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English in Office (Anglictina v kancelari)

Potiebujete anglictinu v praci? Pak urcité vyuZijete slovicka k tématu English in Office (Anglictina v
kancelafi). Nejpouzivangjsi anglicka slovicka a fraze pro komunikaci v kancelaii. Kratké ukazky

rozhovort.

office kancelar noticeboard nasténka

boss séf folder slozka

colleague kolega, spolupracovnik | paperclip kancelafska sponka

head of the department | vedouci odd¢leni stapler seSivacka

receptionist recepni printer tiskarna

responsible for zodpovédny za write sth down zapsat si néco

be in charge of mit na starosti busy zaneprazdnény

employer zameéstnavatel check zkontrolovat

employee zameéstnanec supplier dodavatel

expect ocekavat assign ptitadit

confirm potvrdit schedule rozvrh, zafadit do

rozvrhu

put off (until) odlozit, odsunout vacation/ holiday dovolena

cancel zrusit take 2 days off vzit si 2 dny volna

order 1.nafidit, 2.objednat home office prace z domova

set a target stanovit si cil business card vizitka

appointment schiizka request zadost, zazadat si

offer nabidnout, nabidka task ukol

at a meeting na porad¢, mitinku report zprava, nahlasit

available dostupny, k zastizeni leave a message nechat vzkaz

arrange domluvit se, sjednat put through ptepojit (telefonovani)

performance vikon, vikonnost ASA-P (as soon as jak Vnejrychlej i to bude
possible) mozné

deadline termin odevzdani internship staz

meet the deadline stihnout termin intern stazista

deal jednat, obchodovat branch pobocka, filidlka

make a deal uzaviit dohodu sign podepsat

approve

schvalit




Priklady pouziti, fraze:

Who is in charge of this office? Kdo ma na starosti tuto kancelar?

My colleague is in charge of sending the mail. Mij kolega ma na starosti odesilani posty.
Who is responsible for sorting out the mail? Kdo je zodpovédny za tiidéni posSty?

Can you check my emails while I am on holiday? MiiZes kontrolovat mé e-maily zatimco budu na
dovolené?

Pleas, check the answering machine every morning. Prosim, kontroluj zdznamnik kazdé rano.

We have an appointment at 1 o’clock. Mame schiizku v jednu hodinu.

The meeting has been put off until next week. Mitink byl odlozen na pfisti tyden.

Can you put me through to Mr. Smith? MiZete m¢ ptepojit na pana Smitha?

I'd like to make an appointment with Mr. McKinley. Rad bych si sjednal schiizku s panem McKinley.

Could you, please, confirm you received my email? Mohl byste mi prosim potvrdit, Ze jste obdrzel mtj
e-mail?

The performance of the IT department needs to be improved. Vykon IT oddéleni potiebuje zlepsit.
Is Ms. Taylor expecting you? Ocekava Vas pani Taylorova?

She is not available at the moment. She is at a meeting. Momentaln¢ neni k zastizeni. Je na mitinku.
Can I offer you a cup of tea or coffee? Mohu Vam nabidnout Salek caje nebo kavy?

When is the deadline? Kdy je termin odevzdani?

I'm not sure I can meet the deadline. Nejsem si jisty, ze to stihnu do terminu.

The boss ordered me to prepare a presentation for our next meeting. Séf mi natidil pfipravit
prezentaci na nasi ptisti schiizku.

We have to set the target for the next year at this meeting. Na této schiizce musime stanovit cil pro
pristi rok.

We deal with business partners from all over the world. Jedndme s obchodnimi partnery z celé¢ho
svéta.

We are going to make a deal with them at our next meeting. Uzavieme s nimi dohodu na pfisti
schiizce.

Who shall I report this problem to? Komu mam problém nahlasit?
The boss has approved my request for holiday. S¢f schvalil moji Zadost o dovolenou.

Mr. Jones requested a new cell phone. Pan Jones pozadal o novy mobilni telefon.



We are signing the contract tomorrow. Ten kontrakt podepisujeme zitra.
I have been assigned to this project. Byl jsem pfifazen k tomuto projektu.

The boss has assigned this task to you. Séf pifadil tento tkol tobg.

Kratké rozhovory:

A: Can we schedule a meeting for 3pm? Miizeme si naplanovat mitink na tieti hodinu?
B: How long do you think it will take? Na jak dlouho, myslis, Ze to bude?

A: Not more than 30 minutes. Ne vic nez 30 minut.

B: Alright, see you at the meeting. Dobfie, uvidime se na mitinku.

A: Did anyone call while I was out? Volal n¢kdo, kdyz jsem byl pry¢?
B: Yes, Janet Jones called from ABC Company. Ano, Janet Jones z firmy ABC.
A: Did she leave a message? Nechala vzkaz?

B: Yes, she asks you to call her ASAP. Ano, Zada vas, abyste ji co nejdfive zavolal.
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