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01 « Office Basics

Office

002 Workplace

003  Department

004 Company

005 Organization

006 Employee

007 Employer

008 Colleague

009 Manager

010 Supervisor
011 Team
012 Client

013 Customer

014 Partner

015 Headquarters
016 Branch

017 Position

018 Role

019 Responsibility

020 Workload

02 « Communication
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SR [ hIATed

hIIHA

T

SfoHeRt

1 o gt

Our office opens at 9 a.m.

A respectful workplace helps
everyone work better.

She works in the sales
department.

Our company is hiring new
employees.

The organization has a clear
policy.

Every employee must follow the
safety rules.

The employer provides training
every month.

My colleague helped me finish the
report.

The manager approved my
request.

Please speak to your supervisor
about the issue.

Our team meets every Monday.

The client asked for an update.

The customer was happy with our
service.

We discussed the plan with our
business partner.

The company's headquarters is in
Delhi.

| work at the Lucknow branch.

She applied for a senior position.

My role is to support the sales
team.

Managing the budget is my
responsibility.

My workload is heavy this week.

BHRI SR YaIg 9 T TeAdT g1

HATSHS R g &t
IEAR M A § 7S e B

Tg FfeRdt af T & a1 et g1

B O 7Y hAARIA el Rt
R G I

TS hl Teh qUEE idf gl

B AL Th YIeRNT AR T
T AT AT

FRiYeraT &R FE qRarfehwoT 3T 1

R TgadH! 7 AMURe o = 7 A
eS|

R = AR SR ol AR
&R

3T S & IR F 370 URIARTE o
EIGET]

BRI & BR OFAR 3 e ol
TRTES A S[US< A
TRTEe B a1 T T 7|

EFF 37U JATETIh TISER &
1Y ST UR =T Dt |

FHut T JEITd Sfelel 7

& TGS AT F T AT G

I h RfYE U B @Y e
Eapil

B sAfRT ARt &l TgTrar
HAT 81

ToIC o1 IRIYA A SIfHAER! 81

Y GUATE TR HTH I S5 STl &1
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021

022

023

024

025

026

027

028

029

030

031

032

033

034

035

036

037

038

039

040

Communicate

Discuss

Explain

Clarify

Mention

Inform

Notify

Confirm

Suggest

Recommend

Request

Respond

Reply

Contact

Coordinate

Update

Share

Present

Negotiate

Persuade

g h3AT

T AT

UYL cheAT

LRy

I AT

I\

gafd &

T &1

gemg 3

PR ez

SR AT

SEIEECH

IR 3T

HUeh h¥AT

HHTIY h3AT

L

I BT

HISAT AT

TG T

SIIT ohReh g hAT

TSft hRAT

03 « Meetings & Discussion
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Meeting

We communicate with clients
every day.

Let's discuss this issue after lunch.

Could you explain this process?

Could you clarify the deadline?

She mentioned the change in the
meeting.

Please inform me when the report
is ready.

Please notify the client about the
delay.

Please confirm the meeting time.

| suggest a shorter meeting.

| recommend reviewing the
contract first.

I would like to request a day off.

Please respond to the email today.

| will reply to the client shortly.

Please contact me if you need
help.

We need to coordinate with the
sales team.

Please update the report before
the meeting.

Please share the file with the
team.

| will present the results tomorrow.

We need to negotiate the contract.

He persuaded the client to try the
new service.

We have a meeting at 10 a.m.

B &R & TG & HaTE &hed &

JTSY TSR o HISH o a1g 39 Tog
R TR R

AT 3TT I TR Sl THST
Tend 872

PR Fond §?

3T J5% | T&ATd Al @
SR

fiRe FIR g WR uar g5t gafa
Erd

FHUAT TRIG i & & IR & Al
Eadl

HIT & T THY Uchdhl He |
# Yo BIET Sk T GITa aT gl

& Uge ST Tl TNt B et
FIARFT Sear gl

# Qe &R el &t ot IRy AT
AT gl

FHUAT SATST SHA I ST & |
# STt & TRTEh i 3R G|

SR SMTUh! AGE ATEMQ df spuan
e T0Reh R

& aftRd & & 1y g e
2l

HUAT S5 & Ugat AURE STuse
Ead

HOAT HIS ¢ o |1 IS R

& ohel RO qREd ST

& SrEY TR STt e IRA ag
Easif

3T TR1E i 18 YT TS &
AR Trsft s fAm

AR g8 10 It S5 Bl
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042

043

044

045

046

047

048

049

050

051

052

053

054

055

056

057

058

059

060

Agenda

Schedule

Attendee

Participant

Minutes

Discussion

Topic

Issue

Point
Opinion

Feedback

Decision

Action

Deadline

Follow-up

Approve

Reject

Postpone

Reschedule

Iugufa gaendl”

N DR

Siafh grg-T
ST Y HRTATS
HSR hAT
STAhR AT
I AT

N

HHY ST

04 « Projects & Tasks

062

SpokenEnglishTips.com | Workplace English

Project

Task

The first item on the agenda is the
budget.

Please check the meeting
schedule.

Each attendee received the
meeting notes.

Every participant shared an idea.

| will send the meeting minutes
today.

The discussion was very
productive.

Today's topic is customer service.

We need to solve this issue
quickly.

That's an important point.

I'd like to hear your opinion.

Thank you for your feedback.

The manager made the final
decision.

We need to take action today.

The deadline is Friday.

I'll send a follow-up email
tomorrow.

The manager approved the
budget.

The company rejected the
proposal.

We had to postpone the meeting.

Can we reschedule the interview?

The project is almost complete.

Please finish this task before
lunch.

HRAGH ol UGl afg Fw1e B

HUAT IS Dl FHI-TRUA <& |

e et

R ATl A ven afaR arem
AT

& SMTST Sk T afeRoTr 91 ¢l

TR Igd I |

3TST T A TRIEH T &1

& 39 e ol SIetdl &l heT &

5 T TR afg B
& STUent T GAT AT g

3TTeh! GRATRRAT & dfY egaTg|
ReiEreR A Sfafy AR @R
B SITST BRTATE e &

Sl FHg-HHT J[ARaR 8l

# hef ST T HIRIATS ATl SAeA
T

R = ToTe HoRR ST

O = TREATE SRR I SRATI

&4 5 AT Shet ugt|

AT §F FTRNTAHR I THY TG
Tohd &7

RIS TTeRT g &) 77 21

FHOAT QIR o HISH & Uget a8
T O A |
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063

064

065

066

067

068

069

070

071

072

073

074

075

076

077

078

079

080

Assignment

Goal

Target

Objective

Priority

Progress

Milestone

Timeline

Plan

Strategy

Process

Procedure

Requirement

Resource

Challenge

Solution

Risk

Outcome

Itar 7T B

e

TRTUH T

9

qEgusEa

gEg-dT [ O

ST hdT

T

HTYT

05 « Performance & Career

082
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Performance

Productivity

UG / hIGhYHAT

JduTaehdr

L

| received a new assignment this
morning.

Our goal is to improve customer
service.

We reached our monthly sales
target.

The main objective is to reduce
costs.

This task is our top priority.

The manager asked about our
progress.

We reached an important project
milestone.

The project timeline is realistic.

We need a clear plan.

Our strategy focuses on customer
needs.

This process saves time.

Please follow the standard
procedure.

English communication is a job
requirement.

We need more resources for this
project.

Meeting the deadline is our biggest
challenge.

We found a simple solution.

We should discuss the financial
risk.

The outcome was better than
expected.

Her performance has improved.

Regular breaks can improve
productivity.

TS 3771 g Ueh 7T 1 GiaT
|

FART AR TRIEH T § GUR
Excikd

EF 37T TR afchdt eTehya
grafer &= @l

Y IR AR A HAT B

Ig M GHARI a8 T8t qRIeHTchd
gl

Ree 3 gAY g s AR
FE

&4 Yo U Tl =g |

AR TGl TRT8eh et STRdl IR
hegfd g1

g IR TH STt &1

FHOAT HATeh HRAGTAT T T e

SRS & TATG AT Aens) Y
STTRT B

& 39 RRNSHT & @y srafd
e Y STaReRdT &

Tog- T G e gAY I 9
A &1

B8 Ueh IR THTE Hfel T

& afaefia Sikafiy o =z st
Gl

RO SO & SEaR ol

I UREH A GUR g3 61

AR TR™ IquTEehdr # YUR &R
Tehd g1
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083

084

085

086

087

088

089

090

091

092

093

094

095

096

097

098

099

100

Efficiency

Quality

Achievement

Success

Improvement

Development

Training

Skill

Experience

Knowledge

Leadership

Promotion

Salary

Bonus

Benefit

Career
Resume

Interview

JurR

TRRTfeREOT

S S

I

06 « Professional Actions

101

102

103
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Analyze

Evaluate

Review

FFAATOT AT

HeTdich eheAT

THfiRuT AT

I\

This new system improves
efficiency.

We always check the quality of our
work.

Finishing the project was a major
achievement.

Teamwork is important for
success.

We can see a clear improvement.

Professional development is
important for career growth.

The company provides regular
training.

Communication is an important
workplace skill.

She has five years of experience.

He has strong knowledge of
finance.

Good leadership builds trust.

She received a promotion last
year.

My salary is paid at the end of the
month.

Employees may receive a
performance bonus.

Health insurance is an important
employee benefit.

| want to build a successful career.

Please send me your resume.

My job interview is tomorrow.

We need to analyze the sales
data.

The manager will evaluate the
results.

Please review the document
before sending it.

Tg 7 UROTEA GeRSdT H GUR it
gl

B §HLT 31U T il T[uTedal
Sirad &

RIRASHT & AT T gt
Sucteyf ¥t

TthaldT & A ¢HaReh Agdaqyl

2l
&F UYE GYR 3F Tohd &1

AR & afhra B @ AR
afhTe HEAYRT &1

o AR RerfRor 34 2|

hIRTeT B

I T UT TTeT el 379 8

Y afdd I ST oI 81

STST Aqad ¥R 9aT shedl 8l

I ufeset OTeT UG af Hfeft|

RT A e o 3id 7 R ST 1

FHLAIRRAT et UREM S Afer
RETI!

HATHAT Eﬁ'ﬂT Ych Heddqul
HFARI ATH g

& U Gthel AR ST AT8aT &
HOAT Y& YT TSI At |

BRI Aiehe) T ATRYTABR e &

& afehdt & a1 o1 aRewoT T
gl

et TROTHT AT HeTdich= el

HOAT SHATAST o F Uge! Seht
TSt 3

N
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104 Monitor

105 Measure

106 Manage

107 Organize

108 Prepare

109 Complete

110 Deliver
111 Handle
112 Solve

113 Improve

114 Develop

115 Create
116 Design
117 Build

118 Maintain

119 Support

120 Achieve

AR

QREE AT

TIIATY AT

N LN

IR AT
QT AT

G | URT e AT

HTAT

& el

GYURAT

aferafa AT

BRTE e
FRHATOT AT
AT T

HgTAdT AT

HEIGETS

07 « Email & Documents

Email

122 Subject

123 Attachment

124 Document
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We monitor customer feedback
regularly.

We measure performance every
month.

She manages a team of ten
people.

| will organize the files today.

Please prepare the presentation.

Please complete the task by
Friday.

We must deliver the project on
time.

She can handle difficult
customers.

Let's solve this problem together.

We need to improve our service.

The team is developing a new
product.

Let's create a clear action plan.

She designed the new
presentation.

We are building a stronger team.

We must maintain high quality.

| support the team's decision.

We can achieve our target
together.

| sent you an email this morning.

Please add a clear subject to the
email.

| have attached the report to the
email.

Please sign this document.

&9 IR T & TRIERT
TRafRRRAT &Y AR A &

B 8% WEH URERM i H1gd g1

IE & AT Y EH T TR et
|

B STTST IS ol g@aHAf BT

HOAT TREIAT TR e
HOAT YRR Teh S T 3

&R RIS T R g e 3t
2l

TE GRSl TRIEhT ht THTA Tehdl
2l

STSY S THIIT v 1Y Aferens &
x|

&8 37Ut Jar & GUR AT B

& Yeh AT IqUTE afchafe e &
gl

3T3Y Yk UYL R TS ST
gl

FEERER S GOIISIES K]

BH Qeh HoTgd EH a1 36 8
&Y 9 UEddT §41¢ 3T FrEfil
& 9 & TR ST IIRYA HRAT

& T AfeTehR ST TRy gTfer
TR gahd &l

B SHTST g SATUh! o S8 Aol

RHuA S8t H YUvE g Ak |

A $0 & 1 AURE Felvd a5

HUAT T THATI TR IR
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125 File
126 Folder
127  Report

128 Proposal

129 Contract
130 Agreement
131 Form

132 Record
133 Data

134 Information

135 Details
136 Summary
137 Draft

138 Copy

139 Signature

140 Archive

EIES]

RIT

EEGIEN

srfoE [ ORE

08 « Business & Finance

Business
142 Budget
143 Cost
144 Price

145  Payment

146 Invoice

147  Expense
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.,

qsic

| saved the file on the shared
drive.

The report is in the finance folder.

| will finish the report by Friday.

The client approved our proposal.

Please read the contract carefully.

Both companies signed the
agreement.

Please complete this form.

Keep a record of every payment.

We need accurate data for the
report.

Please share the information with
the team.

I'll send the details by email.

Please prepare a short summary.

| have prepared the first draft.

Please keep a copy of the
document.

We need your signature here.

We archive old documents every
year.

Our business is growing quickly.

We need to stay within the budget.

The project cost is higher than
expected.

The customer asked about the
price.

The payment was received today.

Please send the invoice today.

Travel is our biggest business
expense.

B TSt TS XS R ¥ R &l
fURe afdd BietsR A 81

7 AR deh IFURE I &2 G|

TRTE%h A BAR UG Gl AR e
3R

HUAT SIS i AT G UG |

T hufT = T U GRS
il

HUT TE IR T H

B T T AhiRE &

¥fUiRe o @Y &4 Tel ser e

HUAT THGRT EH & 1 1T
&

# aféror $a & A
HUAT Yo BT TRIT TR H |

Y UgdT AT dUR &R AR &1

HUAT GHATAST i Yeh URelf ¥ |

&1 T8l MU gdTeh R TER|

B & 1ol QR GeTaSy SIREfa
Hed Bl

BRI GO St ¥ 96 Y& &
g goie & W B B

TRRNSHT it AT SRSt T Srerfeh
gl

TRIES A ShiFd & aR & 4TI

AT STST URTId gaiT|
HIT TS AT Ft |

IR BRI TaY 8T Aaamrafch
tereid!
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148

149

150

151

152

153

154

155

156

157

158

159

160

Income

Profit

Loss

Revenue

Sales

Market

Product

Service

Investment

Account

Finance

Tax

Audit

S

afdsr

AAT-GERyoT

N

09 « Professional Behavior

161

162

163

164

165

166

167

168
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Professional

Responsible

Reliable

Flexible

Confident

Polite
Honest

Helpful

LRGN

The company reported higher
income this year.

The company made a good profit.

The business reported a small
loss.

Our revenue increased this
quarter.

Sales increased last month.

We need to understand the
market.

The new product launches next
month.

Our service is available 24 hours a
day.

The company made a new
investment.

Please check the company
account.

She works in the finance team.

The company must pay the tax on
time.

The annual audit starts next week.

Please keep your communication
professional.

You are responsible for this
project.

She is a reliable team member.

Our working hours are flexible.

Be confident during the
presentation.

Always be polite to customers.

An honest employee earns trust.

Your advice was very helpful.

FHUT F 9 RN YR S A
a &

RO A STBT AT HAT

TIETR 7 ALY gl At g

39 dfATE! # ART ISd TG

oftset 7 S o

& STSTR oY GHSM @l STagehdl
gl

T IqUTE STT HE A Al[d gRTT |

AR 9aT 24 € IuTaY 5

U 3 Tk T Afder A

HOAT U T @I S|

I afq@ & & o w81

U Sl THY TR T T F1EMI

TR RAT-URIRNT ST TUATE
WEI

HIT YT TG AR T |

3T 39 R & Y SRETR
gl

IE Th WRIGHG O 9eTd gl
BHR &M & € i g1

TR 2 <RI et 31
TRIGhH o T AL AR B
SHAMER SR ¥RIT HATT 3

SHTUHT TeATg Sgd Terieh off|
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169

170

171

172

173

174

175

176

177

178

179

180

Creative EEEIGRED
Active BENE]
Positive HhRIdHD
Patient &ga
Careful gy
Independent Haday
Punctual THY ol gTeg
Respectful JHATSTh
Cooperative qgant
Professionalism USIeR qIaER
Teamwork gl A
Communication IR [ Hare

She has a creative approach to
problems.

He is an active member of the
team.

Let's keep a positive attitude.

You need to be patient with new
employees.

Be careful with confidential
information.

She can work independently.

Punctual employees respect other
people's time.

Be respectful during the
discussion.

He is cooperative and easy to
work with.

Professionalism is important in
every workplace.

Good teamwork helps us reach
our goals.

Clear communication prevents
mistakes.

10 « Advanced Workplace Vocabulary

181

182

183

184

185

186

187

188

Accountability

Collaboration ggam
Innovation EGISI
Initiative gt
Expertise EIRESEG]
Capacity HYHET
Opportunity IR

Expectation
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Accountability is essential for good
leadership.

The project requires close
collaboration.

Innovation helps companies stay
competitive.

She took the initiative to solve the
problem.

We need his expertise on this
project.

The team has the capacity to
handle more work.

This job is a great opportunity to
learn.

Let's discuss the client's
expectations.

AT & URal ST gL hToT
TIHTGHS 8l

g8 ¢ 1 Jafd 9eqy B

JTEY YRRIAHE 91 7@ |

3TTeht Y hyTaRRAT & 91 €=
G AR

MU SRR & 91 raem G|

IE FaIR T9 T 1 L Tl B

TG & UTeE AR GERI & IHT
T GHAT Y &

TRAT & SR GHATSHS G

ag Tgalt § iR ITeh 1Y &1
AT T 2

B PRI § UAGR TIGER
TR &1

grafel e § Aee hdT &1

HUUE TR TAdAT ahl ke &1

D AT & A STATILE

STTARS B

39 WRRISHT & A htell TgamT
AT Bl

AR U bt qRARERet s
G | Aeg Sea gl

I THIAT & e hl UG ot |

& 39 RIS § Sgat
EIRESERICIHi]

&\ & srufes o e @t
FIEAT &1

g et HRaA ol Ueh 31D
IR Bl

JTEY TRTE Y STURITSHT TR =T
Exdl
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189

190

191

192

193

194

195

196

197

198

199

200
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Concern

Impact

Approach

Commitment

Workflow

Networking

Recruitment

Hiring

Onboarding

Resignation

Attendance

Policy

|fen [ qeat

RAE

R fegEar

PRIYRATE

BN S ’E !\E;ﬂ

Iugufaf®

N

The manager addressed my
concern.

The change had a positive impact
on sales.

We need a different approach.

Her commitment to the project is
impressive.

The new software improved our
workflow.

Networking can create new career
opportunities.

The recruitment process starts
next week.

The company is hiring
experienced staff.

Our onboarding process takes two
days.

She submitted her resignation
yesterday.

Good attendance is important at
work.

Please read the company policy.

QRS A B TfaT ot TETe
HRATI

59 &l I AT} TR FHRITHD
TR U

&9 Qe S1erT guEfehtor TefY |

RIS & gRaf $qe! yRafegerdr
TRTILMTAT B

Y Gl 3 BAR HRIYATE &
JUR HAATI

TR TUReh Y AR STaeR
a1 o Fend g1

Sl

U Sl SHEERIAT @t
gl R @ 8l

BARY < LAY TR & &
TeAd g

IT et ST SHATRT ST

P TR ST IugUfal Heaayyer
|

Ericnicaiciiery
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How to Learn Workplace English Faster

01
02
03
04

05

Know the words. Understand the examples. Speak with confidence.
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