English for work
Glossary

'Everyday Business English'

Chapter 1 Telephoning

@lgly Juay) 1

Dialogues 1

I'd like to speak to Max Reed, please.

lliad ey eSle ) Gasd f ol

Hi Max. Simon here.

haal ) saibis U ¢ uSle Sal

I wanted to run through some of the
arrangements.

Sorry to keep you waiting.

Tk ladll e cudy oY Cadd

Would you like to leave a message?

¢ Al & gw o agda

I'll get someone to call you when they get
back.

52

I understand that she is looking after Sales.

bl e o pdd L ale sy

Marco Stam is on parental leave.

B 55 kel L als Sl

I'm afraid she's not here at the moment.

Al il 8L cad e aal

Have we covered everything?

et JS ke da

Anyway, thanks for calling

A JaY @ sl Ja ol e

Dialogues 2

This is Ann Forsell's voicemail.

st OF (Ssall no e 13

It’s about the meeting next month.

Jad el Felasyl e o

I can't make it.

gl 138 sl of adaind ¥

Can you talk?

$haat ki Ja

I'm in a meeting. glaa) AU
I was just ringing to check the time for next g lda) e padn 2o gall (i ey Jaal s
week’s meeting. i) g s)

Sorry, I can't hear you very well.

Jas dleadd ¥ ) e

I'll just go outside.

(el s AT G

If you are calling about an order, please
press 1.

(llad e

Chapter 2 A company visit

ASpdd by 2

Dialogues 1

lg"_t\‘)\_};

Can you tell me how to get to your office
from here?

O oSia Y dial S caal of Sy da
oL

After about two kilometres, you’ll see a
garage on your right.

e 7ol 23 g (0 e S (s 2e
Sy

iy

Park in one of the visitors’ spaces.

ol daadall S aal b el il )
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I’m calling from a service station.

Ol Alase (e Jaail 1

Take the first left after the service station.

O Aane 2 el dea b Jsl

Carry on for three kilometres. LSl yia gL A5 ddlisal yain
I have an appointment with Hans Ekburg. TS uld ae e ga gic
Do you know the building? ¢ el Cayati Ja
Mr Ekburg’s office is the fifth on the right, & Onad) A (ua Al g o S e S8
along the corridor. RERIARYY

Hello John. Good to see you again.

oA e d )l g Hsme S s Sal

I'd like you to meet Lera Berman.

e o QW8 o o

Did you have a good journey?

?@)A&J.\l}‘éw );\.}\Sd&

Dialogues 2

We’re in the label business.

) ) Jlae 8 Jans

We employ just over 5,000 people
worldwide.

e S IRECHEE
5,000, alladl ¢ laly Cals 5a

It's growing all the time.

Bl ) g saiy Lkl

Tell me more about your mailing business.

b ) Bl ge 3 el Sl

We’re a private limited company.

.SJJJA.A FIDAES 25‘).& L\.\‘\

How long have you been on this site?

€adsall 128 8 oSS 5 lla e dia

When was the company set up?

a8 il Conds

Let me show you around the office.

An open plan area. .z i Jagladsy ddhaia
I’1l introduce you. el Ca g
Dialogues 3 3 )

We're the second largest manufacturer in the
country.

VR P DRV g Rk

As well as supplying the car industry, we
sell glass for buses and aircraft.

Lild (ol ladl delia o) ol ) AdLaYL
ol il 5 clalll s 3l Lad as

We run a so-called ‘shopping search’
website.

You can compare prices from various shops.

_‘\MW' \PM\WJWY\LJQAJASW X

In my view it’s far more secure.

BT ST 15 o i ign s oo

In terms of sales by region.

:\s.Lu.AS\ [ERTENE] Q\.a_},m]\ 3,3;\_'1 (e

North America accounts for 15 per cent.

%615 ANt 1S, sl J8

The Chinese economy is booming.

A3 3 Suall sLa8y)

We cannot compete with them on price.

oY) (BT (89 yma L
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We are well known in the market.

Al e i A Jes Ja IS5

Transport costs make it very unprofitable.

AL aiae ST A6 L)

Chapter 3 Job Information:

Akl oo claglea 3

Dialogues 1

1&".1\)\_9;

I’m responsible for new product
development.

sanall i) S e J g U

I report directly to the CEO.

Js¥) il st ) (N5 pdlaa (5 8 o8

What does that involve?

felld aiemiy 5 L

It sounds challenging.

L<abaaill Laddia gau

I hear you studied in Finland?

Bl 8 Cayo Sl Caans

I did a degree in Engineering.

I was very interested in the job.

ik gl e Jpmall o Laige cui€ il

[ usually cycle to work.

Al il Jead) ) cadl Lesale

Are the hours flexible?

T35 ye Jendl el Ja

I like eating in the company canteen.

A, LIS b alala J s ol ge A

Excellent communication skills are
essential.

%J}‘)m'é‘)w\ dm\jﬂ\ k_\\‘)L@.A

Absolutely. RERD'H
We should advertise with an on-line s gl YIS saa) an BBle] pal o)
recruitment agency. iyl e
Dialogues 2 2 e

The atmosphere is very relaxed.

A B T ) ey

Everyone is on first name terms.

oY) danly HAY) ae dalaiy padid JS

Don’t you find it very hot there?

Slia fasn Hla palal) o a3 Vi

I have no regrets about moving.

) s (LY e aulL =il Y

$50,000 a year plus commission.

50,000.4 sexl) Y A8laY L Asull & Y 5o

The cost of living in Kazakhstan.

LOGA) IS 8 el 4SS

The level of local salaries.

) il s finne el

Neither have 1. Ly U e
The company really looks after its people. L2l Lgadls gay a3 AS )0

I have free use of the company gym.

Llae 48 5 a5 jlies Janiind

Promotion prospects are excellent.

3 3lea 48 yil) Chlad g

How has the takeover affected the
company?

3 garinay) dalamsy 3 L,E) & il Ca

About 300 people are going to lose their
jobs.

pedills 5 (alh 50300 Vs 388y Cagu
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Quite a few want to take early retirement.

S e B 2l gy 5 AT llia

There are no compulsory redundancies.

3 k) el 2259

Chapter 4: Presentations

Lakdl pagall 4

Dialogues 1

1&".1\)\_9;

It’s good to see you all here.

L oSIS S8 1 ) s

I’d like to talk about our future plans.

i)l 8 Lk e aaadl of 3

First I’1l describe our study programmes.

Al al) Ll ) Ga g a8l Cagun 3

That's all I wanted to say.

A o i e IS

That leads me to my next point.

A ks ) Ly 1o

So, next year's budget.

il A A e ¢ 13

I’m afraid I can’t say.

A ki ¥ A ]

I didn’t catch the question. Ll cn.uj Al
Could you bear with me? € ora uad o)) iy Ja
Sorry, where was 1? e ol el

You were just about to tell us some
interesting news.

Aol LAY (amn U juds of eliiy e e

As I mentioned earlier, ...

. <JB om0 LS

I’d like to finish by thanking you all.

Lases oS K30 ol Juas al o o

You are very welcome to contact me.

)})ud&‘fadLaASY\eSASA.J

Dialogues 2

2&\)\)}

Turnover rose in the year to April by 11 per
cent.

oo e ) dandl (8 Cilagaal) 4S ja Candti )
Al (AT Ay

Profits jumped by 20 per cent.

Al 820 At 2L )Y i

These results give a misleading picture.

.MASJML;L::&GJM\a.JA

A ‘one-off” profit. B3aa) 98 yal )
We're currently predicting a slow down. sl & gas Tl o8 435 L)
Analysts are forecasting an upturn. N graa ) sllaall a8 5

We’re looking at a growth rate of between 1
and 3 per cent.

AL 33 51 On s Jane g L

As you can see from the graph, sales have
increased considerably.

Gilaaal) Gl ) e Sl an ) e ¢ shaadlE LS
A gala s socay

Sales picked up in February.

Sales reached a peak in August.

coshe ] el (8353 Cleguall caly

The closure of our Lufwa plant in January
accounts for the sharp fall.

ot iy el (B sl pas Bl ()
Lol aad aliad)
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Sales have continued to decline.

If you compare this six-month period, there

(5 sa Cadng Al o2 el Al 5 yid i 5813

has been very little change. Joas (ol s
Chapter 5: Meetings il Laiay) 5
Dialogues 1 1 <)

I’m trying to arrange a meeting for next
week.

(el g sl g laia) i o Jlal

Can you make Tuesday?

Is Juan coming by the way?

§ s o)) g A cAaulidly

It should be finished by 3:15.

3015 Al B g g Laiay)

Just in case the meeting overruns.

e o Lee plaal) JUa 1Y Al 8 )3a

He didn’t want to miss the meeting.

il ) e pamdd)

I’d like to come over to Poznan next week.

Any day next week except Friday would suit
me.

Arand a g lae Lo Dl g sl Bl

Could you check with Alex and get back to
me?

Q‘sajqaieﬁu@\@fY\cA\)ﬁu\M

I’ll order some sandwiches.

Otherwise I'll see you in the office at 12:30.

Aol 8 oSl 8 ) (i gud clly Caday
12 :30

Dialogues 2

2&\)\)}

Could you take the minutes, please?

¢ llnd (yo dusladl g 0535 o liSay

I’d like to leave item four until the next
meeting.

(el g Ll day i o8 i il o a

Can we look at item one?

Casl 5 a8 ah A Ll of (e b

What are your thoughts on this?

¢ eyl 13 e S HISH o L

I was asked to find out what the people in

o g s sall (sl el o e il

my department thought. ) 13 a geady
The majority feeling was in favour. REPLYCER IR EN
Of the fifty people I asked, only five did not | i agie dused ¢agills (Al (adid Gawedll e
like the idea. S840 ol 35 A Y

Does everyone agree?

fapenl ) 51 o

Is that really necessary?

I suppose you’re right.

The other point I want to make is this.

03 L@A.».A}\ u\ J,g)‘ ‘_;S\ L;);‘)“ adaail)

We must really avoid this in the future.

il 3 13 Sad s o
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That’s not true. e pe s
Dialogues 3 3l )

I’'m just phoning to let you know.

ey el ol )

Bad news I’'m afraid.

A Jlal L il

What reasons did he give?

fleishel A Gl o L

short-sighted

i ok cllia

I thought I ought to let you know
immediately.

Al b elald of a4 < S8

Anton has been having second thoughts.

ol e skl

He now thinks we’ve made a good case.

33 Gl Wl o ) aiay 4

I’11 call you tomorrow so we can discuss
details.

Jralal s s fae oy Joall o g

Here are the main points.

ot ) LD 200

Jaroslav to produce a questionnaire.

Gl i) 2 of ale Cadlu g jla

Juliet to research costs for proposed
building project.

Ll & 5 e CalSS Candi o Lgale il s
.z il

No decision made.

EEErCAN

I’ve attached the draft minutes of the
meeting.

gl duds jana uw@j@\

Check if I’ve left anything out.

L ol ol i g0 TS

Chapter 6: Entertaining and
socialising

Lelaay) cads4d sl 6

Dialogues 1

1&".1\)\_9;

Would you like some coffee?

95 568 (aams o

Do you take milk and sugar?

¢ Soy s 236

Can I have a soft drink?

Let me translate the menu for you.

(Sl aladall A0l an i e

Borsch - that’s beetroot soup.

il el sa )3 iy e

We’re ready to order.

eladall llal ) gaation L)

And for your main course? ¢ i ) il
I"d like fried chicken. esazlany
Medium rare. Adau e da il gedas

Can we have the bill, please?

elliad (e b sidl) idass Of Sy Ja

Excuse me, but could you tell me what this
is for?

13k Ja s o eans b

Do you take credit cards?

¢ (AldeY) cliday) o Sy IV s Ja
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There’s a cash machine just across the road.

& Ul Al & 3 g8l o jeal A3S0e cllin

Dialogues 2

Where do you live Xavier?

o b e o

Oh, I know Barcelona very well.

Tam ld G i el

It’s a great place for a holiday.

SUaal) o Loail ) (S0 4d

Did you see the football match last night?

§ el Al aaill 3 K51 Hlie ol Ja

So you like football, do you?

Sl puall x5 S ans cla 13

Where are you going for your summer
holiday?

Saiiall ¢l jlal o ladl Caiin oy

My son and daughter can go mountain
biking.

Jlall sleal clad jall S ) LegiSay (A3 5 (A

Do you have any children?

$OUL 51 Lol Ja

I don’t know what to wear.

) 13le Cayel Y U

I’'m sure they’d appreciate some flowers.

ol pan S )5 53 Cagu pgdl i U

I’'m sorry to hear that.

I can’t really go into it now.

OV a1 il G ki Y U

I understand.

oY) pedil

Chapter 7: Travel

Al 7

Dialogues 1

1&".1\)\_9;

Would you like an aisle or a window seat?

€48 Ll ) gy ol 528LN ) oo dmle e 5 (a

A seat in the exit row.

z Al Caa 8 2

I’d like to book a hire car.

Lo el 5

How would you like to pay?

A single to Munich, please.

lad e figie Gl olad) A

Do I need to reserve a seat?

Caria Jaa ) zlal da

I'd like to book a twin room.

R dd e jaal o) ol

I won’t be arriving until 11:00p.m.

sl 11 : 00 delull Jé Jual )

I have a reservation in the name of Perry.

(S pnb Jaa (gl

Could you fill in this form, please?

elliad (a5 lain) oda Slad o) li€ay Ja

We have a non-smoking room with a

Gl (8 45 Sl ae (A (50 A8 e Ll

balcony on the 10™ floor. ol
Dialogues 2 2 e

I just have this bag and a laptop.

Jsane JigneS g gdpaslloda aa
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The bag will have to go in the hold.

O3l (A gaia g dias)

I’'m not going to get to the meeting on time.

e s Bplaayl ) gl o

I’ve just missed my connection.

AL ik e e a0

I’1l let you know if I don’t manage to catch

s 3l e oSl W13 Lo @l Co g

the flight. R BLOA|
There will be a minibus waiting at the Gate. de & ety A e gals @llia G5 g
A5

I’1l keep my fingers crossed.

s Gaany of (Sl JS (e i

I asked for a non-smoking room.

O (s Ad e Culla adl

The bed hasn’t been made.

Lies ks oSy al oyl

We need some identification.

i sl iy e e ) Zling

I don’t have enough cash.

il g A TS 5 23 1

We do accept credit cards.

(e ) lilay) o S iy S Jads Ly

Chapter 8: E-mailing

SN bl i, 8

Messages 1

1 iyl

Dear Ms Hamza

Ben alae e

If you have any queries, please call me.

o Juay ) s ) i (g el S 13)

Yours sincerely bl Caubal aa
Dear Colleague a3l (s 30
I am writing to inform you ALY sl )
Best regards bl bl s
Hi Jaana L LG e
Hope you’re feeling better. it 88 6S5 o)l
I have to cover for her. Ledaa Jal o sy

Speak to you later.

Let me know when you’re next going to be
in Salzburg.

ALERN 8 el 5 s 5 35 gas S G e

I look forward to hearing from you. 283 iyl <
Regards Ll
Messages 2 2 Jilu )
Many thanks for helping. ASiaclae JaY S T K4
A public holiday Agauyallae
Anyway let’s hope we have better luck in < Sl Ulan (58 o s 9 Jla Lﬁi Sle
Y okohama. Lala S o

Take care

BRI RS
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I am writing to thank you.

LSl Clasd) e (oSl )

I would like to apologise.

el of ol

It clashed with the World Cup finals!

Al Gl Al il jlall ae 138 i jla i)

We would like you to join us for lunch.

13 e ey e i o 2

Let me know if you can attend.

panl adaind Y S ) sl

I’d love to come.

Jax jgand e i

Please send me details of the event.

Gl e Jaald [ du s gl s

Many thanks for your kind invitation.

Adghaall oS5 geal Jyall g S

Unfortunately, I’ll be abroad.

Z A0 ) sS Cagu Tand ¢ gl

I hope the event goes well for you.

WS e s e dual i o 5a )

Messages 3

3 iyl

They are having problems arranging the
meeting.

gl s i 8 JSUie () sl

Do you have any suggestions?

fla) 58 ol bl Ja

Good news!

s bl

It would be good to get together sometime
next week.

i g sl e L ae aain of Q) (1

I’1l set up a meeting.

& \ia) dia) ael o g

This is to let you know that Will Pick is
leaving the company.

AS ) ol el oy ol RV 13

I'm sure that you will want to join us in
wishing Wilfred good luck in his new job.

Wan i ) 8 LS L e i el xSiia U
Byaal adla g 82y 8l T

I am sorry to inform you that I will be off
work for two weeks.

1550 08 Y g il el o by
.Cpe saud 3aal Jan)

I was sorry to hear about Stavros.

Lot o Jldl aad o ks

Please pass on my best wishes.




