EASY at Work - Unit 12  - Taking Care of Business - KEYWORDS


LESSON 1 – Restocking the Shelves (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	I'm

told

running late

help

have

ordered

need to

pick up

count

take

toss

make sure

write

put 

finish

looks

faced

fronted

rotate

check

pull

put

past

can't have

could get

expire

take

sell
	store supplies company

supervisor

today

magazines

newspapers

order form

publications

list

unsold copies

issues

newsstand

books

box

book rack

restocking

mess

things

case

order

inventory

clipboard

form

food

expiration date

cheese

these

today

package(s)

older ones

week


	morning

I'm …
I'm running late.

Can you help me?
Do you have...?

I need to pick

old issues

count them

off the newsstands

on the list

OK

let's finish

I'll be back.
Hey.
Hi.
that looks nice

faced and fronted

making room

rotate the inventory

outdated

past the expiration date

any old

check the dates

go ahead

forward

to the front

first in - first out

thanks for your help

see you next week


LESSON 2 – Showing Respect (3 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	are coming

comes

like

provide

use

eat

book

have

tell

manages

are going to be

work

watch

put it in

don't move

ask

starts

hurt

takes

making
work

go

say

need

knows

learn

wait

talk

fix

plug

untangle

tape

trip

moving

told

schedule

listen

think

use

helped

transfer


	people

company

year

sales conference

service

rooms

meals

conference rooms

banquet

department heads

rooms division

manager

desk clerks

bell persons
doorman

valet

housekeepers

laundry workers

custodian

gift shop

business center

restaurant 

kitchen

chef

cooks

dishwashers

waiters

hostess

bussers

banquet staff

safety

themselves

customers

e-mail

table

time

meeting

minutes

back

home

partner

things

boss

presentation

laptop

projector

cable(s)

port

wires

problem

attitude

skills

work

guest

problem

computer

hotel

tech department

audio/video equipment


	that's a lot

every year

lots of

I need to 

are going to be really busy

work really hard

all the time

I know

I'll put it

by yourself

I don't have time

it only takes a second

quit making excuses

work safely 

get off my back

got a minute

I’ll be there in a minute.
satisfied

Can I help you?

What’s the problem?
It'll take a minute.
What did you do?
I told him

It's too heavy.
disrespectful

What did you say?

Got a minute?

listen to this

Sam is frustrated

What do you mean?

was efficient and courteous




LESSON 3 – Meeting with the Manager (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	leave 

let

do

got

have to go

complained

sound like

say

tell

follow

enjoy

helped

get fired

come in

sit down

what happened

move

thinks

must follow

lift

work

improve

understand

like

told

tell me

want

faxing

copying

take down

talk about

change

get over

believe

has

I might be

have to go
	day

job

memo

manager's office

rules

guests

man

computer

table

safety rules

heavy things

manager

safety

staff

team

hotel

computer equipment

laptop

projector

skills

customer service

electronics

business center

today

week

communications

email

audio/video equipment

meetings

transfer

tech department

job(s)

attitude

recommendation

dream
	hi

How's you're day going?
leave me alone

have to go

doesn't sound like

tell you what to do

she doesn't have to tell me

that was cool

I'll probably get fired

come in

sit down

what happened

bossing me around

she thinks I'm stupid

rule number

you must lift heavy things

with a partner

work as a team

mission statement

Do you understand?

of course

What's the problem?
I can fix this

it'll take a minute

it isn't pretty

very good

Can help me...?

what do you want me to do

using email

take down

that will really help

we can talk about

Would you like..?

do a good job

thank you so much

bad attitude

we noticed

thanks to...

get over to

out of line

pay attention


LESSON 4 – The Business Center (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	help

(I'd) like

purchase

want

get

shipped

take care of

going to do

fax

e-mail

hire

take

call

don't care

deliver

lose

take

waiting

closes

fill in

be with you

write

use

need

hurry

cost

weighed

put it on

print

sign

want

pay

charge it

swipe

check out

will be on
	report

tomorrow

documents

business center

second floor

emergency

pickup

boss

desk

driver

express shipping office

account

taxi

package

express station

cab

room number

scale

shipping label

doorman

time

wait

copies

copier

color copies

sheet

original

copy machine

morning

room

card

bill

copy
	How can I help you?
What?
by tomorrow

no way

Where can I get…?
overnight

on the scone

They'll take good care of you.
I've got an emergency.
You're too late.
the last pickup

What am I going to do?
hire a driver

express shipping office

I don't care.
I'll lose the account.
call a taxi

Thanks.
fill in this form

I'll be with you in a minute.
What about this?
I haven't got all day.
come down

We're almost done.
How much?
going to cost..

let me print

sign here

plenty of time

I'm sorry.
This is urgent.
double sided

How many pages?
a little more time

need those by

We can do that.
back to back

stapled together

swipe your card

checkout

charges will be on your bill

Please sign here.


LESSON 5 – Difficult Customers (1 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	help

need

fill out

send

get

fax

goes through

was

need

asked

didn't understand

thought

said

misunderstood

tell

send

know

file

here's
	ma'am

form

cover sheet

fax number

confirmation 
number

fax

fax machine

ATM

cash machine

supervisor

business center

HR manager

extension

originals

guests

room

call


	excuse me

How may I help?
Please fill out…
when the fax goes through

I didn't understand you.
I thought you said…
you can send a fax

I want to file a complaint.
I'm glad

charge it

Can we talk?
got a call

rude

not very helpful

I'm always friendly.
She snapped at me.
I didn't understand
hear your side of the story
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