Workplace Spanish, Inc. BANKING

The rapid growth of the Hispanic population & workforce has created critical communication
challenges for business, government and education. These language barriers often result in
serious accidents, quality mistakes, and poor service where it matters most — in the workplace.

Workplace Spanish® programs are designed to cut through language barriers by enabling adults to
communicate, simply but effectively, with Spanish-speaking co-workers, customers or citizens.
No grammar, no language rules, no prior Spanish experience necessary.

Workplace Spanishe classes are energetic and interactive, focusing on the key workplace
communication needs of the participants. Materials include a job-specific, easy-to-use training
manual and companion 1-hour audio CD.

COURSE: Workplace Spanishe for BANKING  ISBN# 1-930134-10-X
WHO WILL BENEFIT FROM THIS COURSE:

This program is designed for tellers, financial service representatives, and other customer
service associates in banks and credit unions. The purpose is to help connect & communicate
with Spanish speaking customers to process basic transactions efficiently.

COURSE OBJECTIVES: Depending on the length of the course and the needs of the
participants, training will include these key topics that are important in this occupation:

e Greeting customers and asking basic language communication questions

o Numbers, Time, Timing, Days of the week

e Customer service phrases

e Banking terminology

e Depositing and Cashing checks

e Troubleshooting Identification problems

e Opening Credit and Loan accounts

COURSE DETAILS:

e Course length can vary from 8 to 16 hours
e Optimum class size is 8 to 20 participants

¢ Training methods include group & individual repetition; use of practice conversations
and role play; quizzes and games
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PROBLEMS WITH IDENTIFIGATION

Workplace

SPANISHs

We must have:

- A photo ID

- A driver’s license

- A xxxxxxxx State ID

- A Resident Alien Card

- A military 1D

- A valid passport

Necesitamos:

- ldentificacidn con foto

- Una licencia de manejar

- ldentificacién del Estado
de XxXxXxXxXxx

- Tarjeta de Residente
Permanente

- Carnet militar

- Pasaporte valido

nay-say-see-tah-mose

ee-den-tee-fee-cah-see-own /
cone / foe-toe

00-nah / lee-sen-see-ah / day /
mahn-ay-har

ee-den-tee-fee-cah-see-own / dell /
ess-tah-doe / day / XXXXXXXxxx

tar-hay-tah / day / ray-see-den-tay /
pair-mah-nen-tay

car-net / mee-lee-tar

pah-sah-por-tay / bah-lee-doe

This ID is not valid

- It has expired
- It does not have a photo
- It has been altered

- It is not the right type

You must sign the check

I must verify the signature
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Esta identificacion no es
valida

- Ha vencido

- No tiene foto

- Ha sido alterada

- No es el tipo correcto

Necesita firmar el cheque

Necesito verificar la firma

ess-tah / ee-den-tee-fee-kah-see-own /
no / ess / bah-lee-dah

ah / ben-see-doe
no / tee-en-ay / foe-toe
ah / see-doe / ahl-tair-ah-dah

no / ess/ el / tee-po / core-reck-toe

nay-say-see-tah / fear-mar/ el /
check-ay

nay-say-see-toe / bay-ree-fee-car /
lah / fear-mah
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BANKING - PRACTICE CONVERSATIONS Weiishs

NOTE: a) Spanish-speaker part is in white — the English-speaker part is in gray

1. Greeting and Learning Names

jBuenos dias!

Good Morning!

iBuenos dias!

Good Morning!

Disculpe, ¢cémo se llama?

Excuse me, what’s your name?

Me llamo Juan ¢y usted?

My name is Juan, and yours?

Mucho gusto Juan, me llamo Claudia

Nice to meet you Juan, I’'m Claudia

2. How are you?

¢Como esta?

How are you?

Bien, ¢y usted?

Fine, and you?

Muy bien, gracias

Very well, thank you

Me llamo Ramon, ¢trabaja aqui?

My name’s Ramon, do you work here?

Si, soy la gerente, me llamo Claudia

Yes, I'm the manager, my name is Claudia

Mucho gusto Claudia

Nice to meet you Claudia

3. Can you help me with this check?

Hola, buenas tardes

Hello, good afternoon

Buenas tardes

Good afternoon

¢Habla espafiol?

Do you speak Spanish?

Si, un poco

Yes, a little

¢Me puede ayudar?

Can you help me?

Si, ¢qué necesita?

Yes, what do you need?

Quiero depositar este cheque

| want to deposit this check

¢Tiene una cuenta aqui?

Do you have an account here?

Si, aqui estd mi nUmero de cuenta

Yes, here’s my account number

Necesita una hoja de depésito

You need a deposit slip

¢Donde estan?

Where are they?

All4, a la derecha

Over there, on the right
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{ BANKING TERMINOLOGY - A Werkplace

SPANISHg ===

Directions: Choose the correct answer — Check your manual for help.

1. Money a. Efectivo
b. Dinero
c. Centavo
2. Bank Money order a. Cheque de caja

5. Overdrawn

6. Photo ID

7. Wire Transfer

8. Checking Account

. Hoja de depésito
. Orden de pago

. Préstamo
. Pasivos
. Hipoteca

. Cuenta de cheques
. Cuenta de ahorros
. Cuenta de mercado monetario

. Transferencia bancs

horro

. NGimero de cuenta
. Cuenta de ahorros
. Cuenta de cheques

9. ATM Machine a. Fondos insuficientes
b. Cajero automatico
c. Factura
10. Credit Card a. Tarjeta verde
b. Tarjeta de débito
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. Tarjeta de crédito
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