Class Orientation

Course Title Business English
Course Duration August 14th(Wednesday)
Textbook Printouts

*Course Materials Link: https://jejueec.moe.go.kr/distance/data.php

Lzl G Frh(7/31) SIF2 AL AL HEST|

Topics FXh8/7) RYEE A AR US|
3FM(8/14) S282 R EIP
4%XK(8/21)  OPHOPE 39| AtMsty|

Zxk(8/28)  CHALCHH M4 s Hst7|

6%XH(9/4)  AZATCIE Hit ASY|
7RX9/11)  HE SRS HA Hom HE FF
87xt(9/25)  OIHIY ZH5t7|(*0|H|Y 2kA))
9Fxk(10/2)  OIHIY WEW U HH| B

*No class on September 18th due to the Chuseok holiday.

Introduction

At 27, Kim Aebong finally lands a job at Banana, not Apple—a leading global company in Korea.
After two long years of job hunting, her sweet success brings happiness mixed with nerves. So
jittery is she about her first day at work that she manages only three hours of sleep.

Her new team is a vibrant mix of global talent: Jacob, the team leader from the USA; Lily, the Irish
senior staff; Naya, the Indian assistant manager; and Amelia, a fellow newcomer from the UK.


https://jejueec.moe.go.kr/distance/data.php

Join Aebong as she navigates her first day in the melting pot of Banana, where cultures clash, coffee
flows, and office adventures await!

Today’s Expressions

O Learning various expressions meaning ‘A|Zt0] LH&! mjf’
(O Learning various expressions meaning ‘BENF MK’
(O Learning various expressions meaning ‘205 SLICH

Today’s Dialogue |

Dictation |

Aebong: Hello, Naya. , could I ask you to the
draft plan we discussed at last week’s weekly meeting before I report it to our boss, Jacob? I
would appreciate your insights on any aspects I might have missed. Also,

analysis file for your reference.

Naya: Sure. Aebong. I can it. Can you send me a
copy via email?

Aebong: Thank you. Oh, I was planning to send the plan to Jacob this afternoon, but I've been
asked to join a conference call at three. me
getting back to Jacob after the call?

Naya: Is it absolutely necessary for you to join? I thought we were
about getting back to Jacob being a priority.

Dialogue I



Aebong: Hello, Naya. If time allows, could I ask you to review the draft plan we discussed at
last week’s weekly meeting before I report it to our boss, Jacob? I would appreciate your
insights on any aspects I might have missed. Also, please find the attached analysis file for
your reference.

Naya: Sure. Aebong. I can take a look at it. Can you send me a copy via email?

Aebong: Thank you. Oh, I was planning to send the plan to Jacob this afternoon, but I've been
asked to join a conference call at three. Are you okay with me getting back to Jacob after the
call?

Naya: Is it absolutely necessary for you to join? I thought we were on the same page about
getting back to Jacob being a priority.

Vocabularies

Q draft xot

(O discuss =O|3}C}

(O appreciate DO SICE SHFESICH QIAISICH FITIE otH Lt
Q insight EA

O aspect e e g S

Q) for your reference 1=

O absolutely HEOZ S2ULL0|(ANYUS EE)

(O necessary LIt TIAXOI

Q priority oM AL, M, 2N

Dialogue | - Useful Expressions



1. FMOJ-AIZHLEA

1) At your convenience M54 i(formal)
2) When you get a chance 7|3|7} E| 4! i}
3) Whenever it's convenient for you H3SHA! IIf
4) If you have a moment - Z7F A|ZH0] QO Al rf
[ex] Please review the attached document at your convenience and let us know if you have
any feedback.
HEE ZME HoHA o HES] FA|L2, 2| HO| U A|H L{FA|7| HEEL|CE
[ex] When you get a chance, could you provide an update on the project status?
7127t = mf, TEME XY 2SS AOO|ES] FH = J2MTItR?
[ex] Let's schedule a meeting whenever it's convenient for you. Just let me know your
availability.
Hotd uf 0j8 AHS HFOA|E. 7tsTt A[ZIS L FA L.
[ex] If you have a moment, could you please review the final draft before we send it out?

HZEAZto] o d mf, £|F xots LESH| Ho| AESM F4A £ JA2LIIR?

. HAEsiCt
1) review (AN S2) BESIEL formal
2) have a look at ~ $HH ZHESICH casual
3) look over ME ZO0ELCt casual
4) consider (7ted, 282) dESICH formal
5) go through (Z 0 EH) HESICH casual

[ex] I need to review the contract terms before we move forward with the agreement.
Aefg TS| Mol Alef =712 HESHOF gL|Ct,

[ex] I'll have a look at the contract tonight and send you my comments in the morning.
2= ol AYME ot HEStD, LY ofH o K| o[ AS ELHERAIR.

[ex] Do you have a chance to look over the deck before our meeting later today?
2= 2|9 Mof| Xt=E °HH F0{E A|Zt0] A2417tR?

*PPT CHA : !

[ex] Please consider all the potential risks before making a final decision on the project.
D=HEQ| ciet 2F ZH™HE W27 Hof| 2= HxHEel IS sl FM(K.

[ex] Before we launch, let's go through the user interface one last time to check for any
potential issues.

EASE7| Hof| ALEXL QAIE{HO|A S DFX|2HO 2 ohH HASHY HAHL 2XIS =2eldl ALt

=

Dialogue | (Korean ver.)



Aebong: 2t'EStA|R, LIOF. AIZHO| E[ACHH, X|'HZ =7F 9| ofof| M =2foh A=l et £0tS X[0]F &AL
Al 205k Hof| AEsH 4 = ASMR? Mot 28 220| J=X| o|A FEIEEL|CH ot FsHd

+ UEE 24 IIUS HEHOL| SHOIs FA|S.
Naya: 220|%, 042, AHEASLICL O[HYE SAHZS BUFA 4 ULIR?

Aebong: ZEAFRILICE. OF, 12|10 HIO|ZOf|A| A|=IQtS OH 20 2 H[=l0|A =0, 2% M Alof Am
HA 20| HMolets RES UK. Hot =0 MOo|Z0A AHEHE HESNR?

Naya: HHE Al AA{6HOFSH SHLIR? RIOIZ 0| H2t=a|= 20| SM0|2Hs o 2|7 22 MZfo|Qitkn
24012,

Today’s Dialogue 2

Dictation 2

Aebong: Jacob, the Zoom meeting with the Paris branch this morning
You wanted me to how it went, right?

Jacob: Yes, Aebong. I was wondering when you were planning to come into my office to
that.

Aebong: I'm actually available right now. Can I grab my notes and them
with you? Oh, and about the draft plan, I was planning to to you this afternoon.
However, would it be alright if I present it tomorrow morning instead? I've

by Naya, and there are some revisions that need to be incorporated.

Jacob: Alright, then please start with the Paris office update first.

Today's Dialogue 2



Aebong: Jacob, the Zoom meeting with the Paris branch this morning went well. You wanted me
to brief you on how it went, right?

Jacob: Yes, Aebong. I was wondering when you were planning to come into my office to talk to
me about that.

Aebong: I'm actually available right now. Can I grab my notes and go over them with you? Oh,
and about the draft plan, I was planning to report to you this afternoon. However, would it be
alright if I present it tomorrow morning instead? I've had it reviewed by Naya, and there are
some revisions that need to be incorporated.

Jacob: Alright, then please start with the Paris office update first.

Dialogue 2 - Useful Expressions

1. 2Dsict
1) report Bk n formal
2) brief (ZFEFSHA|) 2astCt formal
3) update C|O|ESICE Ags B 5Tt casual
4) notify ta|ct, 2 astct formal
5) touch base Ztets| =9l SILt <QISHT) casual

[ex] I'll report and escalate the case to the IT department to ensure it's resolved quickly.
M7t o] 2ME IT £Mol| 2nstn, MESHA sHEBE &= JEE EXSHUSLICE
[ex] Please brief me on the weekly plan.
T A=l S 7HES| 218 T L.
[ex] Could you update the client and give a heads-up about the potential delay?
DHO|A| oAz A2S HOO|ESt, FRHE QI X[HO|| CHoll 0|2 HHE 4= AULIR?
[ex] Please notify me of any changes by EOD.
2= ¢F = T(EOD)THX| HE Atelts e FAH K.
[ex] I just wanted to quickly touch base with you: did you get an email from my secretary
about the meeting?
ZHEHS| 2elstn HOIMR: | HIA 7 HEH 2|0 2 O|H U S o AlLtR?

[ _— — AN

Dialogue 2 (Korean ver.)



Aebong: H0|&, 2= OF&0f mf2| X[Atete] = 0|E 0| & TR, ofEA TAY=X| 2| ENE
2| d HotlE?

Jacob: U, OiS. AX| M AFFHZ 2tM 23 20f| CHaH O]oF7 |2 A|=l0|A=X] S5O K.

Aebong: X|2 P& 7tsdlR. M =EE JHX[11 2t HBEZIR? OF, J2|10 A[=Q X otof| CHai A=
o5 20| 1= 0 Fo|H=ER. LHY obHo| B nEa{E MESTR? Liof UL ES B
Sof ghesior o £ HAIE0| F 0jHR.
Jacob: 12|, & X, 2| X|AF 2HEHSHM L2 FM| K.
Activities
Please fill in the blanks using today’s expressions.
1. A: Could you please send me the finalized report at y C ?
B: Sure, I'll get that to you by the end of the day.
2. A: Whenyoug ac , could you have a look at the marketing
proposal?
B: Of course, I'll review it this afternoon.
3. A: Let’s schedule the next meeting whenever it's c f
y .
B: How about Thursday morning? Does that work for you?
4. A:Ifyouh am , could we touch base about the new project?
B: Sure, let's meet in my office in five minutes.
5. A:T've sent over the draft contract. Could you r it before our meeting tomorrow?
B: Yes, I'll make sure to review it thoroughly tonight.
6. A:Canyouh al at the presentation slides before the meeting?
B: Sure, I'll take a look right after lunch.
7. A: Could you | o] the financial report when you get a chance?
B: Absolutely, I'll look over it this afternoon.
8. A:Pleasec the new proposal and let me know your thoughts.
B: I'll review the details and get back to you by tomorrow.
9. A:lneedtog t the project plan one more time before we finalize
it.
B: Let me know if you find anything that needs changing.
10. A: T'll r the issue to the IT department and escalate it if necessary.
B: Good idea. We need to ensure it’s handled quickly.
11. A: Could you b the team on the new policy changes during tomorrow’s meeting?
B: Absolutely, I'll prepare a quick overview for them.
12. A: Canyou u me on the project status by EOD?

B: I'll send you a summary with all the key points before then.



13. A: Please n the client of the schedule change as soon as possible.
B: I'll make sure they’re informed by the end of the day.

14. A: Let's t b after lunch to go over the final details.
B: Sounds good, I'll be in my office around 1 PM.

Answer

1. A: Could you please send me the finalized report at your convenience?

B: Sure, I'll get that to you by the end of the day.
2. A: When you get a chance, could you have a look at the marketing proposal?
B: Of course, I'll review it this afternoon.
3. A: Let’s schedule the next meeting whenever it’s convenient for you.
B: How about Thursday morning? Does that work for you?
4. A:If you have a moment, could we touch base about the new project?
B: Sure, let's meet in my office in five minutes.
5. A:T've sent over the draft contract. Could you review it before our meeting tomorrow?
B: Yes, I'll make sure to review it thoroughly tonight.
6. A: Can you have a look at the presentation slides before the meeting?
B: Sure, I'll take a look right after lunch.
7. A: Could you look over the financial report when you get a chance?
B: Absolutely, I'll look over it this afternoon.
8. A: Please consider the new proposal and let me know your thoughts.
B: I'll review the details and get back to you by tomorrow.
9. A:Ineed to go through the project plan one more time before we finalize it.

B: Let me know if you find anything that needs changing.

10. A: T'll report the issue to the IT department and escalate it if necessary.
B: Good idea. We need to ensure it’s handled quickly.

11. A: Could you brief the team on the new policy changes during tomorrow’s meeting?
B: Absolutely, I'll prepare a quick overview for them.

12. A: Can you update me on the project status by EOD?
B: I'll send you a summary with all the key points before then.

13. A: Please notify the client of the schedule change as soon as possible.
B: I'll make sure they’re informed by the end of the day.

14. A: Let’s touch base after lunch to go over the final details.
B: Sounds good, I'll be in my office around 1 PM.



