TABLE OF CONTENTS

ADSTFACT ..o [
Intellectual Property Statement FOrm ..., ii
The APProval SNEET ..o e WY
The Improvement SNEEL ... %
MOtto and DediCAtION  .....ooviiiiiiiiiiiiiiiiiiei et Vi
ACKNOWIEAQEMENTS ..o et e e et sreena e fre e e aesbe et eeene e e eesans vii
T ahig-Qf C ORtoRINEGG_—_— " A 5~ NP S 8 -~ 1. ) S .. .. IX
CHAPTER 1 INTRODUCTION ... 1

A. The Background of the ReSearch .........ccccoceiiiiiiiininicienenenceen
B. Research QUestions and SCOPE ........ccceeivrierieerieneenieenieseesreenee e,
1. Research QUESTION ......cccociieiiiieeiiiec et

2. The Scope of the ReSeach ..........cccoceevviiiiiieii e

C. The Objective and the Significanses of the Research .....................
1. OO CTIVES iuunsstiieeiurs s renesesnmssnnsnnannnasnasnasstenseeseesseessenesssesbs

2. SIGRIFIBARCES ... ... S .. A

D. The Operational Definition  ..........cccccovviiiiiiinc e,
1. Cambridge School of English ......cccccoev i

2. Front DesK OFfiCe .....cccccvviiiiiiiciesiie e

A INFOrmMant ...

D, ADMINISIIAtOr ....cociiiiieieee s

E. Research Methodology ......cccooeiieiiiiiiiese e
I @ o1 1=T oV 11 o] o ISP

A 101 (=) Y/ LY AR

~N OO o o o oo o1 o0 A B~ B OO W WP

F. The Systematization of the Research ..........ccccooveviiiiiiiic i



CHAPTER Il THEORITICAL DESCRIPTION ..o
A. Definition of Front Desk OffiCe .......ccoovviiiiiiiiee e,
B. Front Desk Office Job DesCription .........ccccvvevieiiiiiiiiiiie e

C. Relevance RESEAICH ...oooooeeeeeeeeeeee et

CHAPTER 1l COMPANY PROFILE ......cccoiiiiiiinieeiiseeieee e
A. History of the COmMPany ...t

1. Background of the Company .........cccccoveiiiiieiieciieie i
2. The Struggle Period 1982 — 2000 .......cccoevviiiieiesiiese e see e
3. The Development Period 2001 — NOW  ......cccooivviiiiienieciiinieneeas

B "Rigfile of HENSERIBETY o n W 0 Wk . ...~ ... 7D

1.

oI B4 § N3

7.

Product od Cambridge School of English ..o

Vision and Mission of Cambridge School of English ..................

Logo of Cambridge School of English ........cccccvovviiiiiniiic e,
Motto of Cambridge School of English ...,

Academic Department of Cambridge School of English .............

Material of Cambridge School of English .........ccccooiieiiiiiinen.

Teaching Methodology of Cambridge School of English .............

C. Organization STIUCLUME ........ccceoiiieiierienieitesiesiesiesiesseeeenne e see e e

D. Procedure and Work Frame ..o

CHAPTER IV REPORT OF OBSERVATION FINDINGS .................
A. Data Description

1. JOD DESCIIPLION cveeiiieiiciie et

a.

i

- ® o o

Welcoming GUESE ........ccveiiiiiccieeccce e

Receiving Call ..o

Mentoring

FIling DOCUMENE ...

Managing
Teaching

PaYMENT ...oiiiii e

Xi

11

12
12
12
13
14
15
15
16
16
18
18
19
20
22
23

25
25
25
25
26
28
28
30
32



2. JOD DELAIlS ....ocvieiieicciee e
a. February 2020 ..o
March 2020 ......oooieie e
C. APHIT 2020 oot

. MaY 2020 ..oeeceeeecece s

€. JUNE 2020 ..o s

T JUIY 2020 .ot

B. Observation ODSACIES .........ccoeiiiiiiiiiieiee et
1 Obstaele L .. N A L. 000 L J 0 £F £.7.  F......
2.4/0Rsta8Bgh, WY, o —— ... .. R

C. Problem SOIVING ...cc.ooiiiiiiiiiiiiiee i

=

1. Problem Solving of Obstacle 1 ..ot
2. Problem Solving of Obstacle 2 ..........ccoe i

CHAPTER V CONCLUSION AND SUGGESTION ....cooiiiiiiieieieeieeaiaenn
A, CONCIUSION .

= TS U T o T= 51 o] PRSP RP
BIBLIOGRAPHY

APPENDICES
BIOGRAPHY

xii

33
33
35
37
39
41
43
45
45
45
46
46
46

47
47
48



