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BEC Office English % 26 %, MBskat, (KEBIFIAUE] SMART f2hs, 64 MRS WHHIVsE 20
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64 PREFIBEE 5 MRIER D 10 M AR FERE A PRI IR B IR 2

GROTALHIR, #EEH TREEER —EERTZH— @ BWENARE, 25— MERKERER. XF2
P H BRI B R, X—E NGRS (performance reviews or appraisals) HHd: Bt E 2 AT
UEHE back up, WKSSRUEAML THRER AL FIAHEYIE, &/EH SMART figkE (specific.
measurable, achievable, relevant, time-based) #IHFRFI%, 64 PIERIRLHRKBIIERL, %
CPHEEIERR ) 4, BRI, 2 n] AR &,

| RIYEER VR

1. performance reviews or appraisals - SiZUIFA —— AGWAR, Pippa WIEN: "most organisations
have performance reviews or appraisals and this is where they'll expect you to set goals" (CKZ%H
LA GROEAS, TSI IRTEAIN BE HAR) . M/MAIRI: performance review fm 2 #RI,
appraisal fi PTFESFR ), REATRM. ERARSIIEANIEE — KB, Ki9A. EBR, #EE
FEPPAS T IR B

2. go above and beyond - #@@AH — Pippa FRR: "where you maybe go above and beyond, you
do more than other people" (IRMVFEHER T ARIR—IGILAIAZ), EPO4 BIKET: SROTALHEE 2

DR AL, BHWSIRA (beyond=#8UdHB% TAIR) £k), EELH go above and beyond
=ia—/RED; b work hard BRI, 1EE. #G, Ei{2@EA,
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3. SMART targets - SMART H#n Phil 95& % : "it's an acronym. Each of the letters stands for a

!

particular word' "specific, measurable, achievable, relevant and time-based" (E{K, nIffig, w]
TP, AHSE. BEIBR), FH "these are supposed to be the things that will make a target more
effective” (XUEHEERELL EARERRD . Pippa MRHIMKE VIR : BHXLELEREMR, "don't have a

real way of knowing whether we have achieved them" (FEJERIEIEHNEIEEOERK) -

4. address this issue - fJRIGXA T — Pippa HHIKA): "I know I need to address this issue™—1h
T "address just means fix", FrHAL: "saying this yourself before your manager says it...
shows that you recognise the things that you're not as good at" (H2.5ti, RARIANHAEH A EK
(75D . address bt fix IEX—— FEFAI; SHOME, ZP&RF EEH, 15 BEEERE, 7l
il too

5. build on that - fEEER F4kS: —— Phil W& BrEFX: “start by looking at what's gone well and
then think, how can you build on that?" CGEBEWEMIGLF, BAUEALEHEA R4kS:) ——3% "take the
skills and knowledge that you ve developed and make things even better', EP21 ] build on our
previous successes fEXHRMIEH T %IE: BIRTLEZHE L, MMEBEMRIE, MiFon EE; 5
buildup (&) J5FAEIAF,

I . I BRELE

%% HhSORE J Sl

goals for your career HRlk B R "Do you have goals for your career?"

a sense of optimism SRR "good to have a sense of optimism"

realistic PI&sLhR "make sure your goals are realistic"

disheartening 2 NPT "it can be disheartening if you don't
achieve"

progress in your career HRAP R "help you progress in your career”

your podcast guide to the world of Pzt 7% E  "your podcast guide to the world of work"

work [E3]
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goals are important at work

career or job goals
motivate yourself

improve your performance
something to aim for

quite repetitive

performance reviews or

appraisals
set goals for yourself

that formal performance review

process
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"Do you think goals are important at work?"

"today we're talking about career or job goals"
"you can motivate yourself"

"to improve your performance"

"good to have something to aim for"

"your job is quite repetitive"

"most organisations have performance reviews

or appraisals"
"expect you to set goals for yourself"

"talk about that formal performance review

process"
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your achievements

going well at work

made real progress in...
How would you do this, Phil?
particularly good at

go above and beyond
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"talk about your achievements"

"what's been going well at work"

nyt : n
I've made real progress in...

"How would you do this, Phil?"

4/15

"you think you're particularly good at"

"where you maybe go above and beyond"

excel at FenlfE K "one thing I think I excel at is..."

particularly proud of SHIIEES "I am particularly proud of this"

list evidence HI R "you might need to list evidence"

a certain figure FENET "in a certain figure, or maybe a project"

the 20% increase 20% FIHE K "I'm particularly proud of the 20% increase"
back up XA AR "use as evidence to back up the fact"

what you could improve A] DA77 "expected to talk about what you could improve"
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weaknesses
stressful performance review

a slightly different way

through no fault of your own

I'm not spending much time

working on...

more experience with that

how your manager can help you
support and training
I'm finding sales really stressful

some more training

feel really confident

address this issue

recognise
set some goals for the next year

address just means fix
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address 2 fix

JE el
"difficult to talk about our weaknesses"
"in that stressful performance review"

"think about this in a slightly different

way
"through no fault of your own"

"I'm not spending much time working

on...

"I'd love to have more experience with

that"

"how your manager can help you as well"
"with the right support and training"
"I'm finding sales really stressful"

"some more training so that I feel really

confident"
"so that I feel really confident"

"T know I need to address this issue"

"shows that you recognise the things"
"set some goals for the next year"

"address just means fix"

5/15
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talk about goals at work
what's gone well

build on that

skills and knowledge

it might be training

support from your line

manager

the things that you find
difficult
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"talk about goals at work, Phil?"

"looking at what's gone well"

"how can you build on that?"

"the skills and knowledge that you've developed"
"it might be training"

"support from your line manager"

"spend more time on the things that you find
difficult"
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SMART targets

an acronym

specific, measurable, achievable,

relevant and time-based
more effective
unrealistic goals

areal way of knowing

actually measure

followed it through from the
beginning to the end

a10% increase on sales

at the end of the year

sounds very SMART

That's it for this episode

keeping everyone happy at work

See you then.
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"talked about is SMART targets"

"y n
1t's an acronym

"which are specific, measurable,

achievable, relevant and time-based"
"make a target more effective"
"we might make unrealistic goals"

"a real way of knowing whether we have

achieved them"
"a goal that you can actually measure"

"followed it through from the beginning
to the end"

"making a 10% increase on sales"

"at the end of the year, have I done it or

not?"
"that sounds very SMART"

"That's it for this episode of Office
English"

"keeping everyone happy at work"

"See you then."

JESZ il
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push you forward

achievements

think really big

for the year ahead

general conversations

targets are often about improvement
a particular sport or activity

a project that you've completed

a real way of knowing

keeping everyone happy at work
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Appraisal season. The form asks two questions. First, your wins: "this year I've made real
progress in reporting" — and back it up: "the 20% increase in dashboards delivered." Or lead
with strength: "one thing I think I excel at is untangling messy data," where you go above
and beyond. Then the harder box: weaknesses. Don't say "I'm really bad at my job" —
reframe it: "I'm not spending much time working on sales through no fault of my own, and
I'd love to have more experience." Offer the fix yourself: "I know I need to address this
issue" — before your manager says it. Now set the goal: start from what's gone well and
build on that — take the skills and knowledge you've developed and make things even
better. Want it to sound very SMART? Make it specific, measurable, achievable, relevant
and time-based: "by the end of the year, I will have followed a new project through from
the beginning to the end, making a 10% increase on sales." At next year's review, the answer

to "have I done it or not?" is written — measurably — in the form.

SEE: EFR T, RIBRIMANMIE, 58—, RIS THERIERRTT IS 7R SEAE R
B — L TR BEREEE K T 20%, ) BCE MBI : B[R IE R — S, 283
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Bt RS — RO SR RIBREMANA SRR, ILHEEL, ik TIniERIER SMART) ? LB
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Pippa: Do you have goals for your career? TRAHNL HARIS?

Becca: It is good to have a sense of optimism, because I A RIS MRS, OVERERILE
think that that can really push you forward to certain HEan IR — LR
achievements.

Georgie: I think it's important to make sure your goals are TG EROR EARUIE KRR, BN

realistic, because it's easy to think really big, and then it can ~ W&EZEGRA——IAAZIITIEZR

be disheartening if you don't achieve those things. PRI
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Phil: In this episode of Office English, we'll talk about the

language you need to help you progress in your career.

Pippa: Hello and welcome to Office English from BBC

Learning English, your podcast guide to the world of work.

Pippa: I'm Pippa.
Phil: And I'm Phil.

Phil: You can find a transcript and subtitles for this podcast

to read along with on our website.

Pippa: So Phil, today we're talking about career or job goals.

Pippa: Do you think goals are important at work?

Phil: Um, it might depend on your job, but I think usually
yes, they are, because they're a way that you can motivate
yourself to improve your performance and to do more at

work.
Pippa: Mhm.
Pippa: Yeah.

Pippa: I suppose it's good to have something to aim for,
especially if sometimes you feel like your job is quite

repetitive.

Pippa: But more practically, most organisations have
performance reviews or appraisals and this is where they'll
expect you to set goals for yourself, for your job, maybe for
your career as well, and for the work that you're going to do

over the next year.
Phil: Yes.

Phil: And today we're going to talk about that formal

performance review process.

Phil: But you could also use a lot of this language in general
conversations about goals with your line manager and to set

your own goals.
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Pippa: OK.

Pippa: One thing you're often expected to do at your
performance review is to think and talk about your

achievements, about what's been going well at work.
Pippa: How would you do this, Phil?

Phil: Well, yeah, you probably want to identify the areas that
you feel have been strong or that you feel, particularly
targets are often about improvement rather than just

achievement.

Phil: So it might be 'this year I've made real progress in..."
and then you mention an area where you think you've got

better at doing something.

Pippa: Yeah.

Pippa: You also might want to talk about the areas that you

think you're particularly good at doing something.

Pippa: So where you maybe go above and beyond, you do

more than other people.

Pippa: So you could say something like, 'one thing I think I

excel at is..." and excel just means do really well.

Phil: Yes.

Phil: And you can talk about areas where you feel

particularly proud of your achievements.

Phil: You say, 'T am particularly proud of this' or something

else.

Phil: What can be quite useful here, depending on where
you work, but you might need to list evidence for the things

that you're saying.
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Phil: So you might be T'm particularly proud of the 20%
increase...' in a certain figure, or maybe a project that you've
completed, um, that you can use as evidence to back up the

fact that you've achieved something.

Phil: Of course, when looking at your performance, you'll

also be expected to talk about what you could improve.

Phil: Now, this can be really helpful to prepare you to set
some goals for the year ahead, but it can be difficult to talk

about our weaknesses, though.

Pippa: Yes, I think often we don't like to show weaknesses at

work, and especially in that stressful performance review.

Pippa: You don't want to kind of say, 'oh, I'm really bad at
my job'.
Pippa: Um so you could think about this in a slightly

different way.

Pippa: So think about what you haven't had much

experience in through no fault of your own.

Pippa: So for example, you could say, 'T'm not spending
much time working on..." sales, for example, 'and I'd love to

have more experience with that'.

Pippa: Think about how your manager can help you as well.

Phil: Yeah, and it also can be something that you'd like more

help or support with.

Phil: So you might, you might want to talk about something,
it might be worth talking about something that you're
finding very stressful, but that you think with the right

support and training, you can improve at.
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Pippa: Hmm.

Pippa: Yes, you could say 'T'm finding, I'm finding sales

really stressful.

Pippa: It would be great to have some more training so that I
feel really confident.' And there could be something that you

know you need to work on so you can be honest about this.

Pippa: You say, 'T know I need to address this issue' and

address just means fix.

Pippa: Um, saying this yourself before your manager says it
can be useful in some organisations because it shows that

you recognise the things that you're not as good at.

Pippa: So having looked at what you're good at and what you
can improve, you'll normally be asked to set some goals for

the next year.
Pippa: How can we talk about goals at work, Phil?

Phil: Quite often, it's good to start by looking at what's gone

well and then think, how can you build on that?

Phil: How can you take the skills and knowledge that you've

developed and make things even better?

Pippa: Yeah, and you can also look at things you'd like to

improve.

Pippa: How can you improve them?

Pippa: As we said earlier, it might be training.
Pippa: It might be support from your line manager.

Pippa: It might be having a plan to just spend more time on

the things that you find difficult.

13715
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Phil: And now one of the things that you'll hear talked about
is SMART targets and SMART, it's a, it's an acronym.

Phil: Each of the letters stands for a particular word which

are specific, measurable, achievable, relevant and time-
based.

Phil: And these are supposed to be the things that will make

a target more effective if you set your goal in those terms.
Pippa: Mhm.
Pippa: Yes.

Pippa: Because sometimes we might make unrealistic goals.

Pippa: We might make goals that don't have a real way of

knowing whether we have achieved them.

Pippa: So all of these different aspects can help you make a
goal that you can actually measure at the end of the year,

have I done it or not?

Pippa: And so an example would be something like 'by the
end of the year, I will have taken responsibility for a new
project and followed it through from the beginning to the

end, making a 10% increase on sales'.

Phil: Oh yeah, that sounds very SMART.
Pippa: That's it for this episode of Office English.

Pippa: Find more programmes to help you with your

business English at bbclearningenglish.com.

Phil: We'll be back next week to talk about keeping everyone
happy at work.

Phil: See you then.

WAE, PREWTEIALTHE] SMART
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%), time-based (IR,

QUSRIRIXEEAE L IE H AR, e ATmk
RELE HARE AR

u/ u%’" o
Xto

KA BATE I E R HARATREAR ISR
(78

BATATREE —L NRAIMERIER R
IRBOERL B EBRG

P DO 245 RERS V2 tH— DMEIRE
ERT DR A EAR: A T IR
fig?

2MilF: by the end of the year, 1
will have taken responsibility for a
new project and followed it
through from the beginning to the
end, making a 10% increase on
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