
In th Office

Office 
Supplies

pen

a sheet of 
paper

calendar

computer

phone

binder clip

envelope

folder

sticky notes

Daily Tasks

answer phone 
calls

check emails

schedule 
meetings

organize files

attend 
meetings

take notes

create 
documents

Expressions:

I'm in charge of ...
I handle ...
My primary responsibilities include ...

... are used for ...
For ..., we might need ...

Can I borrow ... to ..., please?
- Certainly, here it is!
- I'm sorry. I'm still using it now.


