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Kata Pengantar

Berdasarkan data survey yang diselenggarakan oleh lembaga pendidikan Bahasa
Jepang The Japan Foundation pada tahun 2012, pembelajar Bahasa Jepang di Indonesia
mengalami kenaikan persentase sebesar 21,8%, yaitu sebanyak 872, 411 orang apabila
dibandingkan dengan jumlah pembelajar pada tahun 2009. Hasil survey menempatkan
Indonesia sebagai pembelajar Bahasa Jepang tertinggi ke-2 di dunia. Meningkatnya
jumlah pembelajar telah berlangsung sejak tahun 1970-an, yaitu seiring dengan semakin
berkembangnya industri Jepang di Indonesia. Melalui hubungan perekonomian antara
Indonesia dengan Jepang, maka warga negara Indonesia yang mempelajari Bahasa Jepang
sejak saat ini diperkirakan akan terus bertambah. Saat ini, perkembangan industri Jepang
di Indonesia adalah lebih dari 1,533 industri dan menciptakan dukungan kerjasama
industri dalam perekonomian Indonesia dengan Jepang (Jetro, 2015). Guna memenuhi
kebutuhan industri Jepang, maka kebutuhan SDM yang memiliki kemampuan berbahasa
Jepang dan pemahaman budaya Jepang semakin meningkat. Dengan demikian,
pendidikan Bahasa Jepang di Indonesia membutuhkan perkembangan materi
pembelajaran, metode pembelajaran, kursus, dan sebagainya.

Modul ini bersumber dari Shokyuu ga Owattara, Hajimeyou Nihongo Keigo
Toreninggu oleh Kaneko Hiroyuki yang diterbitkan oleh Ask, 2014. Modul ini bertujuan
bagi pembelajar yang ingin mendapatkan pengetahuan SDM yang dibutuhkan oleh
perusahaan Jepang dan dibuat sedemikian rupa dalam memenuhi perkuliahan di
Universitas Darma Persada, jurusan Sastra Jepang. Dengan menggunakan modul ini, para
pembelajar diharapkan memiliki pemahaman mendalam terhadap berbagai hal yang
berkaitan dengan bisnis dan budaya di perusahaan Jepang. Pada awalnya, pembelajar
akan diajak memahami konsep mengenai berbagai konteks yang berkaitan dengan budaya
kerja, kemudian melihat berbagai situasi sesuai dengan konteks sambil melakukan
praktek sehingga akan memahami bagaimana business manner yang ada di perusahaan.
Agar mudah digunakan bagi pengajar dan pembelajar, maka modul ini telah terbagi dalam
beberapa konteks atau situasi yang berkaitan dengan bisnis di perusahaan Jepang. Dalam
konteks atau situasi yang ditampilkan akan dipelajari istilah-istilah khusus sehingga

pembelajar dapat memiliki soff skill mengenai Bahasa Jepang bisnis.



Modul ini tentunya memiliki banyak kekurangan sehingga diharapkan pengguna
modul bersama-sama berkolaborasi dalam penyempurnaannya. Akhir kata, kami
mengucapkan terima kasih kepada seluruh pihak yang telah berkontribusi dalam

penyelesaian modul ini.
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Japan used to have a caste system, For their entire lives, people could not change the caste they were born into. Honorific words were first used as
words to support this system. However, the caste system gradually changed with the beginning of the Meiji Restoration in the late-1860s.

Now, honorific words have come to be used according to the degree of intimacy (familiarity) between people or social standing (the degree of
difference in age, or in position or experience in society).
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Using honorific words facilitates communication. That is because it lets us clearly express, with grammar and vocabulary, consideration for others
and respect for social position. However, if instead you use it incorrectly, then there is the possibility that the other person will misunderstand that
you are not being considerate,
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Some people also say, "Because of honorific words our relationships with people becorne more distant.” But honorific words dre a very convenient
tool that let you clearly express consideration and respect toward others. And, in addition to the " BB R A " (honorific style) way of
conversing there are also the " TFEF A& ) " (the style using CF" (desu) and &G (masu) verb endings) and the " 75537\51 “ Jl-" (casual
style) (p. 18). If ycu can use these properly, then you will be able to express friendliness to others and convey that you thmk of someone 2s a friend
through your choice of words.
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In addition to when you talk to someone one-on-one, honorific words are also sometimes used when talking to a crowd of people. Particularly
when the honorific words do not address any specific people, honorific words and humble words are used to speak pohtely and make the mood of
everything you are saying polite.
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This " &LV FE T " is used to mean, "The train our company is operating

will go-to the place where you are.”
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Letters are also wrilten like this, but this is not to use honorific words for somebody, but rather to give the reader a good i impression.
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Use when referring to actions performed by the listener. This raises the position of the
listener and directly expresses respect.
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Use when referring to actions performed by yourself. This lowers your position and
indirectly expresses respect.
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This makes all your speech seem polite. It makes everything you say sound polite to the
listener.
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There are times when you will not say " & L. 7= " or " 7,€1¥ " to superior, but say " 5 " and " EA " instead. In this book, this is called * Eilio
7'?.;:.(..\73‘ (formal speech).
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In this book, .
the " BEEA X)L " (honorific style) is at the top,
the " TY £ Y A& Jl " (desu-masu style) is in the middle and
the " RIER X )L " (casual style) is on the bottom.
Even if the subject of the conversation is the same, changing styles according to your relationships with people will make your expressions richer,
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There is an important rule for Japanese honorific words: you do not use honorific words when speaking about * "7 * DA (insiders) to " */ KN "
D A (outsiders). Insiders are family merabers, co-workers and people in the same group as you.
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Alex goes to the home of his boss, Department Manager Kaneko. It is his first time to go to a Japanese person’s home.
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These are not more polite than “%/Z ~ {27 1) ¥ 3, but you can use them when you want to use honorific words i in a friendly manner,
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Listen té the CD and then start by speaking in the honorific way. Next, speak casually. Begin to practice speaking afier you have listened all the way
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How do you greet people when you meet them at work or school in the morning? EREANNERRIAME4
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Alex was unable to help Department Manager Kaneko. B/ FI 218 48 T L.
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Try not to be tempted to say “3i3 & 9 when a superior says “Bi3 & 3" toyou. HEM AW BT L S ", FEEREHIR
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If you use a humble word, it is understood whe will perform the action, so “F47%" is often omitted. I HiER, FENTIHEEERL
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Listen all the way to the end, then begin to practice speaking. i#é&ﬂ%%u}éﬁ}fﬁsﬁz 2%, AR TAA B 4, Tile 9%
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Listen to the CD and then start by speaking in the honorific way. Next, speak casually. Begin fo practice speaking after you have listened all the way
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The company for which Alex works is going to hold a going away party for an employee on Sunday the week after next. Alex is going to invite
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Invite your teacher to a welcome party fora friend. 3iFZ %m%ﬂﬂﬁ# HHRkinS.
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Department Manager Kangko is talking with Alex about next week’s work schedule. ETHEEENNFIENEE TEMNITERRE. 7Zhd]
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Department Manager Kaneko was not entirely sure why Alex can not attend the meeting. FTHRFERNGLHARH RS MW, 7
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First, delicately decline. Indicate your situation to the other person, then explain that you can not fulfill the request. & 5B, ik
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You have received an email from Department Manager Kaneko. Your parents from back home are going to come on the fourth and you are
going to meet them at Narijta Airport. Write an email politely declining the request. & FHKER T B FM# BRIERBAEERA S,
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Even when writing an email to a superior with whom you always speak casually, be a little polite. HERIMPEM ERZFEUBHARE
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Today Alex is visiting Ms. Yamada from Asia Movies, a client, to discuss a preview for a new movie. [ PSS REBE A IWHEE T RS
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The nuance of the phrase following “Z > L T is “Can you accept this request?”. “Buf L TEEHY ERESRIERG "
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In Japanese you can alter the level of politeness by changing the words to -address someone or the end-of-sentence expressions in
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You want to ask a professor for a letter of recommendation so you can gain admission to a graduate school. Y T%Kiﬁﬁﬁﬁﬁiﬁ, BigEm
FHEE. dEddd 4957 4aA, J49A 342 Resta A5

1 BLTHAELED
A KEE »O—)H—RKp.168
B REOEE »O-IH—Kpi172

2] X—LEBVNTHEL&LD

et

ébti

BOELVIBERYELE, BTRETLS5 LpL)
ETH. SOYELLEDFLYIR - AIRTT,

| «3HosLE

ABR. BEVHSTENELTA—IELELE.
BATEFH. SHCHBLTEOVELEY. Zok
o, $ﬁk$ﬁ%ﬁ§@ﬁﬁ@ﬂkﬁ;?%;&&%

A EHEHDOELE,

| «sRLTsEmER<
KRFD B DR IR DRBEROTT B, |
&5 L FORALEY VD&

P < B@LVE§<

-

wol A

o




BAB 7




SFHETH?

7L«‘y77\é/1,0)”f§$i0)*i§6i9&n%7’)325$U%f’ﬂiﬁ‘)iﬁ/\,o SHLEEOBHEERT

D'(lﬂi'él

[ X1

Thi president of Alex’s company 1s not very good at English. Today he is having trouble reading an English document, [ 7 5 #7 A T] g3 K35
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This was Alex’s first time to talk with the president, but he was unable to speak politely. #—RHHKBRIE, EREHABEWHEE. 3973
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Use when you politely make an offer using humble words. X2 ¥, ATREREIHLHA. AYNZ 23] Aotet o A}
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This expression originally meant the speaker will do something with permission, but now it shows reépect to the other person. If you use
this expression to say you will do something for which you do not have permission, then it will come off as pushy.
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Use this when you want to earnestly express your desire to do something with permission. A FENFXEAN T AT EEEMES
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With honorific words it is considered rude to “question a hlgher-rankmg person's ability” to do something. Thus, it is rare to directly ask a
higher-ranking person if he or she can do somethmg There is an exception when the higher-ranking person has an ability. that is truly rare.
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“& €% is a causative expression, so it is an expression that means you will take action on the assumption you have the permission of a
higher-ranking person. It is very polite, but if you use it too much then it may come off as pushy.
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Alex was unable to handle the phone call politcly and he was admonished by Department Manager Kaneko. Bo 51| 5% 8745 5% %5 B HASI X 15 T84
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When you talk to someone from another company about a person at your company, you only use the fast name, even for your boss. In

addition, do not,use honorific words, even for something your boss.does. X H A2 AREESATASAN . PERL LT ﬂmﬁﬂ‘}zﬁz

A5t MR LA EASRIE. 08 A Abdn 22 @ o, 5] QA AP At SERE EHS Eolx ¢
JFoB FEUTH ALY T 2B ALSEHA BaYT.




B %E’ETJL < ﬁ5'§—(, .\75 Common expressions for the telephone  HIEFRHAMRE FIdM A3 2= w3
257 W BR )

FEHREINEAD—ERICOENE X)

L o v U TE ‘ -

When the person in question is temporarily unavailable &?EEH’-’JAEB:T}Z{E# ‘AR AL go] ZA] Al vl Ye o)

BRI LECERENLTEYFL T o

HLb & wx BT
FERENEACHETEBFEIELD L&)

When the person in question will callt the caller back later  iL#EEMAREEBE WD AFol A YFo A8E8 24 & AL
CHUELERCEREIEE LI h,

(EEEEHBLE) |
When you will take a message #EZHFH AL G AdA Sy
AL RATHEY K Y FAH,
k53BA kb
AiganfeLE L. @RI BlizaEd., . R IZHKYF LA,
Lid b RLLX L] ok bhr{L

(BETHS—EPITELNES)
When you want the caller to call again later FEWHHEFRE FA F oA A8 S go| 327 g3t g
Al gﬂ)‘\ VEAH 10 ﬁ?§12/4%3§§‘12 3 ’)“‘fﬁ'ﬁia‘ﬁ‘(f\\f:f:"l‘fifi"('l, SN
B: TNTI. 109%IC/ 4 BEFILZLL0 0BT LET.
(&> —ERFOLMERS LV EE)
When you want to hear the name of the caller one more time  A2BF—JEHN LR THA] 38 Yot ol2 2 232
KILTTH 6 —EBBHEF > THLELOTL £ 99 |
(BEEPDEX)
When you hang up the phone  3E®BiEN HA3}E FL o
KL LETS
(%Eﬁ%gbf‘(mékﬁgbott@
When a different person takes over the phone call i AEdIiER M 8h= Al o} v}E w

BE» Y Lk, BRTT,

to

&



BEOH

3 mELELsS -8 212 p.201

r lﬁﬁ'

W
f

BRELTHLTHIL. BOR B ZHHTILEEL.

hAL®S 2U

E]F~t$LETJ%ﬁoT§aTa$L;5°
1WTA& mEJﬁme¢ﬁ§J«

Tl Br

@A&@¢EZ$L$¢#‘B¢%§.U%qL%HiT#u
1) T bBE. FHy 5 TEREE ) ~

-_'5 ( ekp BLbE & B

2) TR R T H. nNoy 26 TEERE) N

EHxx3LeUA b

3) TEL#AT. ;&EJ AR A IV

S L PxIH

@ FOLSEE>THEL KD,
227 ) ALEBREE. who LT,
B:@-é:'%l)ﬁzslitf—ui%vﬂ?'( CXNNF LT R
1) ATBREE. Wbo Ly nETa,
B:ﬁ%@ _ .
2) ArBBR K. oo LenEaa,

0F K hrvbrd
. i et
. L7552
B EED

3) A: xuh’% WhH 5 LeunEdh,

bl EF

B M B R

8% 48 Leobx%

3] @!JOD ANCE>TAHAEL LD,
228 ) ATBAEE. vholenith, .
BI@ﬂﬁﬁtﬁfwé®ﬁ$utﬁui&®%%K$TﬁUiLT ------ .

1) A.lﬁkbvﬁ Tr—. Voo LyruETa,
BIRERTLT V28

2) ATEBF—T7, Vb LenE T,
B:sMIHHTVW S

S)A Kd"ﬁ\\b’JL“"\\ij—ﬁ‘

BBREXE

Bdﬁ?%%oTU5»



BREOYEE

3 FrvoLaies - B2 p202
TlLy 7R v BRA-E-F X 3 [aTHYEF bTobolenit oT
IXwE],
ﬂiﬁlhtbi#gﬁt&y@*ﬁ‘t*l,i’ﬁ wom‘sg% [@alc->T by
LT c#LT] Y1, ﬁzﬁ’;ﬁsﬁ WH o LenEda,
Tlhy7Z [@atFEILit bRERIE cWRR] fAVEEIMNC b R ¢ T
XuFE LT, ,

A D) TT %ﬂ?’!i(:’ﬁ;%:%ﬁﬁgk‘f%i’i‘ﬁ‘o ~~~Xa‘—;§iz:§i<f:'i<\‘o
TlyZZ v, Reewflilhe B 23129 [Batbnleh b jlfrd
bHFEFLE cIilFLEL '

*ﬁii%L<ﬁﬁ\‘\‘f:LiTo
TLyZX 25?&\\7‘:Li10

L 25 1NEERTHEL 55

A

"0:16

T T0:31

"7 0:46

"1:01

2R

-

B p.202

I'I

2-30

ETHNTHS. BSHE EH TS,

B) A STHE LR LAE T
B 1 RilARE D &F IRBAARIRSFETT,

1) A ANBILOD KBS LR HIE T D
B:8A26HE

2) A &THEIIAD A Lq:.oﬁ:t*\\iﬂ‘ﬁ\
B:10es)

3) A BARIRITFAR DLBIC BRELIET D,
B:iiva)

4) A RIZABIIKRABYLE STV L » LoenwFd4 4y,
B ABXIEIC & £

BEEHP L TA Lesbrs



&l

@ PoOTHELED » X% 1Ep.202

e

It

0 HLTHELES
A BRL—E—Q#B »O—AH—KpiT71
B S<BEEOHE >O—LH—KpiT75

@ BLTHEL&D :
A BRA—E—OHE »O—LAH—KpIT71
B WEMEOHE >O—NH—Kpi75

p.125 A &3 d¥
N@ﬁ':N@:Z ;ﬁi;ﬂ\: (BRIZE5TD) SME
E_(fi;% directly HE A3A 74— x+— manager €8 A
{%ﬁﬂpﬁ' %4 to participate / join Z F7teich F—7 chief FFE F¢
5.126 fi:”HEi ’EH;’L% to take time off HR RF7IE 4t
ﬁ % (14 -4 to be away from one's seat / desk BLTE p.128
T, WL AeE A H$oh R5=W%

fefinnEF=45 p129
P 1)E L again /1o .. back (as in “call back”) Et BT 5 =24147L

T2 ZA] )*Lurgh branch (location) 4+A& AA

- iz;;:% message &, ®=., FiF AA
B mater FfE £71 -

LA

K, % tobetold/informed 85 =} (AL )

ARt b=bt b

52 Li—Z;x % topass on amessage fEik. BE T
£ Agsn (FF))

AN T8 =F L E LA

~EHBF L=~BES LAY TP

p.127 .

3% % waiting on / serving a customer &%, BRHE
Ho¥el



BAB 12

AN
AN

DX

2



TEFTH?

SHiIF. REOTIDXE %ATTO7&v72§h@@®?5$;??%%b$?0

There is a farewell party for a university seminar today. Alex will host his first event in Japanese. SRR XZWAIMKIES. FIIRHE XA
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Speak a little politely in front of a large group of people, even if you normally talk with them in a casual manner. BPR TR LU R
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“Yf%> F 97" gives the impression that the host is deciding to begin on his or her own. You will gain everyone's understanding if you say
‘PRI ERVE T or U STV 72725 9. In addition, it gives the impression that you have permission from the boss. Be
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You will host a welcome party. Introduce the new student and propose a toast %’i@ﬂﬂfﬂﬂ%ﬂ‘]ﬁ{x ENBIEZ B HBRNER.
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Yun will have a job interview at a company. This is her first interview in Japanese. SFEEZABZAER. XREXEEER. 29
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Yun was unable to make a good impression at the interview. /PNERBEEFEEHRTEHBRIAES. £49 A= dRZA2404 Ag= =7 -
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‘When you are asked a quiestion, say “IZ > and then give your answer. Do not say things like “ 2 — & and “& 5 "¢ 12 2> much. Give
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Make yourself look good as humbly as you can. If you say “ ~T & F97'| " too much, then it could backfire. RFTELEBEHTE S 2.
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Alex will invite Ms. Kato of Toyo"Movies to a debriefing about an event for a new film, B B B AT R B R 2 BRI ERE R
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Write an email to Ms. Kato of Toyo Movies. Thank her for attending an event debriefing. H4 REHWMMIINGES — & &5 THR{&. &0
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Write an email to Department Manager Kaneko. You:want to talk with him about how to do your job. Ask him when he can meet you at work.
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