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Essential English for the Workplace
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€ Videoconferencing
arl = a5
Your voice sounds distorted'/weird.

Could you adjust” the volume” on your side?
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The connection’ isn't great.
Let's hang up’ and try again.
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* You can tell the picture has been photoshopped
because the background is distorted.
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* The newspaper distorted some of the facts
surrounding the story.
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* You can adjust the light to make it shine on
what you are working on.
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» Chester encountered many problems while trying to
adjust to his new job.
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* Turn the knob to the right if you want to increase
the volume,
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» The sales department is discussing ways to increase
order volume.
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* Derek's library contains several rare volumes.
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* The newly upgraded Internet connection in our office
has tremendously improved workflow.
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* Lucy has afew connections in this company; perhaps she

could help you get a job there.
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* Please tum up the
volume so | can hear you.
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* There is a loud echo * There seems to be a bit
whenever you speak. of atime lag.
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» The sound is slightly
(210 ] out of SYNC.
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* Could you adjust the camera so * You are breaking up.
that | can see you better? {R A5 E B R -
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* | can't see what you are referring to. freezing.

BT 2R daE - BE—HER -

13



& Using Graphsin a
Presentation #ZiiE

~
3 The diagram' here points out” the

regions’ of the country where our
products have been selling the best.
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* Mind maps are useful diagrams for brainstorming
sessions.
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diagram T1he engineer drew a three-dimensional diagram.
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graph  The numbers on the graph refer to the
company’s performance in 2020.
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chart  payid posted a chart that showed what the sales
projections were for the following year.
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© point out - 5t

* Sean used a pointer to point out important topics
during his slide show.
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» exhibit 8%
* depict f#id
= The bar chart depicts our significant improvement
in the Southeast Asia market.
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* highlight 2288
* illustrate [R88
= The next chart will illustrate just what | mean.
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* The company is planning to expand into new regions.
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