Business communication skills

Meetings | Updating and delegating tasks

i O7P Jamie Ortega oversees soveral volunteer projects in the Chicago area. He is
calling Samira Khan to ask about the progress of the community centre project she
iz working on. Listen to their conversation and makes notes on Jamie's notepad.

M Samira Knan {ammanitg centee)

2Z O7F Lisren again and completa thaga phrasoa,

'Ihr“ e ) 1 How over there?
dpadline — can they moet i 2 Well. s far
AR T 3 Everything’'s ¥
4 5o what's the decorating?
arvbina 5 We're the ceiling ...
i 6 And where i the lighting?
FITTEn, T We'lve
8 So, _ - . the painting's noarly done, ...
ac ity 8 Soit's all going according
3 Put the phrases from 2 into these categories.
a Asking for an update
b Chiving an upcate:
©  Surmmmarizing:
4 Work with a partner. Look at this schedule for un office move. Ask and answer
quastions about the project using phrases from 2
Example: A What's happerning with the headed siationery?
8 Wieve ordfered it
Task Deadline Date finished
Order headed stationery 10705 05 06
Order new farniture 10505 10408
e SR Senid new address cards to clients 11705 To d
Tip r Dates Issue staff with new badges 1105 1041

Pack up paperworlk 16506 ongoing

Dates are written differently in the
US and the UK. In British Emglist o = i
the day comes Dﬁl‘orelt:": m;:n‘r: I.ﬂ 5 OEP Listen to this meeting between Samira, Jamie, and team members, Josie and
Arresrican English the month comes Brund. Who agress to
bafore tha day. 1 mect the carpet suppliers?

the tonth of May = /OS5 (British 2 buy the pai p

English}; D600 IAMErican Eng t
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