






“You need to buckle down if 
you want to finish this report 
by Friday.”
“We need to buckle down to 
meet our goals.”
“I'm going to buckle down this 
weekend and study for my 
certification.”



Question: 

Can you describe a time when 
you had to buckle down to 
complete a task? What was 
the outcome?





“The conference was called 
due to a scheduling conflict.”
“Do you think that we should 
call off the event?”
“I think we should call off the 
dinner as too many 
employees will be absent.”



Question: 

Have you ever had to call off 
an event or meeting at work? 
Why did you have to do it?





“It's time to wrap up this 
meeting and go home.”
“We need to wrap up this 
report by tomorrow.”
“Let’s wrap up for the day; 
we’ll continue this tomorrow.”



Question:

What strategies do you use to 
ensure that you can wrap up 
tasks in a timely manner?





“I was taken aback by her 
resignation from the 
company.”
“Investors were taken aback 
by the sudden drop in share 
prices.”
“The team was taken aback 
by the manager’s decision.”



Question:

Tell us about a time when you 
were taken aback at work. 
What made you feel that 
way?





“The company had to lay off 
many workers due to the 
crisis.”
“Laying off employees is a 
tough, but sometimes 
necessary decision.”
“After the merger, the 
company laid off several staff 
members.”



Question:

What reasons can companies 
have to lay people off? 





“We're expanding, so we're 
taking on new employees.”
“The firm took on 10 new 
recruits this year.”
“We'll take on more staff 
during the holiday season.”



Question:

How did you feel when your 
current or last job offered to 
take you on?





“We may need to cut back on 
advertising costs.”
“With the new budget, we’re 
going to have to cut back on 
hiring.”
“The department has been 
asked to cut back their 
spending.”



Question:

Imagine that you have to cut 
back on expenses in your 
department. What would be 
your approach?





“I’ll follow up with an email to 
confirm the details.”
“You should follow up with a 
call to ensure they received 
our proposal.”
“We’ll follow up in a week to 
check on your progress.”



Question:

How do you ensure that you 
follow up on tasks or 
communications in your 
work?





“The economy is finally 
starting to pick up again.”
“After a slow start, business 
has really picked up.”
“The new product line has 
helped pick up sales.”



Question:

Can you recall a time when 
business was slow and then 
started to pick up again? 
What do you think caused the 
change?





“They will hand out the 
conference materials at the 
entrance.”
“He handed out tasks to his 
team at the beginning of the 
day.”
“At the meeting, they handed 
out copies of the quarterly 
report.”



Question:

When delegating tasks at 
work, how do you decide 
what to hand out to whom?





“Several factories had to 
close down due to the 
economic crisis.”
“After 10 years, they decided 
to close down the business.”
“They are planning to close 
down this store location by 
the end of the year.”



Question:

Discuss the potential impact 
on a community when a local 
business closes down.





“We plan to open up new 
branches in various cities.”
“She opened up her own 
bakery last year.”
“The company opened up a 
new office in Tokyo.”



Question:

If you could open up a 
business, what kind of 
business would it be and 
where would you establish it?
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