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1. keep a meeting on track - ik WA —— AL, Beth 4HM Ki%=: "have an agenda, but
also to really be aware of timing" (F—{ A&, FNEIEEENE), ontrack AN TEHUE ) —
Phil f##: "people are talking about the right things and the meeting doesn't go on too long" (K%
PRI, SWHAHIRA) . R E off track, /MAHEELE T on/off: the project is on track (I
HEEEEER) i,

2. the agenda - W —— Phil Y& X "the list of topics that you send out... to tell people what
you're going to talk about” (ZKHIRHRFZHIFIER), 1EHZ "helps you structure the meeting” (%
SWHELER) . Pippa 4 TR : what is the problem? — what is the new policy? — pros and cons
— HAAEE, ZhAERD set / draw up / send out an agenda, B3%5|H /M0 someone has an agenda
= TRIERL, RIAEE—CHIER EA the agenda ZH P,
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3. pros and cons - IER Ml —— Pippa FIFESE =10i: "maybe discussing pros and cons. That's the
benefits and the negatives."” (W IRIER M ——HHLZIFAHIRAL, ) M E RS IR SR, IR E X,
pros JREHL T pro (5Z4§), cons g contra (FOX) MIEEE —RAMN, HILAH, EEEH. WP
7€ pros 1EG; tHAIS A pro's and con's, Lt advantages and disadvantages ¥ 115, B2,

4. facilitate it or chair it - &Rk F:FF —— Phil AN LR "make sure you know how to
facilitate it or chair it. And that just means manage the meeting”, chair R (FHRF2I0),
facilitate B ——E S A/EILE N AT "don't do all the talking” CAHEISHEIYLSE), MZEIIA ask a
direct question, [7] "can you see any pitfalls in this idea?" (REBEHIT4YIIE? ), facilitate &% /fo
‘silitert/ EHELES & 1; chair fEshiAVE TEFF), the chair ERJHEFEFFAAR N,

5. off the back of this meeting - & IXIRZIW —— Pippa WUEH]: "off the back of this meeting I'm
going to..." (FEIXREW, FITHE ) RIEHIHFTE, off the back of 2¥XI1E, MEHE. &% (Of
FWHK) ), Br TREFEMmRE ), B2 ey Uk 173 WESh), BLE let's make a list of

action points (FfTAIE HIEH) Fl always reply to confirm (BEIEHHIA) fEH, SUGHE THO, A2

"a waste of time",

I . Jibh: BRI

(OF S SO JE Sl

a waste of time IRZEAS A (AREEHHR) "a meeting that feels like a waste of time?"

keep a meeting on track IESUCR R (REEIER)  "keep a meeting on track is to have an
agenda"

an agenda W "to have an agenda"

be aware of timing B N "really be aware of timing"

allowing other people to IAIANE S "mainly allowing other people to speak”

speak

get the job done HHNE K "so that you get the job done"
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JE Sl
"the right words for tricky situations at work"
"how they try to keep them on track"

"really exciting and great to discuss something"

[DFS FSCRE L
tricky situations RT3
keep them on track LEARATIAS
great to discuss something TSRS
go either way ZERATREM K

B = agtzwmnmie

(0FS

a real skill

speak up in meetings

set up, that means organise

HRSORE L

—THIERYERE

HA R

"it can go either way when you have a meeting"

JEScilAg

"there's a real skill to chairing"

"how to speak up in meetings"

"you want to set up, that means organise, a meeting"

"to discuss a new policy at work"

a new policy IR

. R
il %% OB
the purpose of the meeting ZWHHIY
information that you need to share ~ FEHEIFLR
online or in person 2k B2 Y TH
a meeting room SWE

in the first place

MR —IFA

JE Sl

"think about the purpose of the meeting"
"information that you need to share"
"Will the meeting be online or in person?"
"Do you need a meeting room?"

"you didn't need to be there in the first place"
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m hi. R : pros and cons

(HES SR

this meeting is to discuss ~ ARZWEENE (EX)

implement AT, Sk

RN

in advance of the meeting £7#

=

three ideas to share WEAEESkR

. ZBO%FE: facilitate 5B S
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J Sl
"this meeting is to discuss our new policy"
"the new policy that we want to implement"

"the following points in advance of the meeting'

"come to the meeting with three ideas to share?"

JEZ il

"a really good thing to have for a meeting is the

agenda"

% rhSORE L

the agenda WE (REMIR)
structure the meeting HRWIBLGN
pros and cons E I
towards the end of the XWEER

meeting

"helps you structure the meeting"
"maybe discussing pros and cons"

"towards the end of the meeting"
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gk

planned and organised
runs smoothly

do all the talking
facilitate it or chair it
quite quiet

a direct question

pitfalls

SR SC

MXIFFAHLN

NS T

IR 2

el EAF

FER 22

HRZHA)E

bl BRUE

JESZ 6

5/18

"We've planned and organised our meeting"

"make sure the meeting runs smoothly, Phil?"

"you don't do all the talking"

"know how to facilitate it or chair it"
"some people can be quite quiet"
"ask them a direct question"

"can you see any pitfalls in this idea?"

BONFIRE, BREZE
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[EFS

keep the discussion on topic
a very valid point

let's focus on...

I'm conscious that

the hierarchy in your

workplace

senior roles
sensitively

cause frustration
late for a meeting
overrun

talking for talking's sake

remember what people said
well planned

that famous saying

FRSORE L

LETHEfRIHE T B

RAEMERIVLR

BAVEREE

FEIRE

PR EH

B

fgusth, (R

TFRIBE

i (AEEER)

P (ARSERHR)

[EHZYEE T 1+ 2

XIS 4F

H A

JESZ il

"keep the discussion on topic"

6/18

"that's a very valid point, but for today"

"but for today, let's focus on..."

"I'm conscious that we don't have much time

left"

"the hierarchy in your workplace"

"some people in senior roles"

"deal with that sort of sensitively"

n . . n
meetings can cause frustration

"when people are late for a meeting"

n - n
when meetings overrun

"talking for talking's sake, they're a waste of

time"
"remember what people said"

"if they're not well planned"

"there's that famous saying, isn't there?"

BONFIRE, BREZE
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m Ju. talking for talking's sake 5 minutes

gk

could have been an email

everyone involved

because you have something

to say

catch up meetings

in the diary
taking notes

minutes

SR

JESZ il

— Bt RE R (R "This meeting could have been an email"

gliEY)

ISMNIEPSITUN "much quicker for everyone involved"

KM PRELA 15 5 "rather than because you have something to
say"

pl= "catch up meetings that maybe happen
every week"

HEHBE "They're in the diary, so everyone goes"

il "Beth mentioned taking notes"

[WALE REHR) "We call them minutes"

. WoE: FTARAS IR

EFS

capture what's been said
tasked with taking notes
constantly writing down

agree on the key points

FRSCRE

IR VNG A
BHEIRMIC T
AMEId

HLR U — 2

JEScilgg

"capture what's been said and what you need to do"
"somebody who is tasked with taking notes"
"constantly writing down everything"

"you agree on the key points from the discussion"

BONFIRE, BREZE
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J—. series 5L

gk
would it be fair to say...?

summarise

off the back of this

meeting

a list of action points

a next step

PR CRAERONN, HFEFHETE)

5 S

be aware of timing

guiding the conversation
how to speak up in meetings
a new policy

a private space

a smaller group

for something very formal

a bit more chatty

pros and cons

the culture in your workplace

HRSORE L
X2 AT LANS?

St

N

HRERXRRIN (REH
Y]

I AER (RRH
i)

T

concluded"

"would it be fair to say...?"

"summarise what I feel the discussion has

"off the back of this meeting I'm going to..."

"make a list of action points"

"there's a next step, which is a bit jargony"

S84 i 34

B TR ]

31 S

SR R

HIECR

FhTE A3 (A

H/NEIH

FEWIEXKIZ &

EE”&‘%

I P

Pz
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64 NMAKE—ZEKLH S CES, BIXFERT:

The new policy needs feedback, and you're in the first place the one who sets up the meeting.
You plan: the purpose (share information or get ideas?), online or in person, who really
needs to be there — "there's nothing worse than being invited to a meeting you didn't need to
attend in the first place." The invitation states it clearly — "this meeting is to discuss our
new policy" — and asks everyone to have a think about the following points and come with
three ideas to share. You send out the agenda: "what is the problem?", "what is the new
policy?", the pros and cons. On the day you facilitate rather than lecture: a quiet colleague
gets a direct question — "can you see any pitfalls in this idea?" — and when someone drifts,
"that's a very valid point, but for today, let's focus on..." No overrun, no talking for talking's
sake — "this meeting could have been an email" is not a compliment. And at the end you
close the loop: "would it be fair to say...?" then "off the back of this meeting, I'm going to..."
— a list of action points, and a next step for everyone. That's a meeting that gets the job

done.

M

SEE: WMIBORFEREL, MIRER MHH) WA KRB B (2ERIERE T
ik ? ), LECELH, BENTEIY— TBMNEEE T g0 - IRERAOSIN R, |
IS H T E ARSWEENIERANHBER) —HIEARR HEMEE N LA, WE =4
k) Ko IRAHBUER: THERMA2? ) THBCREM2? ) DIRIERME, &2 RIRMEIERE A
RIS LR EFERE D ERRN B — MREER X MERA T 2505? ) —A N,
MXRIRENME, ESKRENVERE - NN, A~ DYk — XA R—EIR e
Ry A NEER, BMREMREARK . DXAWA P2 ) R EERRIW, BATHE-)
— T ERES, MBPAN N —$, ZA R EER R,

—

WA AT =" (HR/H/NiE) — agenda #5454 — £ I facilitate AtE (pitfalls 5
valid point &t#47) — #(<HT action points + off the back of this meeting [#¥f, WFEREEZ, HHRZ
R

v e (PPN )

Phil: Have you ever been in a meeting that feels like a waste KUVOHHRIR I 7] — B2

of time? 5?2
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Beth: I think the best way to keep a meeting on track is to

have an agenda, but also to really be aware of timing.
Neil: T try to let other people do most of the talking.

Neil: By leading it, I guess I am guiding the conversation,

but mainly allowing other people to speak, I hope.

Pippa: In this episode we'll talk about how to organise and

run a meeting so that you get the job done.
Phil: Hello!

Phil: Welcome to a new series of Office English from BBC
Learning English.

Phil: In this podcast, we help you find the right words for

tricky situations at work.
Phil: I'm Phil.
Pippa: And I'm Pippa.

Pippa: Find a transcript for this episode on our website,

Phil: We just heard from Beth and Neil about meetings and
how they try to keep them on track.

Phil: If a meeting is on track, people are talking about the

right things and the meeting doesn't go on too long.

Phil: Pippa, have you ever been in a meeting that wasn't on

track?
Pippa: I have been in a meeting that wasn't on track.

Pippa: I have been in meetings where people have talked for
an hour, and at the end of the meeting, I'm not sure what

was decided.

Pippa: I've also been in meetings where people have talked
for an hour, and it's been really exciting and great to discuss

something.

Pippa: So I think, uh, yes, it can go either way when you

have a meeting.

THFIEZ WA RRATRI ML, 2
AR, RINEIEEERFE,
FREREIERZHANLE,
FERRWN, BEBZAESITXIE,

HEAE EZR IR AT,

REFAIAFIHE R TR — 2
W, EHHEIET R,

TRYF !

MWK E| BBC Learning English
(R ETE) Hr—Z,

TEIXMERE, FRATRHREIR IR

F R EENIES

P2 FH,

AHSCAG AT AEFAT T W5 R E -

bbclearningenglish.com,

NIAFATWr T Beth 1 Neil B,
PAB AT TAAT L 2 R B

W —1%2I on track (FEIEFL L),
KEWEIZZIINE, WA
R Ao

Fie, PREZEAEER BRI
57?2
EF,

PSS, KK T4
I, BENERAAHE R RIE T
7

PASINLI Y —/NF, SRR ARG
¥ WIRSRIAIE R 2,

it ABRBERG— X, JTRIIEERATRE
G tha] REIR,
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Pippa: What about you, Phil?
Phil: Yeah, I mean, I think the same.

Phil: I think there's a real skill to chairing or facilitating a

meeting, to keeping it on track.

Phil: And you can achieve a lot when everyone's
contributing and you're working to the topics that you want

to achieve.

Phil: Equally, they can just become not a very good use of

everyone's time.
Pippa: Yes.

Pippa: We've talked about meetings before on Office

English, we talked about how to speak up in meetings.

Pippa: But today we're going to talk about organising a
meeting, leading a meeting, and what to do when things go

wrong.

Phil: So let's imagine you're at work and you want to set up,

that means organise, a meeting with colleagues.

Phil: The meeting will be to discuss a new policy at work,

and you want to get the thoughts and ideas of other people.

Phil: How do you organise the meeting to make sure things

go well?
Pippa: Well Phil, you need to plan.

Pippa: You need to be organised, um, so think about the

purpose of the meeting.

Pippa: Do you have information that you need to share or do

you need something from other people?
Pippa: Like their ideas, for example.
Pippa: Will the meeting be online or in person?

Pippa: Do you need a private space?

1/18

RIE, FE/R?
xf, FAETE—HE,

F+; (chair) 32k (facilitate)
—iF2il, IERHR, ZMEIERN
iRk,

SN NEETHR, RRAESARIE
FII) TR, VRRERUBIR 2595,

[FIRE, WA RTREAZ RO ATE A ]
TR PR

2,

Bz aitE (BRZF0E) PR,
IdEsfER ERHE,

EASRBEMNZENZ: ELHA
2. ER—%, DHIRIERIZE

/é\j]‘o

A2, FBEIRETAE, R4 setup
— AN — G ERENZ
28

KWEMC AR —ITHECR, R4E
W B R R AV ARHIEM R

RELZHLRX TR, LEA#T?

FE/R, IRFREK,

TREA &8, B2 E T,

REAEEEDE, EEHFRZEMFIA

ARERAGEIF 2.7
Eeanfth i IRIARTE,
2UWRL FIL R Y TH?

TRFE DR 22 A ?
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Pippa: Do you need a meeting room?
Pippa: And also who needs to come to the meeting?

Pippa: Does it need to be a whole team or maybe a smaller

group?

Pippa: There's nothing worse than being invited to a
meeting and actually, you didn't need to be there in the first

place.

Phil: Yes.

Phil: Also, when you're arranging a meeting and you send

out the invitation to people, um, be clear what the meeting
is about, because that can help people decide whether they
need to attend or whether they need to check whether they

need to attend.

Phil: Um, so for something very formal, it might be 'this

meeting is to discuss our new policy'.

Phil: Um, it could also be informal.

Phil: It might be a bit more chatty: 'T thought it would be a
good idea to discuss the new policy that we want to

implement'.

Pippa: Um, yes.
Pippa: And tell people what to prepare if you want them to

prepare something.

Pippa: So you could ask, 'could you have a think about the
following points in advance of the meeting?' That just means

before the meeting.

12718

RFEE R E?

H, WRERE

w

29

5

Efﬁ'ﬁ‘:—‘v

EHACK, R PNHE 17

o]

SRR SR T R
2, GEREIIRERAAET,

Xfo

AN, ARMEZHFRW, SRFKEIE
iy, BUEEIVER T2 —

%

HIROHE

bl]o

FEIEXRZE, FTRAB: this
meeting is to discuss our new
policy (ARRZWEEIFIEIAINTHT
B

AT DU AEERAT,

AU iR — L

be a good idea to discuss the new

I thought it would

policy that we want to implement
(FAE, DA VR TROTBER 2
BMFER)

w5t

MR RS WS4, ST
T Z R 20

XA AR could you have a think
about the following points in
advance of the meeting? (KZEEES

RATEAELTILE? ) —in

advance of the meeting #t 2 £,
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Pippa: Or you could ask, 'could everyone come to the

meeting with three ideas to share?' for example.

Phil: Yes.

Phil: And a really good thing to have for a meeting is the

agenda.

Phil: And that's the list of topics that you send out at the
beginning of a meeting or before the meeting to tell people
what you're going to talk about, and it just helps you
structure the meeting and make sure that each section of it

is on track, that it's going as you planned.

Pippa: So, for example, with this policy meeting, you might

start the agenda with the question 'what is the problem?

Pippa: ' And then you could say, 'what is the new policy?'
That's the time to talk about the idea.

Pippa: And then maybe discussing pros and cons.

Pippa: That's the benefits and the negatives.

Pippa: And then maybe a section for other ideas towards the

end of the meeting.

Pippa: OK.

Pippa: We've planned and organised our meeting.
Pippa: Now the day is actually here.

Pippa: What can we do to make sure the meeting runs
smoothly, Phil?

Phil: Well, if you're trying to get other people's ideas, it's
really important that you don't do all the talking.

Phil: If you're in charge of the meeting, make sure you know

how to facilitate it or chair it.

13718

BCEPRATLALE: could everyone
come to the meeting with three
ideas to share? (RERRESN A\ELH

BHMEESRITR? ) TR
Xﬂ‘o

FEui—rERAMES SRR, 2
W2 (agenda),

ERMESITHS VTR R A RR
MEBER, HRRKEEWNH 24—
ETIRG VI LrEEH, WiRE—T

AEIERL b FZORETTHSIHERE,

PN A BRI, AR AT DA (A
JFi: what is the problem? ([A]f#
=fta? )

ARG PRUE: what is the new policy?
CITBORREMT 2.7 ) IXEPAHRAIER

i,

BEHEMYFITE pros and cons (IEKR
PATH o

WAL R LA RIIAL,

e VFR — g AR, HES
W,

ﬁ?o
BAIMKNGr 7. HEUF TR
MHERX—RKEME T,

PAVELMA BELE X BUFAEST, E

IR?

GUERIREIER AR AR ., FHEE
f— 2 AHEIEAR N SE,

WERIRATIX IS, - RENEE
7, facilitate (&) B. 30#& chair
(FH) B
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Phil: And that just means manage the meeting.
Pippa: So for example, try and get the thoughts of everyone.

Pippa: So, some people can be quite quiet.

Pippa: So, you might want to ask them a direct question.

Pippa: 'Do you have any thoughts to share?' or 'can you see

any pitfalls in this idea?' Pitfalls means problems.

Pippa: So, can you see anything that might be wrong with

this idea?
Phil: Yes.

Phil: And the other thing that's really important for the
person who's chairing or facilitating, managing the meeting

is to keep the discussion on topic.

Phil: You might have to say something like, 'that's a very
valid point, but for today, let's focus on..." or T'm conscious

that we don't have much time left to talk about this.

Phil: Are there any more thoughts about this?' Um, it's just to
make sure that you're dealing with the things that you plan
to talk about, and also that you're not talking about things
that you can't have any control over, because you're not

going to be able to make any decisions on those.
Pippa: Another thing to think about with meetings is the
hierarchy in your workplace.

Phil: Yes, it could be that some people in senior roles um,

feel that they have to make a comment.

AR EHZXS =
tetn, REWESES D AR
AL NFTRELLEL L Hf

Pt AR VF 22 A4 R AT — D B

I‘ﬂ ;EL)ﬁ\O

Do you have any thoughts to
share? (IREHLMEEEZIE? )
8{# can you see any pitfalls in
this idea? ({REEHR HIXMEEAT 2
fing? ) Pitfalls /g problems (]

EILDLI:)O

Wt/E: RAEFE HIX PMEIEA] REMRE
Arg?

xto

XEERR Rk, EHESWHRIAKR,
SRR EE S LA R
T,

YRATREISUE: that's a very valid
point, but for today, let's focus
on... (XFIRAEME, BASK, T
JeBEfE ) B I'm conscious
that we don't have much time left
to talk about this. (FEIREIFATH
XN TRIAZ T )

Are there any more thoughts
about this? CG&FIXMIEA HIHARTE
15?2 ) JX2N T HRIREAL TR
TR, A RWIAREE R IC i il
HFE—— RN FEARLE S BRI T (E
fAIERIE

KW, A —REZE: RPN
=18

X, AIREA LS R LAY N AT

KAEo

14718
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Phil: Tt might be hard, perhaps, for people in more junior
roles sometimes to make comments in front of more senior

people.

Phil: All of this will depend on the culture in your

workplace.

Phil: So sometimes it's not an issue, but sometimes the
person chairing the meeting might need to deal with that

sort of sensitively.

Phil: As we mentioned earlier, sometimes meetings can

cause frustration.
Phil: Let's hear from Neil and Beth again.
Neil: I really don't like it when people are late for a meeting.

Neil: T don't like it when meetings overrun, um, because

they haven't been planned out.

Neil: And if they're just, just sort of talking for talking's sake,

they're a waste of time.

Beth: Another annoying thing that happens is when you

have a meeting, but nobody has made any notes.

Beth: So, you finish the meeting and then everyone sort of
forgets what happened and you need to have another

meeting, or you need to try and remember what people said.

Pippa: Both Beth and Neil mentioned meetings, sometimes

feeling like a waste of time.
Pippa: What do you think, Phil?

Phil: I mean, they definitely can be a waste of time if they're

not well planned.
Phil: Um, there's that famous saying, isn't there?

Phil: This meeting could have been an email.

Phil: Which would be much quicker for everyone involved.

TR HARIAZARA A KL, A I AE B 5%
TRE I AT & 5 ] RE LR

X YIERE R T IRERSA B S AL

ARIXAZRE, HERNERFII
AT RE T B U AL TR IX SR 1

IEQRTTEFREIN, AN WSk
TR

FATHEITIT Neil #1 Beth /&40,

FAZRZIW overrun GEHY),
R EANTEBFRIGT

GRARARZF RN T ULE M BiE, R
SETR BRI T

HHRARE: TFT &, BRA
(EREEATN

TREEZERFEET RET
4, IRRBERFF R, RES N
BT

Beth 1 Neil #425]: ZUCHRIEA
ST TR BRI Tl

=
=T

R, RELE?

BEERY, WREARILY, SULHRsn]
RE/Z TR BRI T
AARAIE A RIHRE, AE?

This meeting could have been an
email. (XIFRAR—EIRAFRIRER
R’o)

IS ES NI EPN PP SEE N
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Pippa: Yes, and Neil said this really great phrase, talking for
talking's sake.

Pippa: This is a really nice expression, which means you talk
because you feel like you should rather than because you

have something to say.
Pippa: And this can happen if the meeting isn't planned
properly.

Pippa: It often happens in meetings that are catch up

meetings that maybe happen every week or once a month.

Pippa: They're in the diary, so everyone goes and then they
feel they need to say something because there's a meeting
and actually they waste a lot of time because there isn't

really anything to discuss.
Phil: Yes, definitely.
Phil: Um, another thing.

Phil: Beth mentioned taking notes, um, which might just be
notes you take individually or if there's someone doing it

and it's a bit more formal.

Phil: We call them minutes, but they're basically the same
thing.

Phil: A note of what was said in the meeting.

Phil: And it's often quite important to have notes so that you
can capture what's been said and what you need to do, um,
anything you need to remember, things like that, that have
come out of the meeting.

Pippa: Um, yeah.

Pippa: And it can be quite difficult to run a meeting, to chair

the meeting, and also take notes.

Pippa: So in formal meetings, you tend to have somebody

who is tasked with taking notes, with writing the minutes.
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Pippa: Um, but in more informal meetings, maybe you want

everyone to be able to talk properly in the meeting.

Pippa: You don't want anyone to be constantly writing down

everything that anyone else has said.

Pippa: Um, so a useful way to deal with taking notes is to
kind of have a summary at the end of the meeting where you
agree on the key points from the discussion and what's going

to happen next.

Pippa: So if I was leading a meeting, I might at the end say
something like, 'would it be fair to say...?' and then

summarise what I feel the discussion has concluded.

Pippa: Or I might tell people what I'm going to do.

Pippa: So I could say 'off the back of this meeting I'm going

to..."and then explain.

Pippa: Or I could just get everyone to do this together.

Pippa: I could say, 'let's make a list of action points from this

discussion'.

Pippa: And I think this really helps to make sure that at the
end of the meeting, everyone feels like a decision has been
made, or there's a next step, which is a bit jargony, but it just

means what are you going to do next?

Pippa: Um, otherwise it does feel like a waste of time.
Phil: That's it for this episode of Office English.

Phil: We'll be back next week with another episode all about

rules at work.

Pippa: In the meantime, you can find more programmes to
improve your business English on our website,

bbclearningenglish.com.

Phil: Bye for now.
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Pippa: Bye. I
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