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INTRODUCTION

This bilingual book is designed for those with a minimum English / Polish level of B1+
who aim to work in international teams.
The whole series is for those who want to learn more than one language in business settings.

>

Struggling to find authentic business phrases in academic books?
With Lingua Essence you don't have to waste more of your time!

This self-study textbook is a collection of practical language phrases that you will hear
not only in international meetings, but also in other contexts.

It starts with 1-to-1 meetings with the manager and extends to team communication.
The author's mission is to provide the reader with as much value as possible
from her own_experience in global meetings.

What's inside?
Vocabulary in context, office jargon, hundreds of synonyms, business idiomatic
expressions and visualizations — associations.
Create easily your own context following the phrases proposed in this book.

-

Masz trudnosci ze znalezieniem autentycznych zwrotéw biznesowych
w podrecznikach akademickich?
Z Lingua Essence nie musisz traci¢ swojego czasu na poszukiwania!

Ten samouczek to zbidr praktycznych fraz, ktore ustyszych na miedzynarodowych
spotkaniach i nie tylko.

Ksigzka rozpoczyna sie frazami ze spotkan 1nal z managerem, a nastepnie przechodzi
w komunikacje zespotowa.
Misja autorki jest dostarczenie czytelnikowi jak nawiekszej wartosci, dzieki
dtugoletniemu_ doswiadczeniu w globalnych spotkaniach.

Co jest w srodku?
Stownictwo biznesowe w kontekscie, mndstwo
synoniméw, idioméw biznesowych oraz wizualizacje - skojarzenia.
Stwérz wiasny kontekst inspirujac sie zdaniami proponowanymi w ksigzce.




If you would like to recommend someone this eBook please share:

www.linguaessence.com

o www.facebook.com/linguaessencefb

@lingua.essence

@ www.linkedin.com/in/linguaessence

Sign up to our NEWSLETTER to get special offers.

MORE LANGUAGES available on our website.

As a gift, you'll receive:

( NOTEBOOK + BONUS >

> printable NOTEBOOK (where you can make notes)
+ BONUS:

SMALL TALK PHRASES SYNONYMS 000 MESSAGE

More details at the end of this book.


https://linguaessence.com/
https://www.instagram.com/lingua.essence/
https://linguaessence.com/
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1. WEEKLY / MONTHLY 1:1 - ONE-TO-ONE MEETING m -
"rT T?“ [~ :\
L2 2

MANAGER ASKING EMPLOYEE
Icebreaker — bond building 20
Work satisfaction / short-term goals..........ceneenercsernseenseenseisesennnns 20

2. QUARTERLY / MID-YEAR 1:1 MEETING

MANAGER ASKING EMPLOYEE

Work related questions / long-term goals 28

Asking about future PerspeCtive.......enneensesseseesessessssseenne 29

Asking about tEAMWOIK.........cccvvuerneieeierierrsisesssississssssssssesssesssssasseens 30

How to congratulate? Compliments. Feedback phrases.............. 33
EMPLOYEE ASKING MANAGER

Growth & DeVelOPMENTt.......rceeereeistrsieesesestesesssssassssssssssssesens 36

Sick leave / annual leave (holidays)........coverereenrenseuseuseesenseisseeeanes 40

a
3. INTERACTIONS WITH COLLEAGUES AND g "

TRICKY SITUATIONS )
Icebreaker - building a bond in a team - 50
Covering for someone at the Meeting.......c.cveeveeerneereeenereseresssesennne 51
When a colleague ignores your meeting invitations..........ccccc...... 52
When you are excluded from relevant meeting.......cccoceveuveeurecunnce. 53
When your attendance in the meeting is not necessary............. 53
When you've finished your work, but you're asked to stay longer 56
When coworker took credit for your work..........eceeereeeneecneerneennnnns 56

BONUSES + NOTEBOOK + FLASHCARDS 65



 CZESC

1. SPOTKANIE Z MANAGEREM
(TYGODNIOWE LUB MIESIECZNE) 1 NA 1 @ ,.33
MANAGER PYTA PRACOWNIKA b X
Przetamanie lodéw - budowanie wiezi 20
Satysfakcja z pracy / krétkoterminowe cele......eceeecveenneerecerecennees 20
2. SPOTKANIE Z MANAGEREM
(KWARTALNE LUB POLROCZNE) 1 NA 1
MANAGER PYTA PRACOWNIKA
Pytania dotyczace pracy / dlugoterminowe cele...........ccooevecermn 28
PYLania 0 PrzySZIOSC..ininrinsinessissinssssssssssssssssssssssssssssssssssess 29
Pytania 0 prace W ZeSPOle........reneenneseensiseseiseissasessssssssssssssssnns 30
Jak komus pogratulowac. Komplementy. Feedback............cmmee. 33
PRACOWNIK PYTA MANAGERA
WZIOSE | FOZWOj.uuurreeersrsienseneissessansissssssssssssssssssssssssssssssssssssssssssssssssssssssans 36
Zwolnienie lekarskie / urlop wypoczynkowy...........ccecveeeneeureeuneennee 40

a A
3. KOMUNIKACJA Z ZESPOLEM I NIETYPOWE 'ﬂ B

SYTUAGJE J\ M
Przetamanie lodow - budowanie wiezi w zespole........cer. 50
Zastapienie kogos Na SPOLKANIU......c.cerinineenniseneisssnsesssssssssssssnes 51
Kiedy kolega z pracy ignoruje twoje zaproszenie na spotkanie 52
Gdy nie zostate$ zaproszony na wazne spotkanie..........cccoeereueee. 53
Kiedy twoja obecnos¢ na spotkaniu nie jest konieczna............... 53

Kiedy skonczytes prace, ale zostate$ poproszony by zosta¢ dtuzej... 56
Kiedy kolega z pracy przypisat sobie twoja prace (twoje zastugi)....... 56

BONUSY + NOTATNIK + FISZKI 65



> Thank you for your concern, I'm slowly getting better. n
e > Dzigkuje za troske, powoli wracam do zdrowia. ==

~

» Are you planning some vacation (USA) / any holiday (UK)?
m ° Planujesz jakis urlop / jakies wakacje?
> would like to take some time off §  soon.
I need to take some time off urgently.
fmm > Chcialabym wziaé wolne w najblizszym czasie.
Pilnie potrzebuje wzig¢ wolne.
> How many holidays am | entitled to?
it * lle dni urlopowych mi przystuguje?

> should | inform you about my leave?
» How much advance notice § (= prior notice) should | give when asking for
a holiday?
[m— musze cie powiadomic o planowanym urlopie?

» Z jakim wyprzedzeniem powinienem / powinnam (ztozy¢ prosbe /
zapytac) o urlop?

> How far in advance should | request a day off?
fmmd ° Z jakim wyprzedzeniem powinienem / powinnam poprosi¢ o dzief wolny?

» Have you applied for leave yet?
fmm > Czy zglosites$/as juz dni urlopowe?

> | was wondering if you could cover my shift this Friday.
fm ° Zastanawiatem/am sig, czy mdgtbys / mogtabys zastapi¢ mnie w ten piatek.

> Luca will be off at the end of the month.
He is taking annual leave. h
Can you take over from him? OI"

i ° tukasz bedzie nieobecny pod koniec tego miesigca. da
On bierze urlop wypoczynkowy. y
Czy mdégtbys / mogtabys go zastapic?

> Please don't forget to prepare a handover / work plan / contingency plan for
the rest of the team.

e > Nie zapomnij, prosze, o przekazaniu listy swoich obowigzkéw / planu
pracy / planu awaryjnego reszcie zespotu.

» Luca, before you go on leave, please make sure you deliver your daily task list /
checklist to Mark.

mmm > Lukasz, zanim péjdziesz na urlop, upewnij sie, prosze, ze dostarczytes
Markowi swoja dziennaq liste zadan / liste kontrolna.
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https://youtu.be/DXWzsSP8ZIs
http://

It's time to polish your communication skills
just like a diamond is polished
to bring out its brilliance.

Czas wyszlifowac swoje umiejetnosci
komunikacyjne, tak jak szlifuje sie
diament, aby wydoby¢ jego blask.

There is no better way to learn
to communicate than practice.

Nie ma lepszego sposobu, aby nauczy¢ sie
komunikowa¢, niz praktyka.

Before getting to the next chapter open the < :NOTEBOOK,
(bonus -> link at the end of this eBook):

-> write down your favourite phrases from previous chapters,
-> or create your own flashcards.




|_SYNONYMS _ |
to liaise { )

to cooperate / to work together / to collaborate / to serve as a link
i WSpOtpracowac / pracowac jako tqcznik (koordynator / osoba kontaktowa)

cQa/e/J/ ZZ& nd

[ ASK YOURSELF |

1. Have you (or someone you know) ever taken credit for
your colleague's work?

= 2. Has someone ever taken credit for your work?
3. How would you handle such a situation?

1. Czy kiedykolwiek ty lub ktos$ kogo znasz przypisat sobie
zastugi / prace kogos z twojej pracy?

2. Czy ktos kiedys przypisat sobie twoja prace?
3. Jak zareagowatbys/atabys w takiej sytuac;ji?

1 %:;l .?

-
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Would you like to speak on a similar,
professional level in other languages?

CHECKTHIS OUT

ivun & s UGun & ssexc uvun & s

Business MEETINGS Business MeeTinGs Business MEETINGS

ENGLISH - SPANISH ENGLISH - GERMAN ENGLISH - ITALLAN

PART 1 PART I PART I

Linaun € ssence

EBwelina Gruszka

BusiNess MEETINGS
Lancuace
ICEBREAKER

AUDIOBOOK VERSION »

Stay tuned.

ek Yo’



https://linguaessence.com/product/audiobook-business-mettings-language-part-1-english-polish/
https://linguaessence.com/product/ebook-business-mettings-language-part-1-english-italian/
https://linguaessence.com/product/ebook-business-mettings-language-part-1-english-german/
https://linguaessence.com/product/ebook-business-mettings-language-part-1-english-spanish/

	Przycisk 379: 
	Przycisk 349: 
	Przycisk 380: 
	Przycisk 376: 
	Przycisk 377: 
	Przycisk 378: 
	Przycisk 371: 


