Lesson Overview

Updating and delegating tasks

Imagine that you are a team leader, and one of
your team members is on sick leave. You need
to open a meeting to discuss the necessary
adjustments and delegation of tasks with your
team to ensure the smooth continuation of
ongoing projects.

What will you say and can you guess what your

team members will say during the meeting?

We were aiming for [date], | Ching t3i d& nhdm dén [ngay],
_but with [obstacle], it might | nhung véi [tré ngail, viéc bam sat |
. be challenging to stick to that : méc thoi gian dé c6 thé la mot |
timeline,  thach thurc. '
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Is that something you can D6 c6 phai la digu ban c6 thé gidp
“help with, [name]? du’qc khong, [tén]? |

Would you like to help Wlth
that, [name]7 -

I'm currently swamped with : T0| hién dang ngap trong cac dy an
. other client projects. - khach hang khéc. :

Vay, hay cling kiém tra xem liéu tat

S0, let’s check we all know : ca chlng ta déu biét minh dang lam .

- what we're doing.

éYou're going to...
. going to...
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Let's (plan to) meet again in Hay (Ién ké hoach) gap lai nhau sau
. [number] week(s) to review : [s6] tuan nita dé xem xét tinh hinh/ :
. the situation/ progress. tién trién. '

- phan céng lai mét s6 nhiém vu khac
cUa toi

Sdeliver a presentation abouté
. sthto sb '

~danh gid cao su san long gitp d&
- cla ban |

. the opening of the newé
. branch |

nhan vién lam truc tiép v6i khach
hang (nhan vién tuyén dau) |




