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Study task: Listen again and notice the expressions you studied.

key result areas
aogts o MS glaojg>

The small number of responsibilities in which good performance is essential for success in a role.
A business and productivity collocation, often shortened to KRAs; it focuses on outcomes rather than every activity on a task list.

el g9 S Sy 33 cuidga gl byl js w93 3 Slac oS Lo dgiun 31 aS slass
La)yl5 cenygd glacoled SEST 4y & oyl 35548 ladncd 3y g el 639038 9 Case 53 ly S K
Client communication was one of Martin's key result areas.
293 ple o gadlS glaoje 51 S gyuina by bLS)
Identify your key result areas before planning the rest of your week.
S jadiia |y 395 dol o348 glaoja caan dalsl g ydalisy 3l i

the weakest link

The least effective part of a connected system, which limits the strength or success of the whole.
A common metaphor from a chain; it can describe a person, skill, process or component and is often used with the definite article.

S e agama Ty ol JS odbga by @)a8 oS wiugoeads mluge Sy (359 o xixleS
29308 @ e So L anlyd weilge 38 03bys Slgie 9 Canl yad 5l zly gloslaal
Slow communication was the weakest link in an otherwise excellent service.
A Gle K ey 30 il S g Sleas ddls pyicaes 1S byl
Listening may be the weakest link in your English at the moment.
Al s w S5l Lol desahil gylags Sys yols s ya sl

to drag something down

To reduce the quality, performance, mood or success of something larger.
An informal phrasal verb; the object may appear between drag and down, as in drag the team down.

FS 5 degame Sy cudidgo b aum gy o xSlas (b S ol uals
il €3S ol b cas el ey 3ilgi e <ol @ axgi b ol e dax i g cosl awy et hle Jab S
One weak process can drag the whole project down.
s 83axs JS 8l cely Slgie hemd wild Sy
Constant interruptions were dragging her productivity down.
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to cap something
QJ)SJQAM'&R&')QMB?&A

To place an upper limit on the amount, level or growth of something.
Common in business, policy and performance contexts; unlike stop, cap allows progress only up to a maximum point.

o3 My b pdaas oladie gl y ol sl
AS 50 s i aSly (S a3 8898 MolS |y giun tunl 2ly s Slac 6)‘3‘:“"‘".‘!“" oBgwsS glacsdl s
Poor communication capped the growth of his business.
35S sgasa |y gl S geens sy s byl
The company capped meeting time at thirty minutes.
255 3930 dd By L g |y dadr oy Sy

to hand something off
oot gals Jaed - 65508 @ 318 (a5 413819

To transfer a task, responsibility or piece of work to another person.
Common in workplace English and less formal than delegate; the object usually comes between hand and off.

5508 e 4y o)lS (asa b cdgtua oS S Jlaw!
ls ST Lugad alsya 1 el g ol yisavy st delegate 3l g aly S s LSSl 5o
Julia handed several routine tasks off to a colleague.
255 51389 zdlylSan 31 Su a ly 0xegy S v Wg
Before your holiday, hand the client account off carefully.
Ao Lo Uy Kae 4 cBa by g ydin Olus wdldasi 1 e

to expand to fill the time
A8 syl a9z ylay plas U payS g S

To grow in scope or duration until a task uses all the time available for it.
This structure is closely associated with Parkinson's Law and often suggests unnecessary delay, checking or polishing.

A5 Byos |y 35280 oloh dad HIS Sy oS Lala i by aials ys 38l 3528
A8 a oslial gyo3o 3t i8Sy by sy Jlsd @ el g ayls SGu3s BT awiSHl (9B L skt L
A two-hour task can expand to fill the whole day.
J_)_SJ Iy 39 PLAJ4S.\.ASL\.;J“ &S)ﬁoiw]@wugd‘)gﬁg
Without a deadline, the research expanded to fill the month.
S5S salyole plad Juaofy (2 dlosd o

friction
2oy gy SzsS gile - SKlaol

Small practical or mental obstacles that make an action harder to start or continue.
In productivity language, friction is metaphorical and often uncountable; removing friction means making the desired action easier.

S 0 sleas 1y 58 Sy anlsl LTS sl by Jlac S-S gilse
aoolhan by 038 Ll sy Silaol ;338 6 yls pislads Byt dgano g gslatul lins 390582 L) 33
Missing files create friction at the start of the day.
S a sl SIShsl oy 3T s oniaS gla Lyl
She removed friction by preparing her gym clothes the night before.
331 0w 31 s g osd gile (Ji o 31 gy el G958 sslel b of
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primed and ready
Lgo 9 o3Lol Mals

Fully prepared and able to begin or react immediately.
An energetic but neutral collocation; primed often suggests that preparation has created the right conditions for action.

8398 Slg L g oy gly a9y salel MalS
el onn @alyd 18 31 p1aB1 oly p3Y byl e e o lad primed el s bl g5yl oSy
With the document open, Martin was primed and ready to begin.
2392 95 03Lal MalS sl s a5 3L L
The team is primed and ready for the product launch.
anlugo g 0slol MalS Jguamo as e ¢l s

back to back
old you - o o iy

One immediately after another, with little or no time between.
Common with meetings, calls, classes and events; it functions adverbially or before a noun as back-to-back.

dold 09\ L {as Q_JLAJ dold b ‘é)ig_) 3l Y] doldMy USJ
g 50 ddsg 0 y4d b by dgane @l 31 oo (el 2ol sl slaggy 9 oS ulal il L
Julia scheduled her phone calls back to back.

35S 63ayaaliy OR e Sy Iy ﬂ‘u““b sl yulai Ll
We have three back-to-back meetings this afternoon.

el ol s qus gl ilasy 3o 5l

to fall behind

aile cde daliys 3l - alsl Céc

To fail to make expected progress or to become late with work, payments or a schedule.
An intransitive phrasal verb, often followed by on plus a task or with plus a continuing responsibility.

alip b es oy o8 ys gaile cde U yUas! dillas 00ySS b iy
.\JTUA with U ylsdalsl e grua Sl son b yasuin 48 gly el g el (.s_')}l Sile o8
Martin was working constantly but still felt he was falling behind.

el oali8l e 53S o ulas] 3l Lol (35S 50 318 diwgss ssla
| fell behind on my emails during the conference.

2ola8l e o Sl @ ol gl 31 S Jsbo 5

to set yourself up
o905 palyd 393 glsy L8 51Ty baalsa

To arrange conditions in advance so that a future action or result becomes easier or more likely.
Often followed by for plus a noun or to plus an infinitive; context determines whether the expected result is positive or negative.

o 3 Jetioea b gLl oagl ot U alaBl 5 oy )S alowl sl i 3
S e a8l |y ases ag Late b cate 0l e sama 9 1O b b el S g for b el
Prepare your files tonight to set yourself up for an easy start.
S palyd 393 glyy Sl oy S oalal 1y pluyle L6 oo
A realistic schedule sets you up to finish on time.
AS 0 @alyd eBgads (usS slad gl |y gl g ailiggdly aeliy S
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to add up

o3 3L g oaa 33+ (pad gax @@ go)

To accumulate gradually until several small amounts or effects produce a significant total.
In this meaning it is intransitive; it can also mean that facts are logical, but that is not the sense used in the episode.

A8 sl do ¥ LB e gama (SS 351 Ly ylade i U yad asanldl goyada
s yohaie Caud ol 4o Lino ol Lol (S oLl lacmBly fagy dlaie 4 wilgT o cuimean @dd UP (! p3d Lina ol 5o
Small switching costs add up to a serious loss of focus.

s eSS gax yabay |y 3558 o Mg e gax @ oy ) L Rlraly S3oS cladnie
Ten minutes of daily practice adds up over a year.
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