‘457 Rooster Learn French

At the Office: Leam French
Vocabulary for Work

Learn practical French vocabulary for the office, from desk items and meetings to
emails, documents, and everyday work tasks. Each word appears in a short present-
tense example sentence with an English translation.

A2 - Elementary 50 sentences 50 new words
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The lesson

1 BUREAU - office / desk

J'ai un bureau ici.
3e ¢ bysko isi

I have an office here.

2 ENVOYER - to send

Il envoie un email.
il avwa ce imel

He sends an email.

3 IMPRIMER - to print

Elle imprime le document.
el épsim la dokyma

She prints the document.
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REUNION - meeting

La reunion commence a neuf heures.

la Beynj> komads a noev ces

The meeting starts at nine o'clock.

SIGNER - to sign

Je signe le contrat.

39 sin Ia kbtea

I sign the contract.

REPONDRE - to answer

Il répond au téléphone.

il sep3 o telefon

He answers the phone.

DEMAIN - tomorrow

Nous avons une réunion demain.

nu zav3 yn eynj3 doemé

We have a meeting tomorrow.

DOSSIER - file / folder

Elle cherche un dossier.
el feg[ e dosje

She is looking for a file.

COLLEGUE - colleague

Je travaille avec mon collegue.

3o teavaj avek m5 koleg

I work with my colleague.

ORDINATEUR - computer

I1 utilise son ordinateur.

il ytiliz s3 nodinatoer

He uses his computer.
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11 ANNULER - to cancel

L.a réunion est annulee.

la Beynj> € tanyne

The meeting is cancelled.

12 NOTE : note

Je prends des notes.

39 psa de not
I take notes.

13 TAPER - to type

Elle tape un rapport.
el tap ée sapos

She is typing a report.

14 STYIO - pen

Je cherche mon stylo.
39 Jegf m) stilo

I am looking for my pen.

15 COPIER - to copy

Il copie ce fichier.
il kopi so fifje
He is copying this file.

16 SALLE : room

La salle est grande.

la sal € gsad

The room is large.

17 FINIR - to finish

Je dois finir ce travail.

39 dwa finig sa tsavaj

I have to finish this work.
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18 DIRECTEUR - manager / director

Elle parle avec le directeur.

el pasl avek la disektoer

She is speaking with the manager.

19 ENREGISTRER - to save

Il enregistre le fichier.
il asazgiste Is fifje

He is saving the file.

20 PAUSE - break

Nous avons une pause.
nuz av3 yn poz

We have a break.

21 MESSAGE - message

Elle lit ses messages.

€l li se mesa3z

She is reading her messages.

22 PREPARER - to prepare

Je prépare la présentation.
39 psepas la psezatasjd

I am preparing the presentation.

23 CLASSER - to file / to sort

I1 classe les documents.

il klas le dokyma

He is filing the documents.

24 DURER - to last

La réunion dure une heure.
la Beynj> dys yn ces

The meeting lasts one hour.
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REPARER - to fix / to repair

Je répare l'imprimante.
39 Bepak lEpsimat

I fix the printer.

FOURNITURES - supplies

Elle commande des fournitures.

el komad de fusnitys

She orders office supplies.

FAXER - to fax

Je faxe ce document.

39 faks so dokyma

I fax this document.

CONFIRMER - to confirm

Il confirme le rendez-vous.

il k5fikm le sade vu

He confirms the appointment.

PARTAGER - to share

Nous partageons cette table.
nu pastaz) sct tabl

We share this table.

VERIFIER - to check / to verify

Elle verifie les chiffres.

el vesifi le fifs

She checks the numbers.

FORMULAIRE - form

Je remplis ce formulaire.
39 pBapli sa fakmyler

I fill out this form.
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ANNULER - to cancel

Il annule le rendez-vous.

il anyl Is sade vu

He cancels the appointment.

ATTENDRE - to wait

Elle attend son collegue.

el ata s3 koleg

She waits for her colleague.

RANGER - to tidy up / to put away

Je range mon bureau.
39 B3 m3 byso

I tidy up my desk.

PROPOSER - to suggest / to propose

Il propose une solution.
il pgopoz yn solysj>

He suggests a solution.

TERMINER - to finish

Nous terminons tot aujourd'hui.

nu teemind to ozurdyi

We finish early today.

OUVRIR - to open

Elle ouvre la fenétre.

€l uve la fonsty

She opens the window.

FERMER - to close

Je ferme la porte.

39 fekm la post

I close the door.
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ALLUMER - to turn on

I1 allume la lumiere.
il alym la lymjeg

He turns on the light.

PHOTOCOPIER - to photocopy

Je photocopie ce document.

30 fotokopi sa dokyma

I photocopy this document.

APPELER - to call

Elle appelle un client.
el apel ¢e klija

She calls a client.

COMMANDER - to order

Je commande un café.

39 komad ce kafe

I order a coffee.

FACTURE - invoice

Il signe la facture.

il sip la faktys

He signs the invoice.

DISCUTER - to discuss

Nous discutons du projet.
nu diskyt5 dy pg>3e

We discuss the project.

LETTRE - letter

Elle envoie une lettre.

el avwa yn lete

She sends a letter.
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AGENDA - planner / diary

Je cherche mon agenda.
39 fe¥f m3 nazéda

I look for my planner.

PRESENTER - to present

Il présente son rapport.
il pgezat sd sapos

He presents his report.

FINIR - to finish

Nous finissons a dix-huit heures.
nu finis3z a dizyit cer

We finish at six p.m.

ARCHIVER - to archive

Elle archive les anciens fichiers.
el agfiv lez dasjé fifje

She archives the old files.

REGLER - to adjust / to fix

Je regle l'imprimante.
39 Begl IEpimat

I adjust the printer.

Vocabulary — 50

bureau office / desk envoie
imprime to print réunion
signe to sign répond
demain tomorrow dossier
collegue colleague ordinateur
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annulée
tape

copie

finir
enregistre
messages
classe
répare

faxe
partageons

formulaire

attend

propose

ouvre
allume
appelle
facture
lettre
présente

archive
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to cancel

to type

to copy

to finish

to save

message

to file / to sort

to fix / to repair

to fax

to share

form

to wait

to suggest / to
propose

to open

to turn on

to call

invoice

letter

to present

to archive
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notes
stylo
salle
directeur
pause
prépare
dure
fournitures
confirme
vérifie
annule

range

terminons

ferme
photocopie
commande
discutons
agenda
finissons

regle

note

pen

room

manager / director

break

to prepare

to last

supplies

to confirm

to check / to verify

to cancel

to tidy up / to put
away

to finish

to close

to photocopy

to order

to discuss

planner / diary

to finish

to adjust / to fix
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