séf, nadrizeny,
vedouci, Séfova

podstatné jméno

www.MojeSlovicka.cz

vizitka, navstivenka

podstatné jméno

www.MojeSlovicka.cz

kalkulacka,
kalkulator

podstatné jméno

www.MojeSlovicka.cz

diar, program,
kalendar

podstatné jméno

www.MojeSlovicka.cz

kolega, kolegyne,
spolupracovnik

podstatné jméno

www.MojeSlovicka.cz

pocitac, PC

podstatné jméno

www.MojeSlovicka.cz

termin, uzaverka,
lhiita, kone¢ny termin

podstatné jméno

www.MojeSlovicka.cz

splnit, dodrzet slovo,
dostat ocekavani

sloveso

www.MojeSlovicka.cz

psaci stul, stil, lavice

podstatné jméno

www.MojeSlovicka.cz
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calculator
UK /'kalkjuleits/ US /keelkjsleita/

A small machine, or a program on a phone
or computer, that works out sums with
numbers for you.

Maly pristroj (nebo program v telefonu ¢i
pocitaci), ktery za tebe spocité priklady s
Cisly.

Calculators are not allowed in tomorrow's
maths test.

Na zitfejsim testu z matematiky nejsou
kalkulacky dovolené.

B1

computer
UK /kom'pjuits/ US /kem'pjuiter/

A machine that keeps information and
follows instructions to work with it, so people
can write, count, play or look things up.
Stroj, ktery uchovéava informace a podle
zadanych pokyn s nimi pracuje, takze na
ném lze psat, pocitat, hrat si nebo si néco
vyhledat.

My computer is running slowly again, so I will
restart it.
Muj pocitac zase jede pomalu, tak ho restartuju.

Al

desk
/desk/

A table that you sit at to write, read or work,
usually with drawers in it.

Stul, u kterého se sedi a piSe, ¢te nebo
pracuje, obvykle se zasuvkami.

She keeps her pens and notebooks in the top
desk drawer.

Pera a sesity si nechava v horni zasuvce psaciho
stolu.

My desk faces the window, so I get plenty of
light.

Mu;j stul je celem k oknu, takze mam dost
svétla.

Al

business card
UK /'biznas ka:d/ US /'biznoas ka:rd/

A small printed card with your name, your
job and the ways people can reach you at
work, which you give to people you meet
through your job.

Mala potisténa karticka s vasim jménem,
praci a pracovnimi kontakty, kterou davate
lidem, s nimiz se potkate kvtli praci.

He handed me his business card at the end of
the interview.
Na konci pohovoru mi podal svou vizitku.

I keep a few business cards in my wallet for
conferences.
Par vizitek nosim v penéZence na konference.

B2

colleague
UK /'koli:g/ US /ka:lizg/

a person who works with you, in the same
place or in the same kind of work
cloveék, ktery s vami pracuje — na stejném
pracovisti nebo ve stejném oboru

I asked a colleague to cover my shift on Friday.
Poprosil jsem kolegu, aby mé v patek zastoupil.

My colleagues bought me flowers on my last
working day.

Kolegové mi v posledni pracovni den koupili
kvétiny.

B2

deliver
UK /dr'liva/ US /dr'liva/

to do what you have promised or what other
people expect from you

udélat to, co jsi slibil nebo co od tebe ostatni
Cekaji

If you promise a deadline, you really have to
deliver.
Kdyz slibi$ termin, musi$ ho opravdu splnit.

The company talked about big changes but
failed to deliver.

Firma mluvila o velkych zméndch, ale nesplnila
to.

B2

boss
UK /bos/ US /bais/

the person who is in charge of you at work
and decides what you have to do

cloveék, ktery té v praci vede a rozhoduje, co
budes délat

My boss approved the holiday I asked for next
month.

$éf mi schvalil dovolenou, o kterou jsem
pozadal na pristi mésic.

The new boss wants everyone to arrive before
half past eight.

Nova séfova chce, aby vsichni pfisli pred pul
devatou.

A2

calendar
UK /'keelinds/ US /'keelindor/

All the meetings, events or matches that a
person or an organisation has planned for
the coming days and weeks.

Vsechny schuizky, akce nebo zapasy, které ma
¢lovék nebo organizace napldnované na
nejblizsi dny a tydny.

My calendar is completely full until the end of
next week.

Maém tplné plny diaf az do konce pristiho
tydne.

B2

deadline
/'dedlamn/

The latest time or day by which a piece of
work has to be finished or handed in.
Nejzazsi doba nebo den, do kterého musi byt
prace hotova nebo odevzdana.

The deadline for applications is the last day of
March.

Termin pro podani prihlasek je posledni
breznovy den.

We missed the deadline and had to pay a fine.

Nestihli jsme termin a museli jsme zaplatit
pokutu.

B1
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pult, prepazka,
recepce

podstatné jméno

www.MojeSlovicka.cz

stolni lampa, lampicka,
pracovni lampa

podstatné jméno

www.MojeSlovicka.cz

e-mail, e-mailova
Zprava, mail

podstatné jméno

www.MojeSlovicka.cz

poslat e-mail, napsat
e-mail, e-mailovat

sloveso

www.MojeSlovicka.cz

kartotéka, kartotécni sk¥in,
skrin na spisy, registratura

podstatné jméno

www.MojeSlovicka.cz

upozornit na,
oznacit, vyznacit

sloveso

www.MojeSlovicka.cz

porada, schiize,
jednani, schiizka

podstatné jméno

www.MojeSlovicka.cz

kancelar, pracovna

podstatné jméno

www.MojeSlovicka.cz

kancelarska sponka,
sponka na papir, sponka

podstatné jméno

www.MojeSlovicka.cz
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email
/'irmeil/

A written message that you send from one
computer or phone to another through the
internet.

Pisemna zprava, kterou posilas z pocitace
nebo telefonu na jiny pfes internet.

1 get about fifty emails a day and answer half.
Denné mi prijde asi padeséat e-maild a na
polovinu odpovim.

Her email went straight into my spam folder.
Jeji e-mail spadl pfimo do slozky se spamem.

Al

flag
/flaeg/

To mark something or tell people about it so
that they will notice it and deal with it.
Oznacit néco nebo na to upozornit, aby si
toho ostatni v§imli a zabyvali se tim.

Please flag any mistakes you find in the final
report.

Prosim upozorni na vSechny chyby, které v
zavére¢né zpraveé najdes.

The system flags unusual payments and sends
a warning email.

Systém oznaci neobvyklé platby a posle varovny
e-mail.

B2

paperclip
UK /'perpaklip/ US /'peiparklip/

A small piece of bent wire that you push over
sheets of paper to hold them together.
Maly kousek ohnutého dratu, ktery se nasune
na listy papiru, aby drzely pohromadé.

A paperclip fell out of the envelope when I
opened it.
Kdyz jsem otevrel obalku, vypadla z ni sponka.

He bent a paperclip out of shape while
listening to the call.

Béhem hovoru ohnul sponku do nemozného
tvaru.

B2

desk lamp
/'desk lemp/

A small lamp that stands on a desk or table
and lights just the space in front of you while
you work or read.

Mala lampa, ktera stoji na stole a osvétluje
jen misto pfimo pred vami pfi praci nebo
Cteni.

Please switch off the desk lamp before you
leave tonight.

Zhasni prosim dnes vecer pfed odchodem stolni
lampu.

B2

filing cabinet
UK /'failig keebmit/ US /'failiy kebonat/

A tall piece of office furniture with deep
drawers where papers and folders are kept in
order.

Vysoka kancelarska skiin s hlubokymi
zdsuvkami, ve kterych se v porddku
uchovavaji papiry a slozky.

All the old contracts are locked in the grey
filing cabinet.

Vsechny staré smlouvy jsou zamcené v Sedé
kartotéce.

She pulled open the bottom drawer of the filing
cabinet.
Vytédhla spodni zasuvku kartotéky.

B2

office

UK /'pfis/ US /'a:fis/

A room or building with desks and
computers, where the paper work of a
company or group is done.

Mistnost nebo budova se stoly a pocitaci, kde
se déla papirova a administrativni prace firmy
nebo organizace.

Our office is on the third floor, next to the lift.
Nase kanceldr je ve tfetim patte, hned vedle
vytahu.

She cycles to the office every morning, even in
bad weather.

Do kancelare jezdi kazdé rano na kole, i za
$patného pocasi.

Al

Moje slovitka - www.MojeSlovicka.cz - podminky pouZiti: mojeslovicka.cz/licence

desk
/desk/

A long counter in a hotel, airport or public
building where a worker deals with people
who come in.

Dlouhy pult v hotelu, na letisti nebo ve
verejné budové, kde nékdo odbavuje prichozi
lidi.

Ask at the front desk if you need extra towels.
Zeptejte se na recepci, jestli potfebujete dalsi
ru¢niky.

A long queue formed at the check-in desk that
morning.

To rano se u odbavovaci prepazky vytvorila
dlouha fronta.

B1

email
/'i:meil/

To send someone a written message from
one computer or phone to another through
the internet.

Poslat nékomu pisemnou zpravu z pocitace
nebo telefonu pres internet.

I'will email you the report as soon as possible.
Poslu ti tu zpravu e-mailem, jak nejdfiv to
pujde.

Could you email the invoice to the accounts
department?

Mohl bys tu fakturu poslat e-mailem na tGcetni
oddéleni?

A2

meeting
/'mizti/

An event where people come together at an
agreed time to talk about work and decide
things.

Setkani lidi v domluvenou dobu, na kterém se
probira prace a rozhoduje se.

The weekly meeting starts at nine and lasts
about an hour.

Tydenni porada zacind v devét a trvd asi hodinu.

I cannot talk right now, I am in a meeting.
Ted nem{zu mluvit, jsem na poradé.

Al



kopirka, kopirovaci
stroj, xerox

podstatné jméno

www.MojeSlovicka.cz

prezentace,
prednaska, referat

podstatné jméno

‘“"umnlmlll_mlll“

www.MojeSlovicka.cz

tiskarna

podstatné jméno

E .

www.MojeSlovicka.cz

sesivacka,
sponkovacka

podstatné jméno

www.MojeSlovicka.cz

lepici papirek, samolepici
listecek, post-it

podstatné jméno

www.MojeSlovicka.cz

bila tabule, tabule,
tabule na fixy

podstatné jméno

www.MojeSlovicka.cz

zalozka, zalozka do
knihy

podstatné jméno

www.MojeSlovicka.cz

kalendar, nasténny
kalendar

podstatné jméno

www.MojeSlovicka.cz

urednik, urednice,
referent

podstatné jméno

www.MojeSlovicka.cz
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printer
UK /'prints/ US /'prmtar/

A machine that puts words or pictures from
a computer onto paper.

Stroj, ktery prenese text nebo obrézky z
pocitacCe na papir.

The printer has run out of paper, so nothing
came out.
V tiskarné dosel papir, takze nic nevyjelo.

Can you connect your laptop to the printer by
the window?
Muize$ pripojit sviij notebook k tiskdarné u okna?

A2

whiteboard
UK /'wartba:d/ US /'waitboird/

A large smooth white board on a wall or a
stand that people write on with special pens
and then wipe clean.

Velka hladka bila tabule na zdi nebo na
stojanu, na kterou se pise specidlnimi fixami
a pismo se d4 setfit.

He drew a quick diagram on the whiteboard to
explain the idea.

Nakreslil na bilou tabuli rychlé schéma, aby ten
napad vysvétlil.

B2

clerk
UK /Kklazk/ US /Kkl3irk/

Someone whose job is to work in an office or
to serve people at a window, dealing with
forms, records and payments.

Clovék, jehoZ prace je pracovat v kancel4fi
nebo obsluhovat lidi u prepdzky a starat se o
formulare, zdznamy a platby.

The clerk weighed my package and told me the
price.
Utednik zvazil maj bali¢ek a fekl mi cenu.

Ask the clerk at the window about sending it
registered.

Zeptej se Grednika u prepazky, jak to poslat
doporucené.

A2

presentation
UK / prezen'terfn/ US / priizen'terfn/

A talk in which one person shows and
explains something to a group, often using
pictures on a screen.

Mluveny projev, ve kterém nékdo néco

plétng.

I have to give a short presentation to the whole
department tomorrow.

Zitra musim mit kratkou prezentaci pro celé
oddéleni.

B1

sticky note
UK /'stik.i naut/ US /'stik.i nout/

A small square of coloured paper with a strip
of glue along the back, used for writing a
short message and pressing it onto
something.

Maly ¢tverecek barevného papiru s pisem
lepidla na zadni strané, na ktery se napise
kratky vzkaz a prilepi se na néco.

She left a sticky note on my screen asking me to
call back.

Nechala mi na monitoru lepici papirek, at ji
zavolam zpatky.

B2

calendar
UK /'keelinds/ US /'keelindor/

A printed sheet or small book showing the
days, weeks and months of a year, often used
for writing down plans.

Vytistény list nebo knizka s dny, tydny a
meésici roku, kam si Casto zapisujeme, co nés
cekd.

There is a calendar hanging above the fridge
with all our appointments.

Nad chladnickou visi kalendar se vSemi nasimi
schiizkami.

A2

photocopier
UK /'foutou kopia/ US /'foutou kapior/

A large office machine that quickly makes
paper copies of a page you put inside it.
Velky kancelafsky stroj, ktery rychle vyrobi
papirové kopie stranky, kterou do néj vlozis.

The photocopier broke down again during the
busiest week of term.

porouchala.

Somebody left a stack of warm pages on the
photocopier.

Nékdo nechal na kopirce hromadku teplych
stranek.

B2

stapler
UK /'steipla/ US /'sterplor/

A small office tool that pushes thin metal
pins through sheets of paper to hold them
together.

Maly kancelarsky néstroj, ktery protlaci tenké
kovové sponky nékolika listy papiru a spoji je
k sobé.

The stapler is empty again, so I need to refill it.
Sesivacka je zase prazdna, takze ji musim
doplnit.

He joined the three pages together with a small
red stapler.
Spojil ty tfi stranky malou ¢ervenou sesivackou.

B2

bookmark
UK /'bukma:k/ US /‘bukmark/

A narrow strip of card, cloth or leather that
you leave between the pages of a book to
show where you stopped reading.

Uzky prouzek kartonu, latky nebo kize, ktery
nechds mezi strankami knihy, aby sis oznacil,
kde jsi prestal Cist.

I always use a bookmark instead of folding the
corner down.

Vzdycky pouzivam zéalozku, misto abych ohybal
roh stranky.

She slipped a bookmark between the pages and

closed the book.
Vlozila mezi stranky zalozku a knihu zavrela.

B2
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obalka

podstatné jméno

www.MojeSlovicka.cz

formular, tiskopis,
prihlaska

podstatné jméno

ik

www.MojeSlovicka.cz

pocitacova mys

podstatné jméno

www.MojeSlovicka.cz

sesit, zapisnik, blok,
notes

podstatné jméno

www.MojeSlovicka.cz

notebook, prenosny
pocitac, laptop

podstatné jméno

www.MojeSlovicka.cz

papir, papirovy

podstatné jméno

www.MojeSlovicka.cz

materska spolecnost, materska
firma, nadfizena organizace

podstatné jméno

www.MojeSlovicka.cz

plat, vyplata, mzda

podstatné jméno

www.MojeSlovicka.cz

pero, propiska, psaci
pero

podstatné jméno

www.MojeSlovicka.cz
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mouse

/maus/

A small object that you move with your hand
to control the arrow on a computer screen.
Malé zafizeni, kterym pohybujete rukou,
abyste ovladali ukazatel na obrazovce
pocitace.

Click the left button on your mouse to open the
file.

Klikni levym tla¢itkem mysi, abys oteviel ten
soubor.

My wireless mouse has stopped working, so it
probably needs batteries.

Moje bezdratova mys prestala fungovat, takze
asi pottebuje baterie.

A2

paper
UK /'perps/ US /'peipa/

The thin flat material, usually made from
wood, that people write on, print on or wrap
things in.

Tenky plochy materidl, obvykle vyrdbény ze
dreva, na ktery se pise a tiskne a do kterého
se bali véci.

Fold the sheet of paper twice and cut along the
line.
Preloz list papiru dvakrat a stfihej podél linky.

The printer stopped in the middle because it
ran out of paper.

Tiskarna se v poloviné zastavila, protoze ji dosel
papir.

Al

pen
/pen/

a thin tool that you hold in your hand and
use to write or draw with ink

tenky ndstroj, ktery drzis v ruce a piSe$ nebo
kreslis jim inkoustem

Can I borrow your pen? Mine has run out of
ink.
Muzu si ptjcit tvoje pero? Mné dosel inkoust.

He signed the contract with a heavy silver pen.
Podepsal smlouvu tézkym stfibrnym perem.

The teacher asked us to write the test in pen.

Ucitelka nas pozadala, abychom test psali
perem.

Al

form
UK /form/ US /foirrm/

A printed sheet or web page with empty
spaces where you write the information
someone asks for.

Vytistény list nebo internetova stranka s
prazdnymi policky, do kterych se vypisuji
pozadované ddaje.

You must fill in this form in black ink only.
Tento formulaf musite vyplnit pouze ¢ernym
inkoustem.

I'made a mistake, so they gave me a new form.
Udélal jsem chybu, takze mi dali novy formular.

Al

notebook
UK /'nautbuk/ US /'noutbuk/

A small light computer that you can carry
with you and that opens like a book.

Maly lehky pocitac, ktery se dé nosit s sebou a
otevira se jako kniha.

The notebook weighs about one kilo and fits in
a rucksack.
Ten notebook véazi asi kilo a vejde se do batohu.

His notebook runs for six hours before the
battery dies.

Jeho notebook vydrzi $est hodin, nezZ se vybije
baterie.

B1

pay
/per/

The money your job pays you, usually every
week or month.

Penize, které dostavas za praci, obvykle kazdy
tyden nebo mésic.

Nurses at the hospital are asking for better pay
this year.
Sestry v nemocnici letos Zadaji lepsi plat.

The job offers low pay but very flexible working
hours.

Ta prace nabizi nizky plat, ale velmi volnou
pracovni dobu.

Al

envelope
UK /'envalaup/ US /'envsloup/

A flat paper cover that you put a letter or
card inside before you send it.

Plochy papirovy obal, do kterého vlozis dopis
nebo préni, nez ho posles.

She sealed the envelope and wrote the address
in neat capitals.

Zalepila obélku a napsala adresu thlednymi
velkymi pismeny.

A brown envelope with a small window arrived
this morning.

Dnes rano prisla hnédé obalka s malym
okénkem.

A2

notebook
UK /'nautbuk/ US /'noutbuk/

A book of empty or lined paper that you
write notes, ideas or school work in.
KniZzka s prazdnymi nebo linkovanymi listy,
do které si pises pozndmky, ndpady nebo
skolni ukoly.

I keep a small notebook in my bag for sudden
ideas.
V tasce nosim maly zépisnik na ndhlé napady.

She filled three notebooks during her first year
of study.
Za prvni rok studia popsala tfi sesity.

Al

parent
UK /'pesrant/ US /'perant/

A company that owns and controls another,
smaller company.
Firma, kterd vlastni a ridi jinou, mensi firmu.

The parent company owns four smaller brands
in three countries.

Materska spole¢nost vlastni ¢tyfi mensi znacky
ve tfech zemich.

Our parent company decided to close two
regional offices.

Nase matefska firma se rozhodla zavfit dvé
regionalni kancelare.

B2
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prodejni rec, nabidka,
prezentace napadu

podstatné jméno

www.MojeSlovicka.cz

recepce, recepcni pult,
prijimaci kancelar

podstatné jméno

www.MojeSlovicka.cz

rutinni, bézny,
pravidelny

pridavné jméno

www.MojeSlovicka.cz

razitko, otisk razitka

podstatné jméno

www.MojeSlovicka.cz

orazitkovat, razitkovat,
opatrit razitkem

sloveso

www.MojeSlovicka.cz

pracovna, studovna

podstatné jméno

www.MojeSlovicka.cz

docasny, prechodny,
provizorni

pridavné jméno

www.MojeSlovicka.cz
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routine
/rui'tim/

done as a normal, regular part of a job or
process, not because something is wrong
délany jako béznd pravidelnd soucdst préce
nebo postupu, ne kviili néjakému problému

The doctor ordered a routine blood test,
nothing to worry about.

Lékar naridil rutinni krevni test, neni se ¢eho
bat.

Routine checks of the machines are done every
Friday afternoon.

Rutinni kontroly stroju se délaji kazdy patek
odpoledne.

B2

study
/'stadi/

A room in a home where someone reads,
writes and works in peace.

Mistnost v domé nebo byté, kde si nékdo v
klidu Cte, piSe a pracuje.

He shut himself in the study to finish the
annual report.

Zavrel se v pracovné, aby dodélal vyro¢ni
Zpravu.

A heavy desk and two armchairs almost fill the
small study.

Tézky psaci stll a dvé kresla malou pracovnu
skoro zaplni.

A2

reception
/r1'sepfon/

The place just inside a hotel, office or clinic
where people arrive, give their name and get
help.

Misto hned u vchodu do hotelu, firmy nebo
ordinace, kde se pfichozi ohléasi a dostanou
pomoc nebo informace.

Please leave your key at reception when you go
out.
Kdyz ptjdete ven, nechte prosim kli¢ na recepci.

The hotel reception stays open all night for late
arrivals.

Hotelova recepce je oteviend celou noc kvili
pozdnim prijezdim.

B1

stamp
/stemp/

To press a mark onto paper with a small
tool, usually to show that something is
official.

Otisknout na papir znacku razitkem, obvykle
jako potvrzeni, Ze je néco uredné v poradku.

The clerk stamped my passport without asking
a single question.

Utednik mi orazitkoval pas, aniz by polozil
jedinou otazku.

They stamp each parcel before it leaves the

sorting room.
Kazdy balik orazitkuji, nez opusti tfidirnu.

B2

pitch
/pitf/

A short talk in which you try to persuade
someone to buy something or agree to your
idea.

Kratka rec, kterou chce$ nékoho presvédcit,
aby si néco koupil nebo souhlasil s tvym
napadem.

We had ten minutes to make our pitch to the
investors.

Meéli jsme deset minut, abychom investorim
predstavili sviij napad.

His sales pitch was smooth, but I still said no.
Jeho prodejni fec byla hladka, ale i tak jsem
odmitl.

C1

stamp
/stemp/

A small tool with a handle that you press
onto paper to leave a mark, or the mark it
leaves.

Maly néstroj s drzadlem, kterym se na papir
otiskne znacka, nebo samotny otisk.

The officer reached for her stamp and the blue
ink pad.

Utednice shla po razitku a po modrém
razitkovacim polstarku.

The library stamp on the last page had almost
faded away.

Razitko knihovny na posledni strance uz bylo
skoro vybledlé.

B1

temporary
UK /'temp(a)rari/ US /'tempareri/

Made or used for only a short time, and then
stopped or replaced by something that lasts.

Takovy, ktery ma trvat jen kratkou dobu a pak
skon¢i nebo ho nahradi néco trvalého.

The bridge is closed, so drivers follow a
temporary route.

Most je zavieny, takze fidici jedou po docasné
objizdce.

She took a temporary job before her studies
began in autumn.

Nez ji na podzim zacalo studium, vzala si
docasnou praci.

B1
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