ENGLISH

Anglicky za tyden s rodilym mluvéim

Slovi¢ka fraze pro zahrati:

I'Jters’f — Work and company

English in Office (Anglictina v kancelari)

Potiebujete anglictinu pro svoji praci? Pak se vam mohou hodit slovicka k tématu English in
Office (Anglictina v kancelafi). Nejpouzivanéjsi anglicka slovicka a fraze pro komunikaci v
kancelafri. Kratké ukazky rozhovorti.

office
boss

colleague

head of the
department

receptionist
responsible for
be in charge of
employer
employee
expect
confirm

put off (until)
cancel
order
set a target
appointment
offer
at a meeting

available

arrange
performance

deadline
meet the deadline
deal
make a deal

kancelar

séf

kolega,
spolupracovnik

vedouci oddéleni

recepcni
zodpovédny za
mit na starosti
zaméstnavatel
zamestnanec
ocekavat

potvrdit

odlozit, odsunout
zrusit

1.nafidit, 2.objednat
stanovit si cil
schlizka

nabidnout, nabidka
na porad¢, mitinku

dostupny, k zastizeni

domluvit se, sjednat
vykon, vykonnost

termin odevzdani
stihnout termin
jednat, obchodovat
uzaviit dohodu

noticeboard
folder

paperclip

stapler

printer
write sth down
busy
check
supplier
assign

schedule

vacation/ holiday
take 2 days off
home office
business card
request
task
report

leave a message

put through

ASAP (as soon as
possible)

internship
intern
branch
sign

nasténka
slozka

kancelarska sponka
seSivacka

tiskarna

zapsat si néco
zaneprazdnény
zkontrolovat

dodavatel
prifadit

rozvrh, zatradit do rozvrhu

dovolena

vzit si 2 dny volna
prace z domova
vizitka

zadost, zazadat si
ukol

zprava, nahlasit
nechat vzkaz

piepojit (telefonovani)
jak nejrychleji to bude
mozné

staz

stazista

pobocka, filidlka
podepsat
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Priklady pouziti a fraze:

Who is in charge of this office? Kdo ma na starosti tuto kancelar?
My colleague is in charge of sending the mail. M{j kolega ma na starosti odesilani posty.
Who is responsible for sorting out the mail? Kdo je zodpovédny za tfidéni posty?

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

Please, 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? MiiZete m¢ pfepojit 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 mij e-mail?

The performance of the IT department needs to be improved. Vykon IT odd¢leni
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 piisti schtizku.

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

We deal with business partners from all over the world. Jedname s obchodnimi partnery z
celého svéta.
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Anglicky za tyden s rodilym mluvéim
We are going to make a deal with them at our next meeting. Uzavieme s nimi dohodu na
pristi schiizce.

Who shall I report this problem to? Komu mam problém nahlasit?

The boss has approved my request for holiday. Séf 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 piifazen k tomuto projektu.

The boss has assigned this task to you. Séf piitadil tento tikol tobé.

Kratké rozhovory:

A: Can we schedule a meeting for 3pm? Muzeme si naplanovat mitink na tfeti 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. Dobfe, uvidime se na mitinku.

A: Did anyone call while I was out? Volal n¢kdo, kdyz jsem byl pryc?
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 nejdiive zavolal
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postarat o zahrani¢ni navstévu)

ENGLISH

Anglicky za tyden s rodilym mluvéim

How to take care of a foreign visit (Jak se

Co kdyz ma do vasi spole¢nosti pfijet zahrani¢ni navstéva? Dokazete se o ni postarat? Bude
potieba zafidit vSe kolem jejich ubytovani a vyzvednuti z nadrazi nebo letiste. Dale budou
chtit urcité poradit, kde se mohou dobfte najist, nebo jak se dostanou do hotelu atd. Podivejte
se na slovicka k tématu How to take care of a foreign visit/ Jak se postarat o zahrani¢ni

navstévu :)

take care of
foreign
visit
accommodation
arrange
organize
arrive

main train station

double room

twin room
single room
book
accommodation
options
range

price range

postarat se o
zahranicni

navstéva

ubytovani

zafidit

organizovat

pfijet/ dorazit

hlavni vlakové
nadrazi
dvouliZzkovy pokoj *

dvoultizkovy pokoj *
jednolizkovy pokoj
zarezervovat

moznosti ubytovani

rozmezi

cenoveé rozmezi

pick up
platform
schedule
recommend
tram
tram stop
special offer

meeting agenda

detailed
instructions

guest
feel comfortable
look around

small talk

executive

directions

*double room - dvojltizkovy pokoj s manzelskou posteli

*twin room - dvojlizkovy pokoj s oddélenymi postelemi

Priklady pouziti a rozhovory:

vyzvednout
nastupisteé

rozvrh

doporucit

tramvaj

tramvajova zastavka
specialni nabidka

poftad jednani

detailni instrukce

host
citit se pohodIné
porozhlédnout se

spolecenska konverzace
fidici (vedouci)
pracovnik

pokyny, instrukce

A: There will be two colleagues (from our office in Switzerland) coming for a meeting
with Mr Prochazka. Their names are Maria and Lucy. Could you please arrange
accommodation for them? They can stay in a twin room. Dva kolegové z nasi kancelaie ve
Svycarsku piijedou na meeting s panem Prochazkou. Jmenuji se Maria a Lucy. Mohla byste
pro n¢ zafidit ubytovani? Mohou byt ubytovany ve dvoulizkovém pokoji.

B: Ok, I will do that. What is the price range of the hotel they would like to stay in?
Dobie, udélam to. Jaké je cenové rozmezi hotelu, ve kterém by se chtély ubytovat?
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A: The price range is around 50 dollars per night. Cenové rozmezi je kolem 50 dolara za
noc.

B: Ok. And when will they arrive and how long will they stay here? Dobfie. A kdy
piijedou a jak dlouho tady zlistanou?

A: They will arrive tomorrow evening and they will stay for 5 days. Ptijedou zitra vecer a
zlstanou tam 5 dni.

B: What time will they arrive? I could arrange a taxi for them. V kolik piijedou? Mohla
bych jim zafidit taxi.

A: Oh, yes. Thank you. They will arrive at the main train station at 10pm. Ach, ano.
Dé&kuji. Piijedou na Hlavni nadrazi ve 22:00.

B: Ok. I will organize everything and let you know. Dobfe, vSe zafidim a ddm vam védét.

A: Thank you very much. Moc dékuji.
Poslechnéte si rozhovor:

B: I have booked the hotel Fenix. The price of the double room will be 45 dollars/night.
Is that OK? Zarezervovala jsem hotel Fénix. Cena dvojlizkového pokoje je 45 dolarti/noc. Je
to v poradku?

A: Yes, great! Thank you. Ano, skvélé! Dekuji.

B: I have arranged a taxi for them for 10pm. The taxi will be waiting for them at the
platform 1. City Taxi has a parking place there. Their phone number is 00420 257

257 257. Objednala jsem pro né taxi na 22:00. Taxi na n¢ bude ¢ekat u nastupisté 1. City Taxi
tam ma parkovaci misto. Jejich telefonni ¢islo je 00420 257 257 257.

A: Ok. And can they pay with a credit card? Ok. A mohou zaplatit platebni kartou?

B: Yes, they can. The address of the hotel is Ve Smeckach 30. Ano, mohou. Adresa hotelu
je Ve Smeckach 30.

A: Excellent. Thank you. Vyborné. Dékuji.

B: You are welcome. Give them my phone number please in case they need any help.
Rado se stalo. Dejte jim prosim mé telefonni ¢islo pro ptipad, Ze by potiebovali pomoct.

A: Ok. I will do that. Dobfe. Udélam to.

Poslechnéte si rozhovor:
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A: Hello Lucy, here is Petra from the Czech division. Dobry den Adriano, tady Petra
z Ceské divize.

B: Hello Petra, good to hear you. Dobry den Petro, rada vas slySim.

A: Was everything OK? Have you arrived at the hotel yet? Bylo vSe v poradku? Dorazily
jste uz do hotelu?

B: Yes, everything was great. We are at the hotel already. Thank you for organizing
everything for us. Ano, vSe bylo v poradku. Uz jsme na hotelu. D&kuji, Ze jste pro nas vse
zorganizovala.

A: It was my pleasure. I will pick you up at the hotel tomorrow morning and take you to
our company. Bylo mi potéSenim. Zitra rdno vas vyzvednu na hotelu a dovezu vas do nasi
spolecnosti.

B: Great. Thanks. Looking forward to seeing you. Skv¢lé. Dékuji. TESim se, Ze vas
uvidim.

A: Alright. See you tomorrow. Dobfe. Uvidime se zitra.

Poslechnéte si rozhovor:

A: Could you recommend a good place to eat around here? Mohla byste doporucit
n¢jakou restauraci, kde by se dalo dobie najist?

B: There are three restaurants around here. One is right in this building on the ground
floor. It is an Italian restaurant. The other two are on the corner of Hybernska and
Havlickova street. Tady v okoli jsou tfi restaurace. Jedna je piimo tady v budové v pfizemi.
Je to italska restaurace. Dal$i dvé jsou na rohu Hybernské a Havlickovy ulice.

A: How can I get from here to the hotel Vitkov? Jak se odsud dostanu do hotelu Vitkov.

B: You can take a tram number 9. The tram stop is just around the corner from here.
You will go 6 stops in the direction of Spojovaci and get off at Biskupcova. I will show
you everything on the map. MizZzete jet tramvaji ¢islo 9. Tramvajova zastavka je hned tady
za rohem. Pojedete 6 zastavek ve sméru Spojovaci a vystoupite na zastavce Biskupcova.
Ukazu vam vse na mape.
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Jak napsat e-mail v angli¢tiné?

PiSete v praci emaily v anglicting? Vite, jak napsat anglicky email? Emailova komunikace v
angli¢tin€ je dnes skoro nezbytna, chcete-li ziskat dobrou praci. PfinaSime vam tedy zékladni
slovicka a fraze pro vasi anglickou emailovou korespondenci.

subject predmét busy zaneprazdnény
send odeslat target cil
copy kopie delay zpozdéni
company spolec¢nost forward pteposlat
interest zajem confirm potvrdit
inquiry dotaz, zjiStovani schedule rozvrh
question otazka check zkontrolovat
answer odpoveéd’ regards pozdravy
response odpoveéd reply odpoveédét, odepsat
order objednavka respond odpovédét, ozvat se
offer nabidka in advance predem
regarding ohledné ¢eho attached file ptiloZeny soubor
see below viz nize attachment ptiloha (emailu)
see above viz vySe delivery dodéni, doruceni
request zadost quantity mnozstvi
service sluzba discount sleva
kind laskavy price list cenik
ASAP (as soon as  jak nejrychleji to bude VAT (value added dan z
possible) mozné tax) pfidané hodnoty

Priklady pouziti a fraze:

Thank you for your interest (in our services). Dékujeme za Vas zajem (o nasSe sluzby).
Thank you for your inquiry. Dékuji za Vas dotaz.

We are a company based in the Czech Republic. Jsme spole¢nost sidlici v Ceské republice.
Already replied a few minutes ago. UZ jsem odpovédél pred par minutami.

Delivery would take 3-4 weeks. Doruceni by trvalo 3-4 tydny.

I am applying for the position of IT specialist which is advertised on your website.
Uchazim se o pozici specialisty informacnich technologii, ktera je inzerovana na Vasich

strankach.

I was referred to your company by Mr. Mark Berry. Odkazal m¢ na Vas pan Mark Berry.
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We are pleased to offer you 10% discount. S potéSenim Vam nabizime 10% slevu.

Sorry for the delay in replying. Omlouvam se, ze odpovidam se zpozdénim.

Sorry for the delay in response. Omlouvam se za zpozdénou odpoveéd'.

Please see the attachment. Podivejte se prosim na piilohu.

I hope this answers all your questions. Doufam, Ze toto zodpovi vSechny Vase otazky.

Please let me know if we can be of further assistance. Dejte mi prosim védét, jestli Vam
muzeme dale né¢jak pomoci.

I look forward to hearing from you. T¢Sim se na Vasi odpovéd'.
Ukazky e-maili:
Dear Sir or Madam, Vazeny pane/pani,

I was referred to you by Mr. Daniel Benett. I am interested in your products. Odkazal mé¢
na Vas pan Daniel Benett. Mam zajem o Vase produkty.

Could you please send me a catalogue? Mohl byste mi prosim poslat katalog?
Yours faithfully, S pozdravem,

Richard Brown

Dear Mr. Brown, Vazeny pane Browne,

thank you for your interest in our products. Dékuji za zdjem o nase vyrobky.

You can find our catalogue in the attachment. Nas katalog mtzete najit v ptiloze.

Please let me know if I can be of further assistance. Dejte mi prosim védét, zda Vam mohu
n¢jak dale pomoci.

I look forward to hearing from you. T¢Sim se na Vasi odpovéd'.

Kind regards, S pozdravem,

John Collins
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Dear Mr. Collins, Vazeny pane Collinsi,

thank you for your answer. Where can I find the prices of your products? Dékuji za Vasi
odpovéd’. Kde mohu najit ceny Vasich produktt?

Best wishes, S pozdravem,

Richard Brown

Dear Mr. Brown, Vazeny pane Browne,

I am sorry for the delay in response. Omlouvam se za zpozdéni s odpovédi.
Please feel free to download our current price list under the following link:
pricelist. Prosim nevahejte stahnout si nas soucasny cenik pod nasledujicim

odkazem: cenik.

I am pleased to offer you a special 10% discount. Jsem potéSen, Ze Vam mohu nabidnout
specialni slevu 10%.

If you have any further questions, don’t hesitate to contact me. Pokud mate jakékoli dalsi
otazky, nevahejte me kontaktovat.

Best regards, S pozdravem,

John Collins

ENGLISHstay z.u. IC 04497538 Mostecka 273/21, Praha 1, 118 00
info@englishstay.cz www.englishstay.cz www.englishstay.sk Tel:+420 730525 130



ENGLISH

Anglicky za tyden s rodilym mluvéim

Reporting Results

Chystate se pracovat v anglicky mluvicim prostfedi? Mate anglicky mluviciho $éfa nebo
nekteré kolegy? Pottebujete je informovat o priabéhu a vysledcich své prace v anglicting?

Podivejte se na t¢éma ""Reporting Results''/ Podavani zprav o vysledcich.

report
result
boss

project
presentation

department

IT (information
technology)

task
finish
complete
goal
achieve
achieve a goal
feedback
on time
excuses

increase

decrease

Priklady pouziti:

zprava, podat
zpravu
vysledek

v 7

Séf

projekt
prezentace

oddéleni

informacni
technologie

ukol

skoncit (néco)
dokoncit

cil

dosahnout
dosahnout cile
zpétna vazba
veas

vymluvy

zvysit, zvySovat se

snizit (se)

update
update on
in progress

sales
figure

weekly sales
figures

urgent

issue
handle
assignment
chance
review
pretty good
wonder
overwhelm
aim at
advertising
campaign
analysis

aktualni zprava,
informovat
informovat o (Cem)
pravé probihat (v
procesu)

prodej, objem prodeje
¢islo, udaj

tydenni prodejni udaje

urgentni

zalezitost, véc
zvladnout, poradit si
pridéleny kol

Sance, moznost
piezkoumat, posoudit
docela dobry
premyslet, uvazovat
pievalcovat

zaméfit se na

reklamni kampan

analyza

We report to our boss every week. Kazdy tyden podavame $éfovi zpravu.

Our department has achieved the goal. Nase odd¢leni splnilo cil.

I haven't got any feedback on my presentation. Nedostal jsem zadnou zpétnout vazbu na

moji prezentaci.

Sandra didn’t achieve her monthly goal. Sandra nedosahla svého mésicniho cile.

Peter hit his monthly sales quota in a week! Petr dosahl mési¢ni kvotu za tyden!
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The weekly sales figures have increased by 20%. Tydenni prodejni tidaje se zvysily o0 20%.

Could you give me the weekly update on the advertising campaign? Mohl/a byste mi dat
tydenni zpravu ohledné reklamni kampang?

Ukazky rozhovorii:

A: Have you finished the project for the Conrad company? Dokonil jsi projekt pro
spole¢nost Conrad?

B: Yes, we finished the project last week. The manager from the Conrad company was
very happy with the result. Ano, ten projekt jsme dokoncili minuly tyden. Manazer ze
spolecnosti Conrad byl s vysledkem velice spokojeny.

A: OK, great! Good job! Dobfe, skvélé! Dobra prace!

A: Have you completed all your tasks today? Dokoncil jsi dnes vSechny své ukoly?

B: No, I haven’t. There were some urgent issues I had to handle. I'll come earlier
tomorrow and finish everything by tomorrow morning. Ne, nedokoncil. Objevily se
néjaké urgentni zaleZzitosti, které¢ jsem musel/a zvladnout. Zitra ptijdu diive a vSechno
dokon¢im do zitfejSiho rana.

A: OK, but I really want you to do it by tomorrow morning. Dobfe, ale opravdu chci, abys
to ud¢lal/a zitra rano.

A: Could you give me an update on the project for O2? Mohl/a byste mi dat aktualni
zpravu ohledné projektu pro O27?

B: It’s in progress. We are waiting for their IT department to finish the preparation of
the database. Je to v procesu. Cekame na jejich IT oddéleni, az dokon¢i piipravu databaze.

A: Hi Martin, I have finished the market analysis. Did you have a chance to review it?
Since it was my first analysis, I was wondering if I can get some feedback. Ahoj Martine,
dokon¢il jsem report (zpravu) o trhu. Mél jsi Sanci ji posoudit? Protoze to byla moje prvni
analyza, pfemyslel jsem, jestli bych mohl dostat néjaky feedback.

B: Yeah. I have already reviewed it. It was pretty good. Well, you finished the analysis
on time. That’s perfect. And seeing how it was your first assignment, you did very well.
Ano, uz jsem ji posoudil. Bylo to docela dobré. Analyzu jsi dokon¢il v¢as. To je perfektni.
Vezmu-li v tvahu, Ze to byl tvlij prvni tkol, zvladnul jsi ho velice dobfe.
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A: Thank you. Dé¢kuji.

A: Petra, are you done with the presentation? Petro, jsi uz hotova s tou prezentaci?

B: Not yet. I'm sorry. I was overwhelmed by other things. Jest¢ ne. Omlouvam se. Byla
jsem zahlcena jinymi vécmi.

A: OKk. I'd like you to aim at producing the presentation by Tuesday morning. Dobie.
Rad bych, aby ses zaméfila na vytvoreni prezentace do tterniho rana.

B: Ok, I understand. I'll do it. Dobfe, rozumim. Udélam to.
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Zivotopis v anglictiné

Hledate praci? Uchdzite se o zaméstnani u zahrani¢ni firmy? Potiebujete napsat sviij Zivotopis
v anglickém jazyce?

Podivejte se na ukazku strukturovaného (chronologického) Zivotopisu v AJ:

Curriculum Vitae

Bc. Eva Vopickova
Personal details:

Address Héjkova 8
Praha 3, 130 00
Tel. 123 456 789
E-mail j.prochazkova@seznam.cz
Date of birth 25 Nov 1982
Marital status Married

Working experience:
2010 — now Fisher Travel Agency Prague
Assistant to the marketing department

e Producing & analyzing sales figures, reporting them to marketing managers
e Assisting the marketing team with day to day administration duties

e Maintaining & updating the company’s website & social media

o Coordinating telemarketing activities

e Assisting in organizing promotional events

o Booking advertisement space with newspapers & websites

e Producing and publishing online marketing materials

2006—2010 Fisher Travel Agency Prague
Assistant

o Communication with hotels and airlines

e Making travel and meeting arrangements

o Working with the sales team to maintain and update price lists
e Administrative support to the manager

e Preparing reports
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2003 — 2005 Hotel Maria Prague

Receptionist
e Checking-in and checking-out of the guests

e Organizing trips for the guests
e Answering guests’ questions

Education:

2001 — 2004 University of Economics, Faculty of International Relations,
Prague - Bachelor’s Degree in Tourism

1997 — 2001 Business Academy Heroldovy Sady
Courses, Trainings:

5/2015 Promotion on Facebook

2/2013 Marketing Communication

Skills:

Excellent organizational skills

Advanced communication skills

Language skills:

English — advanced: active in speech and writing

German — intermediate

Computer skills:

MS Office (Word, Excel, PowerPoint) — advanced user
Driving license:

Category B (active driver)

Interests:

self-improvement books, photography, jogging, swimming
References:Ing. Jan Svoboda, Marketing Manager at Fischer Travel Agency

E-mail: jan.svoboda@fisher.cz
I will be happy to provide more references on request.
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ENGLISH

Anglicky za tyden s rodilym mluvéim
Ceka vés pohovor v angli¢ting? Dozvédéli jste se ze dne na den, Ze budete muset vést
v anglictin€ obchodni schiizku? Nebo vas snad nadfizeny poslal na navstévu do anglicky
mluvici firmy? Nemusite se niceho bat, protoze jsme si pro vas ptipravili ¢lanek, ve kterém si
zopakujete zakladni slovicka Business English a naudite se par obchodnich frazi, se
kterymi zazarite.

English for business and economics — telefonovani

Prvnim krokem byva zpravidla sjednéni schiizky, které bude pravdépodobné probihat po
telefonu. Nejprve tedy zasady GspéSného telefonovani v anglictiné:

1. Pokud vas telefonat zaskocil, klidné se omluvte a feknéte, Ze se vam to praveé nehodi.
Je to tzv. white lie — vymluva, ktera nikomu neuskodi, ba dokonce pomtlize. Muzete se
tak uklidnit, sepsat si par bodl a piipravit si, co budete fikat. Pouzijte naptiklad frazi:

I. T apologize, but’ I can’t talk right now. Could I get back to you later
today?
II.  Would you mind calling back in an hour? I’m in a meeting just now.

2. Pokud nécemu nerozumite, nebojte se zeptat. Nejhorsi, co mizete udélat, je nechat
druhou stranu, at’ si mysli, Ze jste v§echno pobrali, a€ to neni pravda. Zeptejte se tieba
takto:

[.  Could you repeat that, please?
II. PPm sorry, I didn’t quite catch that.
III.  Would you speak a little slower, please? My English isn’t very good, I’'m
afraid.

3. Posledni z4sada je nestresovat se. Nikdo od vés necekd, ze budete mluvit jako rodily
mluv¢i. Staci, kdyz se s druhou stranou dorozumite a dohodnete na tom, co je potieba.
A radéji se vzdy ujistéte, ze jste si vSechny udaje zaznamenali spravné. Miizete fict
néco jako:

I.  So we are meeting tomorrow at 8 A.M. at your office in Spalena street, is
that correct?

to leave a message zanechat vzkaz

uspésné se s nékym

to get throught spojit s po telefonu

to be busy byt zaneprazdnén

Sjednavani schiizky v anglic¢tiné

A ted’ uz k samotnému sjednavani schiizky. Tyhle fraze rozhodné budete potiebovat.

I would like to make an appointment. — Chtél bych si domluvit schiizku.

I would like to schedule a meeting. — Chtél bych si naplanovat schiizku. (VétSinou se
pouziva pro schiizky vice nez dvou lidi.)
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ENGLISH

Anglicky za tyden s rodilym mluvéim

When can we meet? — Kdy se miiZzeme sejit?

I’m afraid I won’t be able to make it this morning. What about in the afternoon? —
Obavam se, zZe to dnes rano nezvladnu. Co takhle odpoledne?

That sounds perfect. I will meet you then. — To zni skvéle. Potkdme se v tomto teminu.

I am looking forward to meeting you. — T&Sim se, aZ se pozname.

to cancel an

appointment zrusit schuzku

to postpone an

appointment posunout schuzku

to reschedule najit novy termin

Jak se chovat v priibéhu schiizky v angli¢tiné

vvvvvv

citit. Dejte si velky pozor na fec téla a vas vyraz v obliceji. Druhd zakladni véc je samoziejmé
piiprava, takze tu nepodcente. Je lepsi mit na stole piiznany blok s poznamkami, nez potom
tapat a nevédet, co fict.

Taky se na svou anglickou vyslovnost a gramatiku pFili§ nesoustied’te a neptikladejte ji ve&tsi
vyznam, nez ma. VeEite mi, ze vas obchodni partner bude mnohem radéji jednat s otevirenym
a milym ¢lovékem, ktery nemluvi perfektné anglicky, nez s vystresovanou a strojenou
osobou, ktera ovlada angli¢tinu na jednicku.

Nelpéte tolik na jednotlivych slovech. Pokud si nemtizete vzpomenout na ten jeden skvély
pokrocily vyraz, ktery by se vam zrovna hodil, prosté to nechte byt a popiSte svou myslenku
néjak jinak. Nikomu se nechce Cekat. Pfeci jen nejste na zkouSce z anglictiny, vy domlouvate
obchod!

Business english fraze na schiizce — na za¢atek

Tyto fraze jsou zakladem, pokud chcete efektivné vést schiizku, argumentovat a navazat
spolupraci. Tak schvaln¢, znate je vSechny?

1. Small talk. Ve vétSin€ zemi jako naptiklad Amerika a Anglie byva zvykem jako
takzvany ,,ice breaker* pouzit jednu z nasledujicich frazi predtim, nez se zacne
probirat obchod. Nezapominejte na to, opacné chovani by mohlo byt povazovano za
neslusné. Obecné¢ se small talk mize tykat pocasi, sportu, prace, dopravy nebo
prostfedi, ve kterém se nachézite. Jako ptiklad si uvedeme tyto tfi fraze:

I.  It’s a great office you have here.
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ENGLISH

Anglicky za tyden s rodilym mluvéim

II.  It’s a bit cold/warm for this time of year, isn’t it?

III.  How long have you been working for this company?
2. Uvedeni do problematiky. Pokud pfichazite s navrhem, planem nebo nabidkou, je
vhodné vasi fe¢ uvést napiiklad jednim z téchto zpisobii:
. Today I’m here to talk to you about...
II. I’m delighted to be here today to tell you about...
IlI. Today I would like to outline our plans for...

Business english fraze na schiizce — v pritbéhu schiizky

1. Souhlas. Pokud se vdm zamlouva to, co vas obchodni partner fika, je vhodné to dat
najevo. Ud¢lat to mizete naptiklad takto:

I.  That’s an excellent point, I totally agree with you on that.
II.  Icouldn’t agree more.
III.  Okay, I think we are on the same page here.

2. Nesouhlas. Pokud na druhou stranu se svym kolegou nesouhlasite, je také potfeba mu
to sd¢lit, ale s volbou slov musite byt trochu opatrnéjsi. Dobra taktika je najit v jeho
nazoru alespon kousek informace, kterou schvalujete a od té se odrazit.

L I see what you’re saying, but I think...
II.  From my perspective, it’s a little different. Let me explain.
III.  There is some truth to what you’re saying but don’t you think that...

3. Vyjednavani. Vasim ukolem je samoziejmé vyjednat pro sebe nebo pro firmu, kterou
zastupujete, co nejlepsi podminky. O to se muzete pokusit s pouzitim nasledujicich
vét:

I. I understand that we can’t do that, but can we discuss some other
alternatives?
II. I hear what you’re saying, but our bottom line is very clear on this one.
III.  This is the deal breaker for us, we can’t budge. (Budge = délat ustupky)

4. Potvrzeni zajmu, otazky. Kladeni otazek je jedina cesta ke zjisténi potieb vaSeho
obchodniho partnera. Proto byste na né¢ nemé&li zapominat a méli byste se ujistovat, ze
mu to, co fikate, pfijde rozumné a zajimavé.

I.  So, what do you think about all this?
II.  What is your opinion on the matter?
III. Do you find our offer interesting?

to increase zvysit se
to decrease snizit se
to set a target stanovit si cil
to accomplish dosahnout
a deal dohoda
e " | podmin smiowy
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