Co-op Ready: Essential Workplace English
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Objectives

1) Use basic workplace English
confidently.

2) Write short and polite messages or
emails.

3) Respond politely in real work

situations.




Worksheet

Workplace English




Usetul Expressions

at Work

U3z Teanmpioang e lsues luiiiay




visa 1 Asking for Help - ‘RN NNT IR

English Thai Meaning Example / Notes
anw ¥ 1arunnau Tasmwiziaveh /

Could you please help me oL WouT I

. . IR UM UDY 1A I AL )

(with this)? Could you please help me
with the report?”

I’'m not sure. Let me check.  sulimile Merverdnienuzas 1#a189hisfmaen uadsqiiluiioa1dw

Would you mind givingmea | , , P

y Frenurtosla lvy (iuiuewdgain)  mugldiuiousmauiaiin
hand?
Thanks a lot for your help. YOUAUINEMTUANNT IO DDA 1185y nwazudaldsunsemae

b . v =2 = Y o 1yYAas o A , Y dyw Y = I = Y oA 1 7
T/,OS. naninfn Il 0169 llygaﬁmam QgMUNY L. ?wzymmuu HIWU NS VO UANNUNAANINN I UNIULUAININARS
5



tiidn 2: Responding to Requests - “asusuviseijasiive”

English
Sure, | can do that.

’ll take care of it.

I’'m afraid I’'m a bit busy

now. Can | doit later?
No problem at all!

. I o I [} o ] 03/ a 2
Tips: “lisuiludewmeun Yes edrudsnane llug 81 luldaewiuese 9 Awagamuuvii ldae

Thai Meaning Example / Notes

S s } dourian/ weuiie 145y
Iamens wer9ams 14

YRR EVALARLY
(Y] (Y] 9) 1 ) v A
AUIZIANT IHI99AY WagiiulaazSunazon

9

A1 A ' o A % 9y 9 a !
aoullgaianios verinasla lvuaz ldordeslfasedegnin

4 | 1 =)
Titidyvuas! wndeauan 1 latesluauusms
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rinia 3: Talking to Customers / Clients - “msyanugnm”

English Thai Meaning Example / Notes
Good morning. How can | D o , . ,
atafng Aeems 1dsieisesez l5ng & 1aAnnanrumsaiusmsgnm
help you today?
Please have a seat. Fayrianeuns AN
Thank you for waiting. vounmiisouzA Tdangnmse wu aeuaend / Tnsdwy
I’m sorry for the , |
, Y _ voonoluanu ludzainas 15z ToAneweIUBTMS
Inconvenience.
Let me check that foryou.  mosudnlvis s laishaen deqlimdoyainy

Tips: “Us loamariiiagiouie uaidu key fligadlseiule Tamameda Thank you for waiting sy
I'm sorry for the inconvenience lasl¥naes ez lamenaunivyad”
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vinin 4: Small Talk & Office Interaction - “aaawanieslueanlila™

English Thai Meaning Example / Notes
How’s your day so far? Suibiflugalethane HiFuumaunumn 9 Tueewlils
That looks great! TugAnnie! a1 / oy

Let’s grab lunch together. luaudnaesnuliy Frvadduriusiuious
Take care! / auagueus /

a\ 1 I~4 a
YaunaunuoautuNasg

LV =Y]

Have a nice day! valiiiiuia

Tips: nm?i/?lmm duiluiivandr-eonuuuiey 9
?‘Vi‘Wﬂﬁ"lJ 9 wpuiithe sxseliitens s s 151 friendly uazdoms I4a"



Situational
Practice
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aoumsal 1 - Sulnsdwn (Receiving a phone call) @

A (You): Good afternoon, ABC Company. This is Somsri speaking. How can | help you?
B (Caller): Hello, this is Mr. Somchai. I'd like to check the status of my application.

A: Sure. May | have your full name, please?

B: Somchai Prasert.

A: Thank you, Mr. Somchai. One moment please — I'll check and get back to you in 10
minutes.

B: Thank you.

A:You’re welcome. Have a nice day.
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aoumsal 1 - Sulnsdwn (Receiving a phone call) @

Key Phrases & Notes

% “Good morning/afternoon, [Company]. This is [Name] speaking.” — uugihsalida
“* “How can | help you?” — awqailszan

“* “May | have your name, please?” / “Could you spell that for me?” — doyasuilu

% “One moment, please. I'll check and get back to you.” — sdeslihisndeya

% “Thank you for calling.” / “Have a nice day.” — Tamegnn

% “Sorry, | didn’t catch that. Could you repeat, please?” — gulalaisiulinalsz Tonil
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aoumsa 2 - Sulemsesdauvesgni (Handling a complaint)

Customer: | received the wrong item in my order.
You: I'm very sorry for the mistake. Can | have your order number, please?

Customer: It's 12345.
You: Thank you. I'll check it right away. We will send the correct item today and I'll

update you by email. Again, we apologize for the inconvenience.
Customer: Thank you for your help.
You: You're welcome. We appreciate your understanding.




aoumsa 2 - Sulemsesdauvesgni (Handling a complaint)

Key Phrases & Notes

% 1ddn sousudoianain nou (apologize) udrnesauemand

< “I'msorry for the inconvenience.” — sz Teaddapilofufia
* “Canlhaveyour order number /booking reference / details, please?” — wodoya
s “We will send the correctitem /

We will resolve this as soon as possible.” — naasmsud'la
s “lwill update you by email / phone.” — I¥msaan

» “lunderstand your frustration” / “Thank you for letting us know” — #nlédaaanuauason
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amumsat 3 - wanuimin (Asking your boss for an
extension / Saying you are overloaded)

You: Hi, Ms. Nicha. Do you have a moment?

Boss: Sure, what is it?

You: | wanted to ask if | could have an extra day to finish the report. I've completed
most parts, but | need more time to check the data to ensure accuracy.

Boss: Okay, please send me the draft by tomorrow noon. '

You: Thank you very much. | appreciate it.




amumsat 3 - wanuimin (Asking your boss for an
extension / Saying you are overloaded) @p 4y

Key Phrases & Notes

-

< “Do you have a moment?” — venadu
** “lwould like to ask for an extension.” / “Could I have an extra day?” — veveenan
* Imguadu q uaziuAaveu (1 will finish by...”, “I'll send the draft”)

“* duljs desgnm: “I'm afraid | can’t take that task right now because I’'m working

on...” + @auenaden

* Tiiln rimueneen (Not just complain) wu “I’'m overloaded — could we prioritize task A
and postpone task B?” .



Writing a

Professional Message
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Inssadwdmainasgu (Professional Email Structure)

au
Subject line
Greeting

Opening sentence
Main message

Closing sentence

Sign-off
Name

] a\

1RGNN IRLE)

% d' g}/ (% (% 4
NIAUTOITU ¥R U@ﬂ')@li}ﬂigﬁ'\‘iﬂ
o X v

AMVYUAUTNIN

A 9 Y] A
Uz Teniuduinmensomauana
dy % =~ 9 % <
HUBNINAN — LﬂlﬂHiﬂﬂi%G}f‘U mﬁ‘ﬂizmu

sz Tonagiviovounu

Mashegnmn

A ya
TORLVEU

20814

Day off request / Report on project / Meeting
summary

Dear Ms. Nicha, / Dear Sir or Madam,

| hope this email finds you well. /I would like to
inform you that...

| would like to request one day off tomorrow due
to a family matter.

Thank you for your understanding. / | appreciate
your help.

Best regards, / Sincerely, / Kind regards,
Somchai
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aeensonia: Request a day off (veaign )

Subject: Day off request on November 7

2\
Dear Ms. Chalida, Y !
| would like to request one day off on November 7
for personal reasons. | will make sure all my tasks
are completed before | leave.
Thank you foryour understanding. | . 1#“ would like to request...” = ffsggnminh “l want. .”

Tathese “Thank you for your understanding” wawe

9
Best rega rd S, s wolidu nszdu hidesuenmanatinend wu lilihgszduaseuasy’ Al

Roulieuazidon ua personal reasons’ fiwe

Somchai
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medsaiia: Report a problem (swanuify)

Subject: Problem with the office printer

Dear Sir/Madam,

| would like to report that the office printer is not working properly. The machine
keeps showing an error message and cannot print any documents.

Please let me know if | should contact the maintenance team.

Thank you for your attention.

- Gudae “ would like to report...” iielitgam
Best regards, + onw “what happened” + “what action is needed”

SOmpOng ¢ lddwaugnn iy “Please let me know if...”
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megnsdma: Finish a task early (vdsnniuadoneunan)

Subject: Task completed ahead of schedule

Dear Mr. Anon,

| would like to inform you that I have completed

the sales report ahead of schedule. The file is  172hesd of schedule” s
attached for your review. “Gandmua” (Megiloodwinn)

Please let me know if any revisions are needed. v PlEEse et e et i einy
revisions are needed.” > gam

L!ﬁZ!LﬁﬂQﬂ’J”IilW%)mJ!Lﬁnl"U

Best regards,

9
» Ciamthyeudmanuuiininng wadio 9 A1

‘Venimanuuieotsn duualdleniy”
Somjai
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Worksheet Part 5 - Peer Feedback Checklist

(AU e (3) wol¥ (2) U¥nlse (1)

lédeamgnimuazimangay Juwdiun ldmungay  lddeed lugninse la
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NINUA antios Y PTRERSEY
v o A Y % A 9 Y !
anuFanuvesmiga/  Aemsdanunszfuases  deamswennleudiviagae -
} . o Aoasduau lusam
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What would you say
if...7

A J A A o
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~1 2 Jd A d' 1 = o = |
ﬂﬁﬂulﬂuﬂfiP\Iﬂ@@ﬂﬁﬂquﬂqﬁﬂ!ﬂﬁ\‘iﬂ@ﬁ]ﬁ]@ﬁgﬁcﬁ?%‘lPjﬂ\ﬂu L’iﬁ]‘?.:‘l/l%ﬂuﬂaqn o
J Y a g}J oy} ~
!ﬁ@ﬂﬁﬂ1uﬂ1§mlla3ﬂ@ﬂﬁgiﬂﬂﬁﬂﬂ - AU NISTU NN ﬁ@@TGHW

1. Your co-worker is late again.

4 1 = Jd v =\
MNBUTIVNULE1DNUAT 15192AO VNI DADMNUASI WUULLODIFN

2. Your boss gives you more work.

v Y A 9 1 9 1 1 9 9)
° W’JWHTLWNQTHGLW L'iﬁ]w@lﬂ@EJN]15Gl,‘l/‘ifquﬂTWLLG]LLﬁ'ﬂQ’NL"IH%]LL?%WTEﬁJ

3. A customer complains.

Yy 9 =) a 9y A 1 YA = =
Qﬂﬂﬁﬂﬁlﬁ&luﬁuﬂ1/ﬂimi Limmﬂuamﬂﬂwmm%wuazaﬂmmm

~
IR
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modrsmnen (Model Responses)

1. Co-worker is late again

“Hi, | noticed you arrived late again

today. Is everything okay? Let’s try to
stick to the schedule so we can finish the

tasks on time.”

Tips: 19 Tnugnm uaasanuinly + Wouuyuioe1sw
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-~ aedmney (Model Responses)

2. Boss gives you more work

“Thank you for the additional task. | will
prioritize my current assighnments and
complete this new task as soon as
possible.”

Tips: uaminnuvevga + uaawnunien v complain
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modrsmnen (Model Responses)

3. Customer complains

“I'm very sorry to hear about the problem.
Could you please provide more details so |
can help resolve it as quickly as possible?”

Tips:ve Inugam + veswaziven + uaavanurigmaenuin
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Golden Rules
of
English at Work

Y 9 Y A o
NONEY O ToUpIMT I 1m1ongy lunihau
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1. Be polite - gmwhaga
“ lismgmwsu please, thank you, excuse me,

could you...

* MNnudaaiy linzaen Tudamwumds

Q'\

28

0819
¢ “Could you please send me the report by 3
pm?”

“* “Thank you for your help!”




2. Be short and clear - nsz¥unazyaau

\/ = Aa
** luneuvauvisowaenunulyl

‘0’ A < ' Yy v o
. ﬁﬂﬁ]iﬂi\‘lﬂﬁzlﬂu muummﬂmmﬂ

A0819

“ “lwill finish the task by 5 pm.”

s “The printer is not working.”




3. Say thank you often - veunaues 9

‘0’ nlv | | 1 o Y Yy YRk A
«* vouaa lulsuagn v uarhlvauseune3ana

\/ v A Y
o l¥lananweusinau gna nazinin

f9819
s “Thanks for your support.”

“* “Thank you for waiting.”
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4. Offer help - aveaiviaane

’0’ s A = Y o =
. uammmsﬂum@ww HASAINUIFYINIANINTIUA

7 Y v A A Y =§ Y Y A
% “himJamm'e)m'emsmammmmsmmmama@

AI0814

“* “Do you need any help with this task?”

“* “lcan help you prepare the
presentation if you want.”
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D. Stay positive - nnNUAAVIN

A

N/ S a Y
** WANIOVHFILIN M RH

U

‘0’ = = :i o
. ﬁﬂﬂ313~lﬂ<‘l!ﬂﬁﬂﬂ1uﬂﬂ1ﬂ1u

H\g

U

‘/’ﬁ;. A

“‘I'll try my best to finish it on time.”

o Y Y
vazilviauseutisaviela

AI9814

“ “Let’s see how we can solve this issue together.”
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2 =\ (9)}} 1 1
*%* LWYUTU ) LUALDTISD LY U

‘T learned...” + ‘I will use...

NG

9

o (Y] g a 9 A 1 A
¢ NANITINU ﬂ@ﬂlﬂﬂ(ﬂnﬂl"]ﬂ NIDNDULIUNTU

FIVNDUANDI10E LTT AT 9

s Y Y Jd 9
** ATMINTIANY DB aIUMIAAIY o 11

9
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