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[ (Officeambience) CO Amy,J 000 0O00O00OO0OOO0O
00000 AD Yes,but lets step into my office so we dont disturb
anyoneelseWhatisi?CU U U OOUOUOOOOUOOOOOOO
J0odoboooooodoooooooooooooa
OO0000000 A lagree.After all,that is what we are paid for
and people whom is use company time are wasting company money.
coOdouooouoooooouoobooooooo AOl
did.And one of the ways to do that is to engage in small talk
or"chit-chat,"as we say.You need to talk to your colleagues about
thingsotherthanwork. CO OO0 OO0 OO0 0000 OOoOOO
Jo0o0dododouoUond Al Its not wasting time if
youdo itattheappropriatetimes. CU O U O OO OO OO0OOO
[J AL Basically,at the beginning of the day when everyone is getting
their tea or coffee and starting to settle in.during breaks and at
lunch.The end of the day is another good time to chat. CO [ [J [
J00odoo0obooooooooooooooooooo
000000 AO ChenHao,l know this is important,but can we
talk after work?l have a project to complete before the end of theday.
coooouoooog*»MCOUUOOAmyU OO C
Jo0odooooooodoooouoooooooooa
AL Often people who have just competed a project or an



assignment,need a break.They dont always consider that their
colleague may be in the middle of some thing and doesnt have time
totalk. COOUOOUOOUOOUOOUOOUOOUOOUOOoooon
Jododobooooouooooooobooooono A
[1 Location is important.Pay attention to where you are so that you
dont disturb the people who areworking. CO O O 0O O 0O O 0O O
000000 AO A place like the break room or an office with a
door will give you privacy as well as prevent others from being
distracted by your conversation.CO OO0 OO0 00O oog A

[I Yes.We havent talked about one of the most important-what you
talkabout. CO U OO OO OOOOOO AO Small talk should
not be viewed as a time to get personal and pry into peoples private
lives.Nor should it be a time to spread gossip. CLO O U 0O O O O O
Jododoboooooodobooouooouoooooa
OO00OAmy. 100Test U O DO OO OO0 OO00OO0OOO0OONO
O OO OO0 www.100test.com



