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Essential words / 3063 0»

Word EBOHE abAG
Employment / job O88e@BERFBO/ eehH® | S
Employer O8Seeicd 630y eEISmE)
Employee O85e@id GE30D®I
Recruit S@al REIOTHO®
Hire Hes1(e)) RELNGDDEN
Fire o ®) et30ens ¢iHte
Terminate Q@) Bex’30 et30n b 0
Laid off eeEs &d ee30eRS OPIO®
Colleagues/coworkers | @863/ o) | 3200/ HREmOTOS
Boss/Supervisor eRES/ e3e303e3(®) B@/ plmsm
Full time 0 OE® Do DB
Part time e300 OE® &bl IS
Flex time ceenes O&E® DS DIC®
Shift Eui@) OGO
Overtime (OT) PO®OE® GFSME
Work remotely @I 5e@iCE Soets 80 Oti80e
Salary/pay/wage e/ e/ 88 cBona / &l
Remuneration e0Bebas eBm»@E / Ol
Compensation DBesdetdss S gOsne / OFER
Allowance FEYSES E@200
Claim DeeE® S H©
Benefits eRSBO3 SIS END)
Promotion geRiss ceesoe
Demotion ACOIC] DHPEOD S 6DTEO
Pay raise e eoi3es (ORI NIC)
Bonus eRime3 SENE Qe
Gratuity @E0 e00eI8DE
Pension Ceic E@® e
Resign Sealdesd 0@ 3R
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SEtranslator

https://www.facebook.com/setranslator

Transfer Qe () 38y @0
Performance 3603 @0 €00eDC3
Appraisal eremied DGO

Leave &9, SO / BRI
Half day &N &) OO0
Annual leaves GgedC oS D08 Seng)
Casual leaves DEOC Cos DEOC SOE)
Mandatory leaves Qoedt) GSenban Sg)
Duty leaves 8@0 &3 OSSNl BENg)
Day off o) B3 Seng) Ex
Maternity leaves ®©080 ©Be3 e SNt
Responsibility 00e3eenBERDTO QGIHE,

Request 830030 9CR®
Agreement 15O, BOE® / SN0
Recommend eODRRE) Soec® DODEN
Requirement B30©30 GFOGSND

Job profile

@R 6B

A0 30080

Job description

©cH® B5JSsD

A BEHOB

Duty 80 20EE / GeS0®E
Reporting officer 83300 @83 (®) 008 BEWISE)
Company OIS OV
Organization BonEetiss €302

Institute 963000 EICEDDCE
Incorporation oBeisebssd t3ot3ee DO
Proprietor / Owner ©e30e306E0 / B ®) Bt /| aBS00
Vision DS e¢MIO)

Mission CISh)] eRE®OO
Targets/goals Q063 / e®iges QEDD

Image 9oBS 580zs6

Public SRBD eE / ©mesm
Private 600 GEOED
Goodwill NG COVGENNOES
Limited 808 Bere8o
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Essential Business English Expressions
SFSOG®S D530 9Bt SIGD

Expression / i@ Usage / ©0&a@

#OILDIOTD et O Bede

Example:

It was a tough break for us when
Caroline quit. She was one of our top
performers.

A tough break

08 20®CIOE ®»Ped @Llers
80

Ahead of the curve Example:
We're investing a lot of money in

research and development so we can
stay ahead of the curve.

D0ODIOTOE ®»Ped Otn DO
CeL) IO

Ahead of the pack Example:
If we want to stay ahead of the pack,

we're going to have to work hard and
continue to innovate.

19 @ O e 76>

At stake Example:
I'm a little nervous about giving this
presentation. There's a lot at stake.

®B® ecrd 9O @ 80 608wy OO
£ede

Example:

Our programmers identified what they
thought the problem was with the
software. After working for several
hours, it turns out that the problem is
something different. We're back to
square one, unfortunately.

Back to square one

©® ecE® D G 8O uee® SO

Back to the drawing board Example:
The prototype wasn't successful. We
have to go back to the drawing board.

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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owee B Bomesw ®S® e®»; ®
DDOMODO S3t8FE

Backroom deal Example:

| think they got the government
contract because of a backroom deal.

SErw@ DOD ©@C SO

Example:

Ballpark number / figure I'm not sure what a Super Bowl
commercial costs, but to give you a
ballpark figure I'd say about three
million dollars.

©e0EGD 300 CL®TBR0 DIV RS
6®) Ovets e Ho®

Behind the scenes Example:
They make it look so effortless, but

they do a lot of hard work and planning
behind the scenes.

0 ecP® g golsn e¥l gdesed
80ex

Big picture Example:
Even though we all have very specific

tasks to do, our manager makes sure
we don't lose sight of the big picture.

DG GO OEO® LD
(B&8encma, 9fDde)

Blue collar Example:

It's a blue collar town with a lot of
farmers and factory workers.

BBEO e ©sO8»  edeiBbed
HFONED @ e JO@

Example:

It means to follow the rules 100%. We
are regularly audited by several
regulatory agencies. It's important that
we do everything by the book.

By the book

EDE DE 200D D@ o SO®

Call it a day Example:
Well, John, it's 7:00 and I'm getting
hungry. How about we call it a day?

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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AT ©xSecy @sGED 6 MDD eRIDE DR O DETERO
(email) @BoE 88 & Serw 4ol DIdSREOG et Texss Desze HOBN
06 (Message) @rd® GPRSD 6@ c0te®s ¢#deRiNED ERIeL.

Parts of an email message

From Sandun Sirikumara <ssirikumara@gmail.com> ~

To english.setranslator@gmail.com X

@/ Resignation Letter
@/Dear Sir,
@/Please accept this mail as a notice that | am leaving my position with this organization.

As per the norm of the company I've to give a month notice before resigning.
| hope you will get a good replacement for me within this time period.

| really appreciate the opportunities that | have been given to me to help me grow.
Wish you and the company the best in the future. Please let me know what to expect
as far as my final work schedule and the employee benefits

Please let me know in case of any assistance for the above.Kindly look into the matter.

Thanks and Regards
Kasun Seneviratne
Project Manager

. Sender’s email address (GDFed s BEH®)

. Receiver’s email address (@366 Sessd BEmH@)

. Carbon copy (CC) — send copies to others (0= Gcd@)
BCC — Blind carbon copy (Os¢ss 80as5 @cd®)

Subject line (@2a00)

Salutation (ep@3D#NE)

Body (530eo@s)

Closing (&8t $50©)

Signature (ef5e3m)

W N =

© =N e

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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Subject Line

- 203 o] APSEer SHITHED Goe® & 58 @b ente
&#Snben 8.

- R S8 oFoLr E DO DO® DOWNORD ¢ND @D
eRCE @@ g0 86 Brg @0t N0 6t DO» 38srEdDs
RO 6.

- R DBY exic»w @D gMd ERIPM O Red Glesmd
DEMOBD) DO PeR ©IIOE Dc®D & DIEE BB § BD
BO@ 6d.

- @O exnfe® € @R emdemm ed
o D& BSORD FrED 6IDODD
* FR GO FrED eDIDODD
o |ink &3 e 60D
o DOD Texd BEHED FrRED GMDODD
o GOFMEE 6] ERIDDICE DO FrED ©DIDIDD

Examples

Subject line Usage/Meaning

#FeEIDOI EE® #0co® DO® @F

Marketing meeting cancelled (@@ 88 / Inform)

Seoms SERc S8

Request for a quotation (@ 9688® / Request)

&8 0089 0» @ $eds
di d &IDASE
15CUSSC (583 Bes0® 88® / Follow up)

Here’s the budget template we

e086@ D)POLD: FeEPDOMN
Free workshop: Marketing Strategies | @6@Jws
(o0 &6® / Invitation)

&8 el 6 RO BOHEN

We appreciate your support (S 86@ / Thanking)
Red QD O T DODD PR
Don’t forget to use your coupon DOTD O

(D> PoIF85® / Reminder)

85808 ©006IBHER0 60D

Special invite for Loyal Customers ?&f%fggg;%%@ei@@@ /

Customer appreciation)

RDeR DB &3 BB EREIOID
Please share your experience with us (@RS o3 BERe acme SOt
/ Ask for reviews)

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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Bennd e DO1ERD0 Ovinde sDPDers e® &€ govdes 8Os
253800 @veE et D1l B8 wi@sidn wiwm.

o8 &

:8eiBmEs, 81oE® DS, i1 iy, Bwi®m &IsmD

&§€ & slndwes’ edn 830 ecsn ¢NBER, 9EEY, axn®n BE® @€ g Edm
38308 B0 e®® @16 @IcINIRE.

Types of formal/business letters / Go&z08/O15:82 B8 dE®

Parts

AN N NN Y

ANERN

Request letters (0@ odg® S8e® E8)

Inquiry letters (emcmc; 808e® E&)

Order letters (e1e2® SCe® E8)

Follow-up letters (e3gg Besc® BCe® E8)
Complaining letters (51858 ES)

Apology letters (€510 gmir SBe® E8)
Cover letters (em0m0t edCencs S8e® E8)
Acceptance letters (@5 880 Be® E8)

Letter of recommendation (Stedn S8e® E&)
Acknowledgement letters (1@< @0 ¢5)®Ee® E8)
Letter of approval (g5@» S8e® E8)
Resignation/termination letters (ed8®/4e8880® E8)
Service letters (eed0r 88)

of a formal/business letter / Go&z98/O115:82 B8um ginbon exmded

Date ()
Sender’s address (&3m0 88mw)
Receiver’s address (e@s3oned B8 w)
Salutation (e0®=5encs)
Subject line (®maz0)
Content (g@s380mes)
o Introduction (zmceq ©gz30:E®)
o Body (B#nciem emides)
Closing - Call to action (g®esz3 SE®)
Ending (Signature) (gs5es>>)
Enclosures/CC (e ®en®/80ss)

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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20™ November 2019 Date
Ref: 34df \
Reference (If required)
Mr. K.S Perera
No 32, R
Park Lane, Sender’s address
Dehiwala. -
Receiver’s address
The Manager
ABC Holdings Salutation
Queen’s Street,
Colombo: 05. Subiect Line
Apply for an Internship l Body

During the Fall Job and Internship Fair at the University of Wisconsin — Green Bay, I had the
opportunity to visit with Stella Burke, your College Recruiting Manager. She suggested that [
contact you directly to receive more information about your summer internship program.

Through a course on financial institutions, I was exposed to many aspects of commercial
banking. This represents a career opportunity that would allow me to combine my interest in
finance and my strong interpersonal skills which I have developed through my various work
experiences and campus activities. To compliment my academics and present work
experience, [ would hope to participate in an internship during the summer of 20XX.

I would appreciate any information that you could forward to me about your summer
internship program. If you have any questions, I can be reached at (920) 883-XXXX. I look
forward to receiving the information and speaking with you soon. Thank you for your time

and consideration. \
Sincerely Closing - Call to action

7 Ending (Signature)
h

Janet Smit

Enclosure: Personal Resume (CV) Enclosure (If required)

CC: Mrs. Stella Burke \

Carbon copy (If required)

F 0w ®mand (subject) E8ed dbows 40 05D &m0 &rn®
EBOE ®101 B0 @NE1eR.

r 88mor B8dc (reply letters) ®imazmd wew ci@en E8c 8€Red
ez’ B8O 8.

» Rference, Enclosure, Carbon copy w» om0 adenm® o®enz
@I BID.

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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What is company profile? (&3@6® =808 / @I®® o)

- OB D30e3000D etNRNOE B 25000 TEimitn® SERCd do®mE
e 9Clus wom eg@m@ Company profile & 8.

- 80D Oemns @@ roMed,  Seiwe® e®)  O51e00ed
CV/Resume & 8.

Why does a business need a profile?
(©5030060 profile dod ¢Oes gcid?)

- Ose0ed etRNEE 1 8 Jrimdo® SEgRed ©0eniEniEsiO,
£305E® 0RO, 60 DY, DAOROWORD & eMODOT
D® 60m»3 LGOS0 S #LeRINRI 8 §B0teEE ERICE.

- ERIEISD PSADE BE DoDIBTHOO 6w 9O greciocsd

ERVOTBe® ¢o@diss profile oo 8oy ©red.
- grot@80 O50e06e E@énd ) SHD0OE BERE es3T@0 ¢ profile
D Br%) @eR.

What to include in a profile? (Profile oo gred e ednds)
1) Business Details

- 3D 8D D50 60l SERD GEHS DEED god B
EOTNED DB GE.

e Company logo (6@1®® @iotina)

e Company name (&3@1®»e® »®)

e Registration number (83808 o)

e Established date (£30:8> E»®)

e Physical address — Head office (88»x)

e Phone & fax numbers (0O ®) Oades o)
e Website URL (608 af)8x)

¢ Email address (8ezsd 88a@)

- gto®O0 9D SE®D eMONT FIED PO B8 Shsam

(letter head) profile o E2e® € e®) eOn® ©® e FO® GO s
@068,

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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What is a business report? (830505 000 o @S £7)

- 250830006 PeRIEIE®, DOMMIODORE, DIIVETBOND e 6IODIT
EEBO® Cectn 915100 SO coean eRE.

- ERVIEWIDO B30e006 DE STDDBD GOEDD 68 a8erionn »HBed
¢ 5000 b ey eRE.

- 2@IBEeED B8 253000 BOHMED ®TSO0 630 #OGBROD EDD BN
eOOT OTDO BB THEEBMED ERIOTBO0 ¢ &350 DD
BEese 20ty ERE.

- 008 e’ OY ER® 600t Y0 BOED B P o
£30RBICERD € EBROB @ 68,

- Be® D00 DAL B0 60 S DOWMORD GO WING
eRIGE EE.

o LG gd@dn

o LM 0e? (Brd» 88 ee300a@)
o DNVCIGD HIB BHITEE

o HWISH ewets TB EC?

- DD =OEEDRE DO® D S80etd 500D POGE, SODHIDE
B ¢LeRING © ity 6BEOIESDE G0k, O,

o GV DOWD 6O ¢

o 5 ) OVE MEVIMDIODOE 00D €

o SIBERERRSD 6 ®rNPRODND DD ¢

o VB ©IEE 6O ¢

o NV OWOS 6 DEFOTesE B3 oo ¢

- 2D 9503000 OANOE ¢ISE0 D BEHS eI0E GPIOOD
e8.

e Approach (8e@®)
e Conclusion (B8e®@»c - 621380 08 B0 exmed)

e Recommendation (8bef®ax)
eR0eID0 SVec®ns 031D e DOGE.

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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F comeE R0 S8 900 0 R0 Oxendmd XSSO0
390800 aoe3N0s et oo O8T AR,

ReB B 2@ BER¢ (performance)

sO8» QEsen 3306 S8gre (financial status)

StD9E Gt ¢Beie SERE (issues)

@¢ Sae®9n Sgrc (Achievements)

FeRDDOM Pe®ines S8gc (marketing strategies)

DO O o ewizor EIE® (suggestions)

20 ¢ s0msen B30 0@ (investigations)

0eniBn =i@diE SERE (complaints)

&¢I & DeEnns BRSNers E1Pn @it flsd O o]
£@eeidnnn SO0 Beed.

r oD e ol S0® (presentation) 0dm ©0@TEBR0 98,

20 988 suymes 536 gl (fluent speaking)

230 8 i 886 gl (sufficient vocabulary)

208 esEoTEiRn 8@ @i (order of points)

ocdus S0e® Derenn Sax @i (presenting style)

GO®s eERD B too 0B VG @& (related documents -
Ex: a PowerPoint presentation)

DIEB DERLIMDOME DO®D & (time management)

BT ol DePey vEnd (prevent mistakes)

r otlos 8000 60 @R £0»® TrED IO

GO@s eMODOT, @@ B BP0 O oS, (information)
208 6BEOTERE @ ¢S ealoxm. (template)

9f0ss D0e® 0dcmn 8exne DOB® (e@Iexidd PowerPoint
slideshow ©x). (Write a presentation)

el S0@ ey ©20» »EE SoOHME oz, (calculate total
time for the presentation)

ocdud SO0 6oOE I OODD DD oz, (simple style)
25 o8 @bdn s 600 ©dtd) 8D 108 SOHMD DI®
203, (talk point-wise)

@5 2O» 8w ©n SOOHMED ©OIIGP®. (average
speed & accent)

DO enES . (practice well)

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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Taking a call (@ce®@®» @O SHFEO HIo®)

1. Hello/Good morning/Good afternoon. [Company name], [your
name] speaking, how may I help you?
2. [Company name], [your name] speaking.

Making a call (gz@2@ ®&®)

3. Hello, this is [your name] from [company name].
4. Hi, 1t’s [your name] from [company name].

Asking for somebody (Ge®@ SgR¢ D@EO)

5. May I speak to [person’s name]?
6. I’d like to speak to [person’s name], please.

Giving reasons for calling (£:@0® ER105e® el DO®)

7. I’m calling to ask about/discuss/clarify...
8. 1just wanted to ask...
9. Could you tell me...?

Small talk (e30®@3 DOH®E)

10. Hi, [first name], how are you?
11. How are you getting on with...?

Taking messages (865886 @@1®t5@)

12. I’m sorry, she/he’s not here today. Can I take a message?

13. I’m afraid he/she’s not available at the moment. Can I take a message?
14. Could I ask who’s calling, please?

15. "l give him/her your message as soon as he/she gets back.

Leaving messages (8838800 @iE®)

16. Could you please take a message? Please tell her/him that. ..
17. I’d like to leave her/him a message. Please let her/him know that. ..

KWD Sandun Sirikumara | Email —ssirikumara@gmail.com | TP-0702684505
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What is a business meeting? (33300 (/R0 oy e &?)

B® BOmE® ©iS5e® O8I e8] 9EPREE SEINTSe® GOBSID
GO ececemnm® 6 JO0 &f) 80td b @008 © oy @D
£0089HD ) o D000 DL/ eI 6.

Types of business meetings (©23:500m &e358 OO®)

1. Status update meeting
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2. Decision-Making meeting
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3. Problem-Solving meeting
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