| F—a8% ek

<« AR E IR

a one-on-one

B P RERNE, AT —a—HE",

one-on-one adj./n.Jadv. —3t—

AMESE, BRIAEE!
“one-on-one” A FZF WML ERZ —, CTANHBENR, £
i, &34, et R hedT, B ERX—ALE LY, $id
MR Thm bik FAF 7, HELiEE,

{ER AR

¢ The mentorship program includes regular one-on-one sessions
between mentors and mentees.
St 8BS HAEESR T2 EERN—H—=1,

¢ [ have a one-on-one interview with the HR manager tomorrow to

discuss career development.

PRI EANFREEHT—X—mil, WRRYRE,
{E& 1A

¢ The project manager conducts weekly one-on-ones with team
members to address concerns and provide support.

B ZBEERAEANKRHT—XN—2, R RE TR,
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¢ The CEO values one-on-ones as an opportunity to connect with
employees on a personal level.
BEANTEER—XN—2W, HEASATENARELEIER
D E

LG

¢ The manager prefers to communicate one-on-one with employees to
address sensitive topics.
ZEEMEF—N—ERTE, URAGRIE,

¢ The performance review is conducted one-on-one to provide

personalized feedback to each employee.
FROHER— N —#H1TH, AELRTRHAME LR,

3"

one-to-one adj./adv. —Xt—

¢ The sales team adopted a one-to-one marketing approach to tailor
messages to individual clients.
HEBARXA—X—WEHETX, ATHBEFESESER.
( one—on-one 1EFEIE )

¢ The executive coach provides leadership training one-to-one for
senior managers.
SEHRGNSRERRM—N—0S 15, ( one—on—one 1EET )

“one-on-one” vs “one-to-one”
BXAAFRERA “—xF—" AL, 2R = F A M XA,
O one-on-one: WBF I F X A M) AET H Ao, FHALFTL
RIMFTE P,
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© one-to-one: LEFT—3—8 R FZ, BFRIPLEGE L, tde—
SR, M. HEE XA,
fm =2, “one-on-one” &I “N&iAiE”, “one-to-one” Eif

“EEtmT.

one by one adv. #if; —{ME—

The manager called in team members one by one to discuss their
individual progress.

ZIFF— SR F AR ST R B DA R

During the training session, participants were asked to present their

ideas one by one.

ARRES, SEERERE—SZMAI0RE,
face-to-face adj. /face to face adv. E*{HE

The new employee had a face-to-face orientation session with the
HR manager.

ANFEREEXH R THT 7 B mHANIRES, ( face-to-face
e )

The negotiation was conducted face to face to address concerns and

reach a mutual agreement.

RHRAXNEHTH, MRREBIHARNIIR, (face to face fE&NE)

E= “face to face” B BRI

“face to face” WF G A @A @GR, WHRRAE, MR
Wt R A SR A ) B Rt AT g 3R

HIERE . IMRKEH AR, & “face-to-face” ; YE@] AT,
& “face to face” ; " “one-on-one” RIESEVAAAEME LI, BEF

7 XA “one-on-one”
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ARLE AR

IEPANERRS, ZA1—FREFI—TF,
town hall n. £ R K%

¢ The CEO will host a town hall next week to update employees on
the company’s strategic initiatives.
TREBHRTEREF—HERARS, ORTEHRS 1K
=S

¢ The town hall session provided an opportunity for open dialogue
between management and staff members.

ERAZAETEENRA T ZERHT FEHENTZ,

ZiE “BEHKE”

By, EREEKT T2, TTAHARA “town hall”
% “all-hands meeting” .

H P “town hall” P H X K& FH, mEEERE XM
“meeting” ; “all-hands meeting” P B A% F 45, F&F “meeting” T
VAkes, HAEA “all-hands” kAT “AR KA,

FEF, REANE] E@, LF&, TRERIFITE@E LK
2B, AR AR R I F AN

staff meeting n. RIT LY

¢ The staff meeting is scheduled for Friday morning to discuss
upcoming projects.
RIZWEFRAR L2, WRAIBREANIE

¢ Attendance at the weekly staff meeting is mandatory for all

department members.

WIIETERREBAASNEE R TR,
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“staff meeting” vs “all-hands meeting”

HikETHAWF, I/ AHRETR TRE, FENZRATL
X A 287

R, XAAFARARAIE R TR, AN EZM T 18
B2 R F %, “all-hands meeting” i % 35K 69 A2 2N FEEM I T
X4, M “staff meeting” M F5AK3R 1T A3R9 ) TR,

LR, TRAR-AEB LRy, KFEFIIEGN L
Sde b 4245 09 A 42Uk A “all-hands meeting”, RidiX — &k %
KR H FEAR L T— A& T,

sk, IMAKRRSN LGRS REBEAMRTHT, LKRER
) KB H AT R E B A B TR

performance review n. Z3iTA

The annual performance review is a valuable opportunity for
employees to receive feedback on their work and set goals for the
upcoming year.

FREFHFER AT ERTERIRHIF AR —FRE BIRNE
"=,

The manager conducted performance reviews with each team member
to assess their contributions and discuss areas for improvement.
ZEXNHANGR AR BT T SEFE, MOS8 ST I
wHERHENI T,

“Z” BlEA “KPI” if2 “performance” ?

é&z Aé\#& “KPI” i%i}\% “2%%7,0
EIE L, “KPI” # 4 4#k2% “key performance indicator ( 5 4% I
GrieAR ), PTAACIARAETET R L& ey 4257 RO
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® Our key performance indicator (KPI) for this quarter is to increase
customer satisfaction ratings by 10% compared to last year.
BAVA T E oy X b gdadn (KPL) ZWE P ik & PR E LS
HErh 33 10%.

sync n. Bl$&

¢ Regular syncs are essential to ensure alignment and collaboration
among team members.
EHNESEN FRIEFAMI R Z BHNIMEEXEE,

¢ The team conducted a sync to review project progress and address

any roadblocks.

HBAZEST T —REF S, UEENEHRHF MR ITEN TR,

WwWiLhE
syncup v. ¥, 5%

¢ Let’s sync up on the latest project updates during our next team
meeting.

IERNETREARS

E

regular/routine meeting n. fil&

¢ We have a regular team meeting every Monday morning to discuss
project updates and upcoming tasks.
BNEEA—F LBERANGIS, POTRIE HRFEGE) kM
F%o

¢ The department holds routine meetings biweekly to review

performance metrics and address any challenges.

ZEEMERT RIS, UFESEEERIT R T REHHkER.
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XT “Gle”, AWLHIE?

M 7 “regular/routine meeting”, 4% /A “recurring/recurrent meeting”
AL A T VA, “recurring/recurrent” SRR F A “PAEIRAEE M, TR
2B B L2 T AR B|X AN H48 0 BTy, “recurring/recurrent
meeting” A 35 RE QR (&R, FAF) £HERTH
2

B R, AEAR ARG MRLEFA, de, BELS—
daily meeting; J & —— weekly meeting; R J§ & ——biweekly
meeting; WA &
meeting; FF4

EE, AT AM “semir” EIAWGOREL “—ET 698300,

bimonthly meeting; 2% & 4 ——quarterly

semi-annual meeting; “F4&——annual meeting.

cross-functional meeting n. &8£I

The cross-functional meeting brought together representatives from
different departments to discuss the new product launch.
BHISBCCETREARIBIINNRE, BENRWRHT~0N
o

¢ The success of the project was attributed to effective communication

in cross-functional meetings.

1B A3 FE RSP A BB

KT “BEIISN” BRI RIEZHWLE?

TR 8“9 AR 1] A 89 3k L # A “cross-functional
meeting”, R AREAFAANARR G % 5T, — AL “XFN (cross-
functional) meeting”, % — A% “CFT (cross-functional team)
meeting”, & ZEEHA, WY PREG FRIT/ R a9k

iA % “function”
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® The marketing department is a key function within the organization,
responsible for promoting products and services.

TG e AT REEFPH—/NELERT, R RS S RfiRs,

kick-off meeting n. Bz1&

¢ The kick-off meeting marked the beginning of the collaboration
between marketing and sales teams.
BIRIREE M HIHEERANEIENFF LG,

¢ The kick-off meeting was a great opportunity for team members to
align on project goals and timelines.

Ba=2E A R E B AR B ZIA R — B EN S

WwWiCiRE
kick off v. Bzh

¢ The CEO will kick off the annual conference with an opening speech

to set the tone for the event.

EREHTERUFBEH A FEIWNFR, AENTERE,

“initiation” vs “kick-off”

RMAFEFY, 2FFE TR Fo B XHANE, REAR
AR A AR e R A, 422 — 3] & TAICEM, Ta, &k
kA TFTRAAMRKGEIAEL, AERERERSFHE:

initiation: Define the project’s scope, goals, and deliverables.

kick-off: Start the project and get everyone on the same page.

AAASEE G AR ILAEH R 40 T, “initiation ( 2T ) ST LA A 69
WHE . BAFF AT W “kick-off (B3 ) A BT A SFREHE
B B

10
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one-on-one sessions

career development

address concerns

connect with employees on a personal level
address sensitive topics

provide personalized feedback to somebody
marketing approach

tailor messages to clients

executive coach

senior managers

call in somebody

team members

orientation session

reach a mutual agreement

staff members

be mandatory for ...

a valuable opportunity

assess one’s contributions

customer satisfaction ratings

bring together representatives from different
departments

be attributed to...
mark the beginning of ...
opening speech

set the tone for the event
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! « A FIR
a mute 5

RREERBLEWID, KT “HET.

i b IRES
mute v. 355

* During the meeting, please mute your microphone when you are not
speaking to avoid background noise.
SWHE, BETRENEE=RNEE, MERERER,

¢ During the conference call, please remember to mute yourself when

you are not speaking.

% FWHRE, BICBEAKENES,
mute n. &

¢ [t’s a common practice to put oneself on mute during virtual
conference calls when not speaking.
L ERXWPAEEHEE CRABTRER—HERMOX,

# Participants can use the mute function to minimize background noise

in online meetings.

SE5ETEABSTYRERRELAI NI ERERS,

wiCHhE
unmute v. fERREZ

¢ Please unmute your microphone when you are ready to ask a

question during the virtual meeting.

12
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& FSWAERREN, BEUEERRES,
¢ The speaker reminded attendees to unmute themselves when asking

questions in the webinar.

REARESEENZTNSHRANEICER S,

“mute” X /N7 TIE & L ABOP 09689700, € B4R S ML
A, % ILPEA  “mute your microphone” F= “mute somebody” .

B INEFEFE WA “unmute” A= “(be) on mute” 9K G, =
iR R AR S RE, A EELTAMAN, P “unmute”
(/an'mjut/) YE3h43, &= “ﬁ% R 5" 5 “(be) on mute” (/on mju:t/)
2oy “mute” VLI, BEAAANEEL RWEHTHRE,

& FSWMEH “bug”
Atk EABUP R ILeG B AP, BATVRA A ISP R AT AL A
disconnect v. ¥4k

¢ The sudden power outage caused the virtual meeting to disconnect,
disrupting the flow of the discussion.
RANEFBSHTE LWL, TEL T IWRHNHER,

¢ The unstable network connection caused the system to disconnect

multiple times.

TRENNEEESHRRAZS REL,

ZE2W “FSEIMBE" HRIEAUR?

A% 5 38 L A “signal (43 %5 )" “connection (i 4% )" “reception
()

13
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AR 7T VA3t “The signal/connection/reception is poor/weak.”
® The signal is weak in this area, making it difficult to access the Internet
on our devices.
XAHR 6945 51855, FEBAEZRE L 2R TR,
ARALFT VA “There is a network issue. ( F 2 518, )"
* We are currently experiencing a network issue that is affecting our
ability to access the server.

HEAMBATEE) T — AL FEM, Ha T RANZ RSB,

lagn. (E&/EM@E) LR

¢ The lag in audio transmission is affecting the quality of the online
conference.
SRR T AL WHNRE,

¢ During the online presentation, there was a terrible lag in the audio,
making it difficult for participants to follow along.
L LERERS, SHHATEENER, FS5FH
iR,

AX “EIR” WEMERIE
BT %9 “lag”, LT AMEIAE AT “lagging/laggy” & ik
:;\E,éé ”» R
® The online meeting was disrupted by a lagging Internet connection.
& 2R M 4% 3538 R o B,

choppy adj. (=& ) BI#TEEEEM

¢ During the online meeting, his voice was choppy, making it difficult

to understand him clearly.

14
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& ERWURE, hoE SIS, L ARMEEEMIER M
R 4o
¢ | had trouble following the discussion in the online meeting due to

the choppy audio.
BT 7= S8 see, BIRMER E4 ERWEITiE,

X T “BHWMLLN” H SRR T X,

44, “your voice is breaking up/broken/on and off” .

H P “breaking up” RAK T “H5IF/#HE”, “broken” RAK
= “HAEH”, “onand off” RAKT “EBIELHT, ZHARTA
AT CEEM ST,

freeze v. kil

¢ Due to technical issues, the presentation slides are freezing. Please
bear with us.
HFRARB, 04 ERERFE, B 0ERF,

¢ My screen froze during the online meeting, causing a brief

interruption in communication.

HeL, BNRERARET, STBEIH T —= /L,

WiChR
frozen adj. F1RY

¢ During the webinar, the video feed was frozen, causing a temporary
pause in the session.

WS EE, BRI, SBESIWEN DT,

15
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R LiEESRERE “freeze” Ao “stuck” BIR F|, KA HEH
BEAL “FAET, AL E, “freeze” BIA B MBS, LE
A “EEegIRmT ;W “stuck” FIRE AT EE, Z4E K
HAEEMKRERILE,

Bl 4o F
* The software update got stuck at 50%, and I couldn’t proceed with the

installation.
BRUEHFET 50%, REFEERE,

e | got stuck in traffic this morning.

16

O ERAHEER LT
XX 3z
mute your microphone 2 TR
background noise GEiLoa
conference call 28 25l
be on mute I TR
common practice AR
put oneself on mute ikHCEE
power outage 5
cause the meeting to disconnect SRSV
disrupt the flow of the discussion FITLIT I kR
network connection o 4 4
access the Internet 5] F
affect someone’s ability AR NO]
access the server ViR 55
audio transmission Epdidn
follow along... B Feeeees
follow the discussion IR Evhe
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bear with us i O 2
temporary pause Enesl
proceed with... PRI T

[EERE

: w
a align Chiz

BRBHEAIAL, 7 R/ HFT,

align v. @4, 3I5F

<« RYEIR

¢ [t is crucial for leadership to align their actions with the company’s
values and mission.
NSERBMNNITEHERINNERNEGRIFT—BEEXE
£,

¢ The company is aligning its policies with industry standards to

enhance compliance.

REEEFRBERSTUARERFT -2, MRseMM.

WiCh R
alignment n. A%, 3I5%F

¢ The alignment of employee skills with job responsibilities leads to
higher job satisfaction and performance.
RIS TERFTN—BM SR E S0 TIE#H RS,
¢ The successful merger requires alignment between the two
companies’ cultures and operational processes.

At SHBERR AT HIMFEETRAS.

17
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BARRNRE “BFR” ?
BT “sync”, & AMLA “alignment meeting” K E T “Fl
T,
® The team scheduled an alignment meeting to ensure everyone was on
the same page regarding project priorities.
AEHT —REAT L, ARBRENAITR B LEFRAA — 50

IJé_:jl'JO

“R” BARRBE

sync up BB R “AH/XF" , EEIEEANKEIEREF
WIAEFHITRI. 1TEhsBAR, BER—EAEME,

¢ Can we sync up this afternoon to review the latest sales figures?
BMSRTFIURE— T, FESHNHEELIEL?

* [t’s essential to sync up with key stakeholders to ensure their input is
considered in the decision-making process.
SXBOBXFTETEREXEEN, XFEITUHRERKIE
AT E B I Sk,

BAREXRE “REARSESE" 2

ENFHTFT, ZMEFERSEEXT “BF /2757 693K,
Fo4e “align/sync up/catch up/touch base” 4, EA14Y B € 5 B4R 2
JEJE # A “with somebody on something”, &= “SREARFEF”,
KREZEFLEFEM,

18
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catchup BEEZ “@L/#L”, E5MAXENERREFRL,
PUT fif e # Y 3t R B 52 B /R Y T4

¢ [ need to catch up on the latest project updates before the meeting
this afternoon.
BREES RTINS W B R F RN B HE,

¢ The team will catch up on the training materials before the workshop

next week.

HIBAEE T B BB = B0 4 L35I A HL

“sync up” vs “catch up”

XHANRKA TP AR LT AL Befk A, A28 % — e dm ik
BHEA

“sync up” #&EE A ARAAEKAEZ WA B 4T3 RAZ 8,
ABRAR—F0tE, “catchup” M A& T IRANCA &R A3 B0 R,
VAR bR ATt

touch base xt—T, #i—T

¢ Let’s touch base after the meeting.
BN=BERE—TIE,
* [ just wanted to touch base with you to see if you need any assistance

with your tasks.

BARBRERE—T, BEREESTORESRTEDSH,

BAREXRE “F@—T" ?

“touch base” AT &, FE& “5HEARATH 426 A E R IK
2, AT MRAKAIZAZERL", @FATHSFAEY, AF5H
PR . Bl ESAEIAFREFR R . 9 FRHESTHRETEFR, “touch
base” #F @A A “ARBEAN, TEIA EREAE AR

19
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A RE ARG P B IR FE ARG, KX “inhouse
interpreter ( 4~k R 3R @i R )7 W BAE, JUF A L FERA U E]
KR EAF AN A aE—Fre”, X486 %CHhA “Let's

touch base after the meeting.”, ##H KK H i@,

be on the same page 2 —

¢ It’s important for all team members to be on the same page regarding
the project objectives to ensure successful implementation.
BAERER R B BN EBERRFT —BREXEEN, X
7 BEHRATN ST o

¢ The department heads need to be on the same page when

communicating changes to their teams.

FHIATAEB B AR FTERFT—B,

kg H3z

the company’s values and mission 2w BB ROV Ay
industry standards Tl Ami
decision-making process PR A

training materials il

department heads IR

< 12N E R

e update

“update” IXAFEEIRG P ET () HET,

20
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update n. #E

EE “update” WAREE

“update” T VA 37, WITAVEFIE, LA, EEES—
ANEH b, KFH Mapdett/; fEFhAR, EFAS AFH L, A
& /ap'dert/.,

B AR B BT VR 338 X T AR %97 69 B3 A KM g, — &
RLFGEFLET K, HAGEFETR,

KETAH T EREAE,

*

I will provide you with a brief update on the project status during the

team meeting.

BRI LR X T E #HRELNE LK,

¢ The weekly updates from the sales team help keep everyone
informed about the latest developments.
HEHANNEBEEHHET DAL TBREHNS,
update v. 45 R ERFHR

¢ She needs to update the project timeline to reflect the recent changes.

HEFHUE AR REITHNEL,
¢ Please update the report with the latest sales figures before the

meeting.

BEIWH ARFTNEELIEERRS,

BLAREXRE “BRHETE” 2
“update” YEFhidA B A AR $ B E BB

21
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1. update somebody on something %3 AR ¥ &£ Fit &
® The manager regularly updates the team on the progress of the new
product launch.
2 78 % 6y H AR 3 37 % o B 7 6 3R OL
2. keep somebody updated ik 3k At ------ ARFF R B 3769 K &
e [ will keep you updated on any changes to the project timeline.
AT B 6 18 F AT B AT 1) AT E AL,
79k, EMegPELEA “keep somebody informed/in the loop”,
KR KARR T IR EARRFR LT YRR T MR AT LR
B, RETAEFER,

£F “#R” MEMEIRE
PRT “update”, kT R EAHARE G EKE,

progress n. #E

¢ Regular performance reviews help employees track their progress
and set goals for improvement.
ERSROHER B R TIERR B C it R, JHIRE SR B 1R,

¢ The team made significant progress on the project, completing the

first phase ahead of schedule.
HBAZETN B hEG T ERB R, REIZEM T E K.

“update” vs “progress”

XA FAA AT “HR”, RRiE “update” 2T LIF, #F
“RFHHR ZA “an update AFH updates” ; M “progress” A&
AT L,

22
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headway n. i# R

The team’s headway in research has led to innovative solutions,
demonstrating their ability to think outside the box.
AAEFR T HAHERER T CIFNBRT R, BRRT 11T
HEMEBLENGE

The headway made by the sales team in securing new clients has
significantly contributed to the company’s growth this quarter.
HERARAERBGE - 7T ARG RN AEE NS NG~
£ T RBEFLI,

“progress” vs “headway”
AAAT AR BT &S, A2 e R R A EH
X %], “progress” A THhE ARG KK, #HF REAEHNL; ™
“headway” 45 A 5% I8 3 A LA B AR @y IRAT 89 5 Rt e

stride n. #HE

With the new leadership team in place, the department has taken
strides towards improving communication and collaboration.
BEEFNNSHANE N, BIIENSIBMNMEFTERE T
Prid

The company has made significant strides in expanding its

international market presence this year.

SERFEY KRBT HHH ARG T ERER,

“progress” vs “stride”

#A T “progress”, “stride” 4§ “KF AMMELE”, BFET
Heik . BEFWAE, A THAREI/ERA R PRAGERER,

23
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status n. X7, HEER

¢ Can you please provide a status report on the marketing campaign

for the upcoming quarter?

BEEBERER-TXT T N EETHEREHNERNRE?

the client proposals.

AWK BN E FiRE B Rt

The team meeting will include a discussion on the current status of

REREITIE,

“status” BU4FTR X

“status” A F KT RET miE “HET, AT — A TR
B A AR R “BERT 694 L. #lde, “to track the status of
something” &4 “EIEFHKRL",

EP “iﬁ_fg{iﬁ%”o

5

provide somebody with something
a brief update

keep somebody informed about something
the latest developments

track someone’s progress
demonstrate one’s ability

think outside the box

secure new clients

something is in place

take strides towards...

make strides in...

status report

24

3ba
RN
RS
RN T
OB K
IBEAHE 2L
JERFENIRES
FTRH IS ZE
ARHCH %

e RSy IR [
Ao+ J7 TR
A==+ J5 TG
LR




a postpone

| F—a8% ek

<« 2N E IR

postpone v. #iR

Due to unforeseen circumstances, we need to postpone the project
deadline by one week.
HFEMER, FMNFEKmE &L BEHER—F,

The training workshop has been postponed to next month to

accommodate participants’ scheduling conflicts.
ATWEZE5ENNETR, BN ELEBRETTA
217,

BRI

BIAEME, ZMNEFmFT X TEHNE L (R /AT BIE )

9 3 Ltk

T “postpone”, kT “EHhIER” EA HAE T E K,

1. delay

*

The delivery of materials was delayed, impacting the production
schedule.

MEIRZRIER T, 0T A1,

The meeting start time was delayed by 15 minutes due to technical

issues.

25
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HFHRRER, ZIWFFEEEIZERT 15 7340,

2. put off

*

w

The conference has been put off until next month due to scheduling

conflicts.

HFBEREDR, SWEHBBRETPAET,

The training session was put off to a later date to accommodate all
participants’ availability.
BIIRBEERERGNENBEZT, NENFIBES5EN
By 18)o

. push back
The deadline for the project deliverables had to be pushed back by a
week to allow for additional testing.
AT HTESNNIK, TE XN MNELLE BN SRR,

Due to unexpected delays, the product launch date had to be pushed
back.

HTRIMNER, &k BHREIHER,

*T “BPREAT A EZAF IR EA, 532 “bring forward/move

up/advance”

1. bring forward

*

26

Can we bring forward the deadline for submitting the report to allow
more time for review and revisions?

BN TR IRENE L B IR, WEFESNEHTH
FFEA?

The project manager suggested bringing forward the meeting to
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discuss the urgent issue with the client.

DB SERWERUWIRE, MESEPIREREM,

N

. move up

>

The team decided to move up the deadline for the proposal
submission to allow for additional review time.

HIBAREIER TR R 0L B ERIRRT, DUEB SN HEENE,
¢ In response to the client’s request, we will move up the delivery date

for the project.
ATMEEFPHEKR, ROTVEIED B 0932+ B #5EH,

w

. advance
In order to expedite the process, we will advance the decision-
making meeting to next week.
AT IREHERR, BATRIRRRSWIREE T 21T,

¢ The company decided to advance the launch date of the new product

to gain a competitive edge in the market.

REVREGH = mNED BHRE, NETH EREEFNE.

i HEUH
*T “FHBGH” AWmAERAA, B “cancel/call off”
1. cancel: BERRENX., ITXENEGH, TRERTEMER,
¢ The project was canceled after the budget cuts were announced.
EEHHRMES, MEHRBUET .
¢ The company decided to cancel the annual conference due to budget

constraints and low registration numbers.

E A FE REIFREMALL, ASDREIUEEZSW,

27




HA3% 518 120 0150 L gl

2. call off: FHERAMHIZIMN, ERATHLEESEHHEEAH
HIER o
¢ The training workshop was called off at the last minute due to
unexpected maintenance work.
HTEMNAEF TR, By SERE—ZHBUE T o
¢ The manager had to call off the project launch event because the
keynote speaker fell ill unexpectedly.
BTEZHARARER, FEAERBCE TIE &XHE,

El PRI E T B X #775 WR L2

1. AR & AR08 ( GMT: Greenwich Mean Time ) : 5% A
Rag R, HAunt K@ 504 GMT A AR R A Z a1 £, flde: b
AT 1] 32 GMTH8,

2. Z3ARARERTE) (EST: Eastern Standard Time ): % & &K 2R i 1],
BEATERBANUR—LHEZEAR,

3. K-F#AxAE0 A ( PST: Pacific Standard Time ) : £ H 7 37 &
By, @wATEEGIFE A E I — R E R,

4. #BREFA] ( CET: Central European Time ) : & A T B
HH R

5. f e AxEnt ] ( CST: Central Standard Time ): % & 3R H]
BEATERPHFRME fo— st £H T,

6. B AAx/EB M (JST: Japan Standard Time ) : AT e K
Mo

7. ¥ BAr & 8F | (CST: China Standard Time ) : i A T ¥
X,
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due to unforeseen circumstances
scheduling conflicts

production schedule

technical issues

accommodate all participants’ availability
due to unexpected delays
submit the report

in response to...

delivery date

expediate the process

launch date

gain a competitive edge

budget cuts

budget constraints

registration number

somebody falls ill

| F—a8% ek

3z
1 ESMIE
BIIRES

7

HOR R
T4 5 5 ]
1 FESMER

s iiet)

TR
JeAi FLY
RAFTE AL
Pk
T B
TEMF A%
YN

<« ARG E IR

P 3341, “invite” T AL, Row AT,

invite v. Ei&

¢ We would like to invite you to join our panel discussion on industry

trends at the upcoming conference.
BNEBELESNAEETHS

WEMTEE N,
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¢ The CEO has invited key stakeholders to a private dinner to discuss

the future direction of the company.
BENTEEEEXREBA ABXESNRABRE, MITRAS
MARERRITE,

invite n. i

¢ [ received an invite to the quarterly business review meeting next
week.
BE T TRAEEYSTFERWNEIE,

¢ Don’t forget to RSVP to the invite for the annual company gala by
the end of this week.
BRECIRERBRZAOEFE AT B NS,

EERXSAERER “invite”

“invite /m'vat/” YE#hiE, EFZLEE ANFT T, FOAHERLZ
“invite somebody to something ( #i#FEA S mEE )",

“invite /mvart/” EIRG AT A L, TEEE AT,
R AT, % R PBCA “meeting/calendar invite”, — & &
pEd aﬁi’g“

AL, BT EiafE L EE LRI, BAA T @—AMT

key ask n. X4EIF K
* My key ask is to get more support from XFN teams.

ERLES SR T 2 N0 TR EE X .

X E, “ask” AL, KT R, AIREAREM, KA
“ask” BPARAE &AL piE AT CRIA,

H &, “ask” MELIAR B “ask for” X AFHINHE, © AL
R CBEMAER”, PTAS ask ELE A MR, AEREBRE, B
A AE, WiE L, ERT “request’.
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“RSVP” Z1t4?

“RSVP” ;T iki&E42i% “Répondez s’il vous plait” %1% 5, f&3%&
P rEER, B8R EEAT, AEFHPRAN, CRATHE
W A BRI T R E S R A

Please RSVP by Friday if you plan to attend the meeting.

e REITH A2, HERLZATEA,

7% M2
placeholder n. I #F

* Please note that this invite is a placeholder for our upcoming strategy
meeting; the date and time will be confirmed soon.
BAR, KEEEBNERTHEES NS/, B ER
B [EPRE TR ERER A

¢ The meeting invite serves as a placeholder until we finalize the
agenda and send out the official invitation.
ZWEBBEANSN, BETRNELHEWREILEER
BiEo

“placeholder” £ % HIEB P, IALFARGHAELE “h
1SA4”, BB PRALFT “LI WEE, LRhALSNAL T A
KFBIE, A n et A, BB ILA R R, B “to
block your calendar” ; % %, XA FL KA L BMR S @ %k
AR, Wdm il ey M, B AR EF, FEEMINGEFE
o,
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tentative adj. IlGETHY; BFEIETE /Y

¢ We’re sending out a tentative invite for the project kickoff meeting,
and we will adjust the time based on everyone’s availability.
BMNEAERET B B2 WNIRITEE, FISRIEBARKNY
(8] SR 2 =B )

¢ This is a tentative invitation for the team meeting scheduled for next
Wednesday at 2 pm; please let me know if you are available.
XETE=THF 2 SHASWHIGEEE; HEFREREES,

“tentative” FEABIFIE P HIAL TN A H R,
YT e A
[Tentative] Performance Review [ % & ] 45z 4&
% 4h, € ey al i X “tentatively” L2 H A T IR 4 iE,
“tentatively book the meeting for...” & & “ABUAf % & £ILE",
® The meeting is tentatively scheduled for next Thursday at 3 pm,
pending confirmation from all participants.
AWFET TR T3 EBT, FHHALFHL
AL, HaatEgg “HET B, TAMER “confirm” XA
7,
® The meeting time has been confirmed for Tuesday at 10 am, and all

participants are expected to attend.

AR A B L 10 5, FTAAL BB SR,

optional adj. A& S NK

¢ The meeting on Friday is optional for team members who have

completed their tasks ahead of schedule.

EMA NS W ARLEIR R SEALE S B B BARL S Sk 152 BTk 89,

¢ Attendance at the training session is optional, but we encourage
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everyone to join for valuable insights.

| F—aR% EZSEh

BYNRERTIEY, EBERNEMEBIASI, URKEENEN

W&o

new hires next week.

R P AR V5 2BGE “optional (Tt AAmey ), KIS
HARZ “mandatory ( 44/ Hdmiy )7,
[optional] weekly sync [ ¥T & £in | A 454

® The HR department has scheduled a mandatory orientation session for

AN FRBRT A HE T B AT#T L9 5% A BRIZ D

WRAR

B

panel discussion

industry trends

key stakeholders

private dinner

quarterly business review
company gala

key ask

finalize the agenda

send out the official invitation
pending confirmation from all participants
be expected to do something
complete tasks

attendance at...

valuable insights

3z

NHTHE
Tl

PS ZilEnyiiP S )
FAN B 2L

R 55V
Al

i AR
Sk A
A Z 5 H A
B RHHCE R
SEMUESS

A B e DL

33




B35 5B 120 0150 cpill

e facilitator

“facilitator” EIRGHEZE T RFRAASBOP FI8 “THA",

facilitator n. i#x A

<« 2RI EIR

* A skilled facilitator can help the group stay focused and on track
while discussing complex issues.
—NBEEENEFAT S NAEIT IS BN REFEE
B,

¢ The facilitator guided the team through the brainstorming session to
ensure everyone had a chance to contribute their ideas.
TRASISHARFHTEIMNRRW, MUHREDABEINZT
Erx e (Mg Pr 8

“facilitator” JR B #h33 “facilitate (423 )", BAGESLE R
R, EBRYF, LERELBOP, facilitator &7 “ABUAFEH
Pt ", WA RN T “EHFA,

FREEWNA, —MkHL, “facilitator” BARE “H IR EH
A7, WA RLZIAN A E—RRES5LE2B06T#H, R A TSN
AR, HededFH . SR, HILEEE . SN RE.

facilitate v. ®RR=“EH”
¢ The consultant was hired to facilitate the strategic planning session

and help the team outline their goals.
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T o) #RBETE Sk E R SR BE AL =, FHEE BhEIBAIE B 4%,
¢ She will facilitate the quarterly review meeting to ensure all

departments are aligned on their performance metrics.

WS ERFELTERIW, DHRIEEIESRIs R LRT— 2.

facilitate v. k7~ “{Eik / H#EH”

¢ The new software is designed to facilitate collaboration among team
members, making it easier to share ideas and feedback.
MR B (RSB BAR R < B IME, EoZRENRIKE
BENEZ

¢ Our goal is to facilitate the implementation of the new policy by

providing clear guidelines and support.

AN BirE BT IR AT M5 SA0 SRR B BUR M0 500

%£F “EHA” WAREIFE
facilitator n. £iF A, EMEFRFTIEBHRS S,

¢ The facilitator helped the team navigate through complex issues

during the brainstorming session.

ERFAELMNRES I P A B AR & 2 (0],
moderator n. A, FEAFEHFIHEHHRE, HRATEL S,

¢ The moderator kept the panel discussion on track and made sure all

voices were heard.

THAENANRIETT T, HHRMES SEHITE,

#*
chairperson/chair n. £&, EXSWHHTAFE, ARALR
M5 F2Wo
¢ The chairperson opened the meeting by reviewing the agenda and
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setting the ground rules.

FEAEFSZRELM T R EHE T EARHN,

MC (master of ceremonies) n. T, FEENEKEH TR, &
SREMESNEER,

¢ The MC kept the energy high during the awards ceremony and

engaged the audience with humor.

UMt FRIFIEES S, FIEWARMERER,
host n. £ A, &E RBINRE,

¢ The host welcomed all the participants and introduced the keynote

speaker at the conference.

ITRHAESIWERUIESREHNDBT EHA

iE5= “host” WIS
iR % A Lde “host” X A E 354542 W BF B & “holder/hoster” .,
HEE, IJ/AEAHRRT, WmaEA.

SWEHFRE

FA—ARRAE, E—HERLI (global call) ¥, FHALKZHEAL,

1. small talk ZEHE

¢ Hey Alex, nice and early today! How was your weekend?
Nice and early today! 4~X &AF# !

b§ Alex, SRERW| (RERIIFEARE?
¢ Oh, hi Max, great to see you!
g Max, RTWI (“REXLIR" HEE)
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L) “FEAE”

FERANE, AEALRRE L, EFHE “RE" RY
RIFBME kAL R, BAF BHRN, AR, L5 R—A
BV A, WA REE— T M, IR,

2. context HEEH
¢ Alright guys, thanks for making time for today. We’re just waiting
for Nancy and her team who are just finishing up another call. We’ll

start in a minute or two.

make time to do something F = #3E F

EhE=E, Wl%ﬁ(%?ﬁa kB, HATES Nancy F0itb A9 E A

g, dINIERS — o HM—FDsPEFITLE,
BHFEilE=
R, RARRLNEAMIE SRAT, EARELHA
TR H RS — T H,

H—AMNFROFE S FHRE:
e take/make time out of your busy schedule to do something

Bl PRmEMEF

3. official start IEX 3%
¢ Okay, Looks like we have just about everyone here. Let’s get down

to it!

We have about everyone. A Z R % 3| # 7
Let’s get down to it. "AMITIF 45 (&9 ) &)

HH, BRRAZERZETFTT . BIIFFLHEE!
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¢ Good afternoon everyone, and good morning/good evening to those

in other time zones. Welcome to today’s headcount review meeting.
I’'m Barry from HR, and the objective of this call is to review the
first draft of our company’s 2025 headcount plan. We’ve invited
leaders from all of our core functions and businesses to give input
and feedback.

time zone A} X
headcount A 7 %)

first draft % — MR FEAS; W4

AR NFE, HENXNEE EF4F /5 EiF, R ARKSM
SROARRFNTRR . 2 Barry, kKB AANFTREEI T, oK
WK BEREF— T 2026 FHFITTRINNIR, HABET A8
P2 CBREERDI MY 5301180 T ST A SRR R A0 I 157

[ gather you have all read the agenda and doc, so we can get right

down to business. I’ll share the doc on my screen for convenience.

get right down to business .4 £

for convenience # T Zr & A2 I,

BREBEERFXBET I WNRNXET, BRNAEFE-L,
AT HERER, BREFRE,

assume ( AR )7,

“gather” B
£ F 4R 3] I gather...”, R % AGN A “gather” A iX ¥ & &
CRET, FMARRKR, EX &P, “gather” Fow “dfel; 7,
CHBHELELE “BRARXEHRABRIGA, RLARERRETZLEL
Wik T AW, EX&ET “gather” 89 % E M T “suppose/
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® After reviewing the sales data, I gather that our marketing strategies

are effectively reaching the target audience.

EATHERIBEG, RIEWRAVE T4 R A BOLMEA T B ARZ X

BAREXRE “RE" ?

ARBG T, KA ABVBRHREY TR, 22 F 285
JeE “¥ B+ (share the screen )’ A& “¥ A% (share the doc)”, 3
HRERLA, BB RZE XL R,

I RAELXTABUP A “HHAL (projector )” FEFHR?

XASBAE, HAVEA “project” X ANHEIE, HBFAFLIA, &
T AT, AR B/, BT, FREE, “project” 1F
EALE T L L e e N RO

Yk %388, /'prodsekt/;

YEshA Bt /pro'dsekt/.
® The team will project the sales figures onto the screen during the

presentation for everyone to see.

AR TSR Ple e RBERIFRL, BXREA.

4. housekeeping £ M|
¢ And just before we go any further, some housekeeping: The contents
of this meeting are strictly confidential. No photos or recordings are

allowed, please. Thank you for your understanding.

housekeeping 4L 1

strictly confidential /=& % 49

FETHEHTZE, RARBLZ-TFT2WRAN: SWABTE=ER
w0, BOBRIERT, RHER
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* Alright, let’s get the ball rolling!

7, IEIAFFLEE

5

stay focused and on track
contribute ideas

strategic planning session
outline goals

performance metrics
navigate through complex issues
all voices are heard

set the ground rules

keep the energy high
awards ceremony

engage the audience with humor
Nice and early today.

make time to do something
out of your busy schedule
We have about everyone.
Let’s get down to it.

first draft

functions and businesses
get down to business

for convenience

reach the target audience

strictly confidential
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Q housekeeping

B d, “housekeeping” £ & “ABFLN”,

housekeeping n. £33N0

¢ Before we dive into the main agenda, let’s cover some housekeeping
items to ensure everyone is aware of the meeting guidelines.
HEHRANTBZURZE, IERMNES—TWHN, FHERKRKE
TRWNIES T,

*  As part of the housekeeping, please remember to sign the attendance
sheet before leaving the meeting.

TEASIWHN N —E 5, BILEEBASWN S —TE5R,

“housekeeping” & “THIAE” KWERAMN?

1R % AN — K 4Efk “housekeeping” WIRT4E, AA A ‘il
A7 WEE, W, BE “EEiTia” 693 L KE R “housekeeping
services”, FE “4RI4E/ FHR” 6935 LKA L “housekeeper” .

12 £ P, “housekeeping” #5492 A PUTH I AFEA X N Z,
BT AT AR AR, DL,

HX SN HRREXFE

AP R a3k SLRIEA “housekeeping/ground rules”
ATEHIARREFRMIEBIADRIEANE X, RERKHE
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TEMNNFRXBE,

housekeeping n. Hf—EEZREFLEHSWLHEET, tbin
ZE, KEZRHE. RREEE,

Housekeeping in a meeting refers to the administrative tasks and
procedures that need to be taken care of before, during, and after the
meeting. The purpose of housekeeping is to ensure that the meeting
runs smoothly and efficiently.

“housekeeping” EMI RS W HELIEMNITE R TEM TR,
% E "housekeeping” # B HEHB RS WIZITINGG =5
Before we start the discussion, let’s go over some housekeeping
items to ensure everyone is on the same page.
HERMABITIEZET, EBNE—TFWHAN, NHREDA

BERRET,

ground rules n. BEESWHHBHPAHIIH, URRFAESS
B TRIFETX LM,

Ground rules are guidelines that participants in a meeting agree to
follow in order to make the meeting more productive and enjoyable.
Common ground rules include things like being respectful of other
participants, not interrupting, and staying on topic.

“ground rules” 252 EZRBETHIESEN, BHELLSN
BEMY, BEEFEEX, EAM “groundrules” BIFEEH
mESE, TTMNT, &5 R,

The facilitator outlined the ground rules for the discussion to create

a respectful and productive environment.

EFRHAFE T I RELRN, DEE— T EENSHNIKE,
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“housekeeping” vs “ground rules”

© housekeeping 1] & T AL LA Fe F R F S,

© ground rules 3% A2 P 69 4T A A I E
ZHEMALSWERARRAG AL, TAMERLASY "2

AN/ HEET

“SIHN” £RE L

EABP, FIL “housekeeping items” F= “ground rules” #L3&VATF

housekeeping items

1. &8 H5HZRLRIATTE .

* sign-in: Ask participants to sign in to confirm their attendance.

2. BPERHE: VLU SR TT I S S E], DA R 2% TR Y 1)

] 73+ i

¢ schedule: Outline the start and end time of the meeting, as well as
the time allocated for each agenda item.

3. FARIRR: RIS 2 W s, A s Xl Bk 5

¢ technical Reminders: Remind participants how to use meeting
equipment, such as microphones and cameras.

4. RERFE : RS 2FH AT AR RN

¢ breaks: Inform participants about scheduled break times.

5. SRR BB ATHCTR L, DIy as 5o

¢ Minutes: Indicate who will take minutes and how they will be shared

with participants.
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ground rules

1LBERE: BMAMAIEKS, MAKF AT

* Respectful Speaking: Everyone should have a chance to speak, and
others should listen quietly.

2. TFTHR: FERINEFN, HAEITH

¢ No Interruptions: Do not interrupt while someone else is speaking.

3. BFEIBR & . AEOLA H N A O A A, DU 25 FAl A

Pl

¢ Time Limits: Each speaker should keep their comments brief to
allow others the opportunity to speak.

4. REEEE: SLFENLET W, e ih

* Stay on Topic: Participants should stay focused on the meeting topic
and avoid going off on tangents.

5. kS5 SUliif 5aERMSS51E, WA,

* Active Participation: Encourage all participants to actively engage in
the discussion and share their views.

6. REME: THENARRE, Feile e MU B

¢ Confidentiality: Discussions should remain confidential, especially

when sensitive information is involved.

kg H3z

dive into... FEA e
housekeeping items ZEL

be aware of ... T REARE
meeting guidelines SR IR
sign the attendance sheet TR FE4
administrative tasks and procedures T T AR
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be respectful of somebody
stay on topic

create a respectful and productive
environment

sign in to confirm attendance
take minutes
stay focused on the meeting topic

go off on tangents

a interrupt

| F—a8% ek

HELA
AN B
Bl —A~ 85 AR R BR

B
LR E
BT WM
s

<« 2RI E R

2P AT adgr, EXUKEE A “interrupt”,

interrupt v. T

¢ [ had to interrupt the meeting to clarify a point that was causing

confusion among the team.

RAETITHRN, BUEE—

NEFA DS EEIRF AR

¢ [t’s important to avoid interrupting colleagues during brainstorming

sessions to encourage free-flowing ideas.

HEEAMNBR WS, BRITHEESREEN, XH TSR

B B s,

interruption n. ¥THf

¢ The manager noted that interruptions during team meetings were
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affecting productivity and suggested implementing a timer for
comments.
ZIIRIBANS WP RITHI R W T SWHR, HEWAKRS
REITH S,

¢ To reduce interruption, the facilitator encouraged participants to jot
down their questions and wait until the end of the presentation to
ask.
AT RDITH, FRABTRESZCTMHNNEE, HEEE
TREERETHRE,

INAARXRASIW “Bred” 2
ABE R TR S G#, FiR, RN ZHGL R/
AEE /R RRY, ey L E I “effective/productive/
fruitful”,
* We implemented new strategies to make our meetings more effective
and focused.
HAVEAT R, DMERA R AP
® Our team had a productive meeting where we generated several
innovative ideas for the upcoming project.
A ANB T — R G A BRI, FAET AL TR
TF6g 3 B 68 F Ak
® The discussions during the meeting were fruitful, leading to a clear
action plan for the next quarter.
AR HMRR R, BART T—FEGAMITHITR,
FEF R o “effective” A= “efficient”, “effective” 3®if “HF &
R75 M Cefficient” R “HEFH”, ERAWHET AT W
LA 3 7
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® The team implemented new tools to make their meetings more

efficient, reducing the time spent on discussions.

A KA T4 TR RAE AT Bz, Y Ttk e,

£F “4TH” MR FE

1. cutin
¢ He tends to cut in during discussions, which can be frustrating for

others.

AR EBITIRIA, XiEHMARTPER,

2. butt in
¢ ] don’t mean to butt in, but I think we should consider another

approach.

BAREITH, BIIAANBMNNIZEES —Fh7175.

3. jump in
¢ Feel free to jump in if you have any questions during the

presentation.

WRAEE IR R AR, ERENTTH,

4. chime in
¢ Several team members chimed in with their thoughts on the new

project direction.

JUE AR RETHIIS R, MFHIE FakERT BCHWE X,

nfmeLERIt “4THT” X$777?

2P, WRERITWAT, FEHALR.
de R — RS AT RIA, AR AL
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e Sorry, go ahead please.
oA, UL,
® Sorry, you were saying?
Fod, ARRA B
Jo RAR LT ATW 3 T, FT AR 3R AR A T ARAR
® Apologies for chiming in. I know this is a very important topic, but
let’s stick to our agenda items for now.
WHATH . R EIANFAARER, 2T EANERE S T
A,
® I’d love to spend more time on this, but I don’t think it’s something we
can really cover today. I’'m happy to take this discussion offline, or set
up a separate meeting for it.
BAEER SRkt @A EE, REREASREMNEL
BokFmitie T, RARBRELTRITEIAFRMERT 2L
A
G RARBANAATET, ART AL
e Sorry, just let me finish first.
R EE, WRLRIALT,

BAREXRE “HBE" 7

® Please stay on track/get back on track.
WA A
® Please don’t get sidetracked.
AT
® Sorry, we’re getting off-topic.
oH, BMEAT,
TFT@EAZ—NIER, RETAFIT—TF:
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® In the interest of time, let’s leave this discussion here and finish
walking through the rest of the discussion topics. We can revisit this
topic later if we still have time.
WTEE X A, EATRARX T, KRGS0k EAT
%, WwRAERIVEAME, BRAXNEM,

L

clarify a point

cause confusion

free-flowing ideas

jot down questions

action plan

stick to agenda items

take discussion offline

set up a separate meeting

stay on track/get back on track

get sidetracked/off-topic

@ present

b

LA,
FIEIRE

FI S A ARk
i R
frahithl
RESVOLE
2 A
LHIBIES
ISES]
i

<« 2RI EAR

“present” IR P R F WG Rk AAES I, = LI ITAET; AE

Z IS SRR T
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