq S lﬁ\zﬁuynpl"—j °

=~ Salary/Other Charges Application/#%Y/¥ F‘J‘ﬂ[bE'JF[lﬁ%

66. The salary is paid on a monthly basis and will be deposited into your post office account on
the first day of the next month.
[EFOF L Fr o PO E] L PR SRR -

67. Your gross monthly salary is NT § 38,000, and the year-end bonus is 1.5 times of the gross

monthly salary.
(&) F | e H@?’F [fFJIBS 000 7 o F 32 1 1.5 [l F| .V Fre e -
68. Accounting does not withhold salary for tax purposes.
(YRR T ST -
69. We will withhold money from your paycheck and put it into the pension fund.
25 PR (e 2 LS
70. 1 would like to request my travel reimbursement.
TR IR
71. To apply for travel expenses, enclose invoices or relevant documents.

G2 AR BT <




72. To work overtime, you can either apply for compensated leave or overtime charge as a
reimbursement.
T 'ﬁ%ﬁ?ﬁ] H‘E?r,%?ﬁﬁﬂﬂ?’?a? °

73. The previous month’s overtime charge may be applied for at the beginning of every month.

By E| R IR ﬁ%ﬁgjf st £ | o aps o

?ﬁ ~ Telephone Talk/”‘FE'{f“ﬁF"IE'JE,gFI
74. Who would you like to speak to?
RSP 2
75. May | speak to Mr. Lin, your section chief?
4y e RIR A 2
76. Mr. Lin ? Do you know what section he is in?
FRAs 7 R P RTINS 2
77. May | have your name, please?
MR- & 2
78. My name is David, and | have an appointment with your director.
5 1L David » Z5E2 SV AR -
79. He is not available right now, but he will be back in a few minutes.
PR T o (T P e -
80. He's out for lunch. Would you like to call again in hour?
ot T B BRI R TR AT
81. Would you like to leave a message?
r’ﬁ;ﬁI‘FJT'F ME?
82. Could | speak to someone else about this?
AT PRI 2
83. Mrs. Lin has been expecting your call. I will connect you now.
bl 4 TSR R o P R L -
84. I'm calling about a job opening at your institution.
R R B 8 FUS IO (5 -
85. I'm calling to confirm that your section chief will be present at the conference.
2547 o R B ER ORI (i -
86. Would you like to make an appointment to meet with my section chief?
E‘iﬁ?‘[ AR :'%%H?Eﬁ [ ElfJE\ﬂ]: fif]?
87. I'm sorry, but the meeting you scheduled for tomorrow needs to be rescheduled.
BELT TSR F,'LFEITF[EJ:’\EIUIFATE'I'U~3EE;[E[¥?1'}?EO
88. The meeting was scheduled for two hours, but it is not over yet.

BRI B > R R




?ﬁ%’ > Personnel Introduction/ ‘E]v,ﬁqﬁ

89.

90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

The ROC civil service follows an examination screening system whereby candidates must
pass civil service examinations to qualify for employment.

j‘l‘klgiﬁ}:l :El:i-‘ i{‘—‘ﬁ:ﬂﬁﬁ , LF FIﬂIH jK(LF JE";{*‘JTTV{:FJ],:FIJE}*F(
Age restrictions do apply to Civil Service examinations. Examination law stipulates a
minimum age of 18.

25 N R EE U HERP R UL g 18 mal]
C|V|I servants are retained according to rank and grade. Rank consists of elementary, junior,
and senior levels, while grade is divided into 14 levels: the first through fifth grades make up
the elementary rank; the sixth through ninth grades comprise the junior rank, and the tenth
through fourteenth grades compose the senior rank, with a maximum rank of 14.

SU5 R RN ETEER E[l[':'\—éljrlw o B BELI 45 - =005
S A S BT | | ] B LT -
Basic remuneration for civil servants include basic pay, seniority pay, and supplementary pay.
S pipAR b R R B bR
Basic pay and senlorltv pay make up the base salary for civil servant, and are increased
progressively by level in accordance with annual performance evaluations.
FEEEFIPEL N VA Y A R YR N S m&%‘ﬂ
Types of supplementary payment are categorized as post supplements technical or
professional supplements, and regional supplements.
) IRNE P ﬁrﬁu&;ﬁﬂpﬁﬁl J R Bt I -
Supplementary pay is additional remuneration awarded to civil servant who hold supervisory
positions, heavy responsibilities or workloads, jobs involving additional or high risk jobs,
requiring specific skill sets or professional expertise, or who are posted in border regions,
special areas, or abroad.
IR E22 55 EYE 2 R SR~ SR e~ SRSt B
SRR B 9 R
Civil servants undergo an annual performance evaluation one full year of service.

G F =X ﬂ\gql;ﬁfﬂﬂjl FH AT EFH\SL:EZH\FJ °
Annual performance evaluation is further graded as A, B, C, and D.
E;xﬂ;\ﬁj} HET S T FJ ST 4 E

Persons receiving an A or B rating are permitted to advance and receive pecuniary rewards
accordingly; individuals with a C rating must remain at the same pay grade; those given a D
ratinq are dismissed from employment.

IR e SR AR AR BIIR [ B F R BT ST
In cases where a civil servant performs Wlth partlcular distinction or gross negligence, a
special evaluation may be arranged at any given time to grant reward or punishment

accordingly.




P A 25 0 YT TR LY TR
100. Civil servants are required by law to participate in the civil servant insurance program. At
present five types of benefits are paid: disability, retirement, death, survivor relief, and paid
maternity leave.
A E A 255 + W b AR T e T
li%'rs z
101. Premiums are contributed proportionally by the civil servant and the government at 35%
and 65%, respectively.
(B el e e ~ Ui 35% o Ptk S 65% -
102. Civil service retirement consists of voluntary, age-limited, and compulsory retirement.
DR NS o Y VR - R A -

103. Persons over the age of 60 who have been employed for five full years, or who have served
25 years, may apply for voluntary retirement; persons who have served five full years must
retire upon reaching the age of 65; persons who have been employed for five full years and
are unable to perform their duties due to mental or physical incapacity are subject to
compulsory retirement.

FBH 5 5 1) - i 60 ngw B 1 I S )
?Fiﬁij 65 mh it o RS EER 5 F I s S M@@e FIEE R B
i =t -

104. Retirement pensions can be paid in one lump sum, monthly payments, or a combination of

the above two arrangements.

Py S Va\ﬁ%‘*p J1— REFESFE R E Ejf‘ V- V- AR EED S5 - IV E
Bk & o

105. In order to motivate and inspire civil servants to devote themselves to their duties without
reservation, rights and interests related to civil servant status, working conditions, rank and
grade are safeguarded by law.

RUCRZE " PV FRE R N R 5T T IEARY PSR - s -
NI AN F O

?ﬁ%ﬁ Recrwt/? [B)

106. 1 highly recommend Susan for the position.
Fyy AR Susan HE{ 4 A o

107. Does your department have vacancies right now?
fac [’F'EJ}?B F5 | BEE?

108. Lisa decided to fill out an application for the job.
Lisa )(:}\LEI&F F’j’ %%‘F‘gfgﬁiﬂm\ﬁ "l: o

109. Resumes should be sent to the Personnel Office.

RS A -




110. We are looking for someone with extensive experience in personnel affairs.

ST Py T PR

111. This applicant's credentials are a bit weak.
S B OV BT RL -

112. Thank you for taking the time to come in for an interview.
BB 2 R .

113. The recruitment of a new officer is not going as quickly as we expected.

FARFTR] I3t 1 0 PR P -

?ﬁ’% ~H P
114. John is tipped for promotion to Chief Secretary.
FF B John fir A (£ 2 |'ﬂ%'
115. | want to ask you a question about civil servant’s pay and entitlements.
5 Aol il T[E‘l%%ﬁ? 2355 AR IR -
116. It's too bad Wang quit. She was a big asset to this department.
Wang EEES T DL Bkl A %BF’F JBﬁ' TR T -
117. It's unfortunate that Mike is going to be transferred.
,IAJ K ﬁ[@ipﬂ » Mike E\lﬂ}{ﬁ’%l’%ﬁé%‘% o
118. 1 will be coordinating the conference.
PRI QAR -
119. She has worked on this project for three consecutive days.
By RS R Y 3
120. Could you enlighten me on (or fill me in on) the MOCS' new policy?
S A g ﬁfcsﬂfkﬂp ST
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