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gssential english Phrases for Office wWorkers
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Eﬁ_ I:l iﬁ*uﬁi ! My workload has

been read'nl.j

heavy recently!
R T(E S 2
loading R & |
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3 PLAY ALL
TRACEK 001

o
| K book #F &= y g7

| Did you book the conference room?

(f book (FAIT « A% MIEHT -

Did you reserve
your spot at the
expo? s
fRATIF R L a0

T+ %

W7

We scheduled the
meeting for one
o'clock.

HiPE®EssMETEE
—Bt.
(TEESRIL)
B2 ; I Rk : HEE

L
'

regisfe r
You can register your name
online.

fRETLUER L B A ERRY B
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ﬂ' PLAY ALL
TRACE (el

ozt
i 2

| project?

%l project Y deadline 2}/

When is the deadline for this

() BRIRINTRRE :

whot time is this due?
BB RSERIERT

\C

N\

F

%

which dote will thot
be on?
BERE H—ET

\

How much time do we have?

BB Evegfd T

e S » under a deadline
meet a deadline final deadline TENARR P
b 5E AR BB HARR » up until the deadline
miss a deadline tight deadline HERER
S SRR LE REPR SEIAREE L HABE » past the deadline

i 7 R
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AEARE! 7252 common sense
e !

Are you kidding me? I1t's common |
sensel

EEN THEFEME? L BhER - SBNEMERE - BoILUSEER
N\

You're joking, riaht?

T;ﬁ J lng; ET How could this be?

& B2 % 89 » Ho

= EER AT
Are you Ror real?
FEEHEIRT
(X)) common sense FLUESIEELEA -

J. + COMINON SeNnse “@'*mﬂnm
have common sense sound common sense
B i Lk Tighed
use cCommaon sense simple common sense
Al B [ Lk
show common sense basic common sense

R BARE



(<) %%&EE common sense fIfE :

* Be sure to back up all your files. —EERFHAERRES-
It's just common sense. S RN

* The commonsense explanation fRETHAREENRELME
for his behavior is that he is HFTE-
cheating on you. :

A E R °

(*5Y common sense AEEF :

He didn’t have the good 3 ood
sense to tell me the Sense
party was cancelled.
ik AR B AR e AR S '
Bl T e

]
IR KROFIEN) It’s common

knowledge that the
movie won several
Oscars.

EEPRERE TR ER
FEREFFREIEE -

RS ((E#HE
aiy) £7F - iBEEED

'

AEBARENE

a2 Laxs BT
EETEN-

George never went to common
college, but he does

; ow
have street smarts. kn le d@ &

FIEPErErreEes
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X Vgt
| %ififl project C.4E delay fR/A 1

This project has already been
| delayed for a long time. |

This project has
olready been Do we know what is

delayed %or a causing this demﬂ?

lﬂlﬂﬂ +ime. BiMxo-8 @ AR E
AEFEe g Bk T

| B

(o) FRE| delay & BEFERATURBEIRAR + MRINE

BT L e

EER BRI ?
_":7:73/
AL '~
ﬁ ?/;/}-\/
# g holdup n. hesitate v.
ik B ¢ EEER I8 ; N
£
8o >
B A
R lag v. drag one’s feet v. phr.
%
_
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SRAARDLS SIS
Y
We're behind schedule. What's the holdup? R
M ER®ET - RABERINT 7 -
Sorry. We're stuck in the prototype phase. E
¥ - BIMBEEFERES -
(@ Don't hesitate! You have to do something now, or
we'll lose the client!
BT - fRIRME R HHE . BRHMSEEEEES!
K@ We can’t jump the gun or we might cause even more
trouble.
HiAT R RETE  TRITTHES % 3 FH -
We've been lagging a bit recently, but we'll catch up.
HARACEGRES  BREMEEL-
You'd better. The boss is getting nervous.
MiF 2t EEMEBIERT
Quit dragging your feet and just make a decision!
BB FRIRE R EE !
Sorry to be so wishy-washy.
RSN E B R TR - 2
L E¥ 1 ER
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+ " HAVKE delayed T EXE AR
A was delayed - éﬂ PLAY ALL

-
TR FRIESI T ik

delay J°

Sorry I'm late. My train was delayed. |

(5 delayed (JEES - FEISH) MARLIAE :

| was held up at the
bank because they
were short-staffed.

HERTHINT D5k
PAFTR:

Ben turned in his
report late,

MV EE3ET -

We are a little , . -~

behind due to the ;mﬁ{ LEFREHRS)

weather, but we ) be held vp
can catch up.

HEMEXIREFETRE

AR 1

& ERMTELnH-

EEf ; Erin always arrives

R FEE AR tardy to early
| morning meetings.

—RHEEL NSRS
¥




() delay SIS E BRI EHEREEMTS - RIER

BWEREFS 7 i
A
] _\J/:";r:q? .............
'ii :
B postpone v defer v 2
e (W) HEE - (HIENS 1 R
# -
25
x put off v hold off (on) v
2 i il I
—

® Let's postpone discussing this until we have more
information.

H PRSI EH E S HAERE -

® Matthew is planning to defer college for a year to spend
time traveling.

AR TRERE — S0y kS LITEeFRARIL: -

#® If you keep putting off your tasks, eventually you'll have
to do them all at once.

SRR ERIEE TF - mRrE R SRFEHTENERE -

® We need to hold off on the product launch until we
complete the safety tests.

HFRMEFIEAERAKcRaEERRR-
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gm!; ﬁm PLAY ALL

Munaging Extra Time el

Maya and Steven are coworkers working on a project together.
ERARETE—E2E—TBtERREE -

maus: When is the deadline for EEA I RGRE
this project? | EER T
stever: |t's been pushed back | BHEITEMAT -
until next Friday. ;
WE—i .
EHE !
maye: Thank goodness! We could ': S - IMET LA
use a little more time. L B EaneglE -
stever: | agree. | think we should | ERE - SR niiEs
take another look at our B TR
data.
maya: Do you think we need to HEEHEMNEERSH—
BT 7

do any more research?

ey g e - B NS IS e - HO



stever: No, just verify’ the
numbers,

maye: We can finish that today
and then work on the final
report tomorrow.

stever: |t might take longer than
that. We have a lot of data!

Moy We'd better get started

then!
A Hy !

Stever: Let's get to work. How
about we sync’ with each
other again later?

maye:  Sure. Talk to you in a bit.

@ research [risnf] n, v
7 B3 ( (EEHEEPFEEAE (oo satf])

. ‘l.."'E'rif)! [wera.fai] w
ER : ®if

@ sync [smk] v.
G4 | [EIRgEEE

e e e PO e s

= -

— e s

- s e e e e e B e e - S

TH  r HEFENTHA
Bl =

EMS KA LT - 24
R EARENHES -

A HER BT R AR

HETHRSEE -

A F PG A B bt 77 !

FEMIFRRE TIEE - mp—32
TR SN 7

A - F—TIRARR -

Notes

push sth back

HERE © BEE
AR T - M,
B delay RZAEEHR -
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+ loading #fi " W BEYH 5 - T loading MEEERERE " TIFW . T
FEE - BHRMEER workload EEEA #iE | &’ L

K 5 =
M TAE loading fREE!

My workload has been really heavy
| recently! |

Tell me about it. V've
been fﬂ"t’ﬂ."ﬂ snowed
under.

My workload has
been ran.lllj,j hﬂaw,j,

re::.em:i_u]!
HE A TEREE GFEoko FHEME
s = R

ARREE " TR, MREES

be swamped
be overloaded E, kol
BRAED (Wlth ‘5th]

(- ) FEIETH

have a lot on one’s plate
HRS TEEH ; ETIHEE

34



e I've been really overloaded by work lately.
HEITFRREANAET -

® Can it wait? I'm swamped today.
T LASE 508 7 3% 5 AT UM 5 T

® Sorry | missed your email. | have a lot on my plate
right now.
RREREREIrORT B - RMEICHTEIMEZ -

load fE&&thalLisE " TIEl B, ' BR
RFFIREES -

a load off sb’s mind

MEER
® Paying back that debt was a real load off my mind. "
EERERENARKNEER - 5
e
get a load of sth 2
BB (ARSIEER) &

® If you thought the first video was weird, then get a
load of this.

MRRREBB - RR/EE - AR RE L

take a load off (one’s feet)
TR R

® | can’t wait to get home and take a load off.
HETREERLTRERT -

315



352

o,
RV FB IRSERE5% 1o

+ JHE A EWIR FB - MEREE Facebook » PLAY ALL
{' ﬁ TRACK 176

My Facebook account has been hacked.

= r——

my Facebook You'd better change
account has been your possword

hacked. immediatel Y.
Kok Bl o 8 SER R UL E-E

() IR B s R -

,f W N

My Fn.ssumrd K i

has been stolen my credit card was
: . used wm&ntlﬂ.
M EhIEER] -

\ J I {fERFRER T
\\g L 9 .

e ~
The personal information of this
cumpn.njj’s sto ¥ f wos leaked. >‘

EMcFABra@ErI 3.
\ i,




