[image: image1.jpg]- [
** ** ﬁ:
. * * ° M
evropsky LA e g

socialni . MINISTERSTVO SKOLSTVI, OP Vzdélavani
fondvCR EVROPSKA UNIE  MLADEZE A TELOVYCHOVY  pro konkurenceschopnost

INVESTICE DO ROZVOJE VZDELAVANI





ENGLISH  VOCABULARY  ORGANISER (Chris Gough)

Section 14:  Education and work
EVO 6:  73 IN THE OFFICE
STUDENT´S SHEET:
1. BRAINSTORMING:
What do you need to have in the office?





Where do you put your documents, tests, files etc.?





What appliances do you use?





What tools do you need?

2. TRANSLATION: Translate these words into English.


Složky -

Kufřík - 


Zásuvky - 

Izolepa - 


Sešívačka - 

Nůžky - 
1. What do you need these things for? 
2. Use them in sentences. 
3. MATCHING: Match the columns.


Hole 

clip

Paper 

cabinet

Drawing 
punch

Pencil 

basket

Filing 

pins

Wastepaper 
sharpener
1. Which one do you also use for your work? 
2. Which one is the least useful for your work? 
4. EXPLANATION: Explain these words in English.

Envelope – 

Calculator –


In- tray – 


Rearrange – 

Be tied up in – 

 
What is the difference between rubber and eraser? 
5. COLLOCATIONS: Translate these expressions.

Jednat se zákazníkem – 


Poslat dopis – 

Zařídit ubytování – 

Dělat účty – 


Telefonovat – 


Řešit problém – 


Stěžovat si – 

Papírovat (dělat „papírovou práci“) – 

6. CORRECTION: Correct the mistakes


I need to do some photocopies. 


Did you send a e-mail? 


I have made the filling.  


Do you mind ring back in a while? 


Could you to phone me? 


Don´t forget sending the fax.


I was busy. I had nothing to do. 

The phone hasn´t stopped to ring all day.


7. FILL IN THE GAPS: Use these words – look into, postpone, a client, report on, an e-mail, 
     arrange, chair, cancel, confirm.
Before you meet ……………………, send him some information in …………………. Be careful when you……………. the meeting. It is good to ……………………. the date first. If you are late, try to ……………….... the meeting but never …………………. …it. If you …………………….. the meeting, be sure you lead the discussion. ……………..………. necessary problems and after the session ………………….. main issues. 
8. USE OF ENGLISH: Translate the sentences into English.
1. Zítra ve 3 hodiny se setkám s klientem. 
2. Musím vyřešit ten problém. 

3. Omlouváme se, ale musíme zrušit naši objednávku. 
4. Pravidelně docházím na schůzky. Málokdy nějakou odvolám. 
5. Klienti si stěžují, neboť firma jejich žádosti zatím neřešila. 
6. Bylo to hektické. Celý den jsem neměla přestávku. 
7. Ještě jsme se vaším problémem nezabývali. 
8. Přikládám všechny dokumenty. 

9. Strávil jsem celý den zadáváním adres do počítače. 

10. Maminka často telefonuje a dělá účetnictví. My mum often makes phone calls and does the accounts.
9. WRITING: Write an essay of 120-150 words.
Would you like to work in the office? What are the advantages? What are the disadvantages?


ENGLISH  VOCABULARY  ORGANISER (Chris Gough)

Section 14:  Education and work

EVO 6:  73 IN THE OFFICE

TEACHER´S KEY:

1. BRAINSTORMING:
What do you need to have in the office?





Where do you put your documents, tests, files etc.?





What appliances do you use?





What tools do you need?

2. TRANSLATION: Translate these words into English.


Složky - 
files

Kufřík - 
briefcase

Zásuvky - 
drawers


Izolepa - 
Sellotape

Sešívačka - 
stapler


Nůžky - 
scissors
1. What do you need these things for? 

2. Use them in sentences. 
3. MATCHING: Match the columns.


Hole punch


Paper clip


Drawing pins


Pencil sharpener


Filing cabinet


Wastepaper basket

1. Which one do you also use for your work? 

2. Which one is the least useful for your work? 

4. EXPLANATION: Explain these words in English.


Envelope – something in which you send letters

Calculator – something used to add up figures

In- tray – something like a shelf where you put all documents you want to read

Rearrange – to do something to change the original organising/arrangement

Be tied up in – e.g. to invest money so that it is not available to use
What is the difference between rubber and eraser?
The rubber is in British English, the eraser in American English. Both mean „guma“.


5. COLOCATIONS: Translate these expressions.

Jednat se zákazníkem –
to deal with a customer

Poslat dopis – 


to send a letter


Zařídit ubytování – 

to arrange accommodation

Dělat účty – 


to do accounts

Telefonovat – 


to make a phone call

Řešit problém – 

to deal with a problem

Stěžovat si – 


to make a complaint


Papírovat (dělat „papírovou práci“) – to do paperwork
6. CORRECTION: Correct the mistakes


I need to do some photocopies. 
I need to make some photocopies.


Did you send a e-mail?

Did you send an e-mail?

I have made the filling. 

I have done the filling

Do you mind ring back in a while? 
Do you mind ringing back in a while?

Could you to phone me later?
Could you  phone me later?

Don´t forget sending the fax. 
Don´t forget to send the fax.


I was busy. I had nothing to do. 
I had a lot to do.

The phone hasn´t stopped to ring all day.The phone hasn´t stopped ringing all day.
7. FILL IN THE GAPS: Use these words – look into, postpone, a client, report on, an e-mail, 
     arrange, chair, cancel, confirm.
Before you meet a client, send him some information in an e-mail. Be careful when you arrange the meeting. It is good to confirm the date first. If you are late, try to postpone the meeting but never cancel it. If you chair the meeting, be sure you lead the discussion. Look into necessary problems and after the session report on main issues. 
8. USE OF ENGLISH: Translate the sentences into English.

1. Zítra ve 3 hodiny se setkám s klientem. Tomorrow at 3 o´clock I am seeing a client. 

2. Musím vyřešit ten problém. I need to sort out the problem. 

3. Omlouváme se, ale musíme zrušit naši objednávku. We are sorry, however we must cancel our order. 
4. Pravidelně docházím na schůzky. Málokdy nějakou odvolám. 
    I regularly attend meetings. Hardly ever I call off some. 
5. Klienti si stěžují, neboť firma jejich žádosti zatím neřešila. 
    Clients make complaints because the firm hasn´t dealt with their enquiries so far.
6. Bylo to hektické. Celý den jsem neměla přestávku. It´s been hectic. I haven´t had a break all day.
7. Ještě jsme se vaším problémem nezabývali. We haven´t looked into your problem.
8. Přikládám všechny dokumenty. I am enclosing all the documents.

9. Strávil jsem celý den zadáváním adres do počítače. 
    I spent the whole day putting addresses into the computer. 

10. Maminka často telefonuje a dělá účetnictví. 
      My mum often makes phone calls and does the accounts.

9. WRITING: Write an essay of 120-150 words.
Would you like to work in the office? What are the advantages? What are the disadvantages?
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