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​Introduction
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Welcome to this book designed to help you expand your knowledge of phrasal verbs in American English. My goal is to help you expand your vocabulary and to be able to speak and write more fluently. 

Let's face it, phrasal verbs can be difficult to master, even for the best students. In this book, you'll find hundreds of English phrasal verbs that are used in boardrooms, over a meal, and with friends and family around the world. 

The best way to learn new vocabulary is in context. That's why I've introduced each one in a dialogue. Then, you'll find a simple definition in plain English. Finally, there is a practice opportunity so that you can review what you've learned. 

To get the most bang for your buck, be sure to do the following: 


−  Review frequently.

−  Use each phrasal verb in real life as soon as possible. 

−  Don't be nervous about making mistakes. That's how you'll get better at English!

−  Consider studying with a friend so you can help each other stay motivated. 

−  Use a notebook and write down new phrasal verbs (as well as new words, idioms, expressions, etc.) that you run across. Review frequently so that they stay fresh in your mind. 
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​About the Author: Jackie Bolen
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I've taught English for more than 20 years to students in Canada and South Korea. I hold a Master of Arts in Psychology and I've completed the CELTA and DELTA certification programs. Please send me an email with any questions or feedback.

YouTube: www.youtube.com/c/jackiebolen

Pinterest: www.pinterest.com/eslspeaking

ESL Speaking: www.eslspeaking.org

Email: jb.business.online@gmail.com

You might also be interested in these books (by Jackie Bolen): 

	Advanced English Conversation Dialogues

	1001 English Expressions and Phrases

	TOEFL Vocabulary Builder
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​Workplace & Career
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​A Project Falling Behind Schedule
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Marcus: Sarah, I need to check in with you about the Henderson project. We're already two weeks behind and I'm starting to worry.

Sarah: I know, and I'm sorry. A few things came up unexpectedly.

Marcus: The client is pressuring us. Can we speed up the timeline somehow? 

Sarah: I've been thinking about that. I could take on the testing phase myself and free up the developers to focus on the backend.

Marcus: That could work. Let's also cut out the weekly status report for now — that'll save everyone a couple of hours. Deal?

Sarah: Deal. I'll have a revised plan to you by Thursday.

Vocabulary 

check in (with someone): To make contact with someone to get or give an update on a situation.

come up: To arise or happen unexpectedly.

speed up: To make something happen faster or at a greater pace.

take on: To accept or assume a responsibility or task.

cut out: To remove or eliminate something from a process or routine.

Fill in the Blank

check in with / come up / speed up / take on / cut out

	We need to __________ the unnecessary steps in this process.

	Something unexpected __________ at the last minute and we had to postpone the meeting. 

	I try to __________ my team every Monday to make sure everything is running smoothly. 

	She decided to __________ more responsibilities after her colleague resigned. 

	If we don't __________ production, we'll never meet the deadline. 


Answers

	cut out 

	came up 

	check in with 

	take on 

	speed up 


Discussion Questions

	Have you ever been part of a project that fell behind schedule? What went wrong, and how did your team handle it? 

	How should a manager balance holding employees accountable while still being supportive when unexpected problems come up? 

	Some people believe that tight deadlines bring out the best in people, while others find them counterproductive. Which side do you agree with, and why? 

	What strategies do you think are most effective for keeping a team on track during a long or complex project? 

	How important is communication between managers and employees when a project is under pressure? Can too much checking in become a problem? 
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​A Difficult Coworker
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Priya: I've had it with Daniel. He stirred up another argument in the team meeting this morning, right in front of the client.

James: I saw that. It's getting out of hand. Have you thought about bringing it up with HR?

Priya: I've been going back and forth on it. I don't want to seem like I'm overreacting, but this has been going on for months now.

James: You're not overreacting. Honestly, I think we need to stand up for ourselves. If we stay quiet, nothing will change.

Priya: You're right. Let's put together a list of specific incidents first so we have something concrete to show HR.

James: Good thinking. The more documented we are, the harder it is to ignore.

Vocabulary 

stir up: To provoke or cause trouble, conflict, or strong emotions deliberately.

bring up: To raise or introduce a topic or issue in a conversation.

go on: To continue happening over a period of time.

stand up (for oneself): To defend yourself or assert your rights in a difficult situation.

put together: To gather or compile things into an organized whole.

Fill in the Blank

stir up / bring up / go on / stand up for / put together

	She finally decided to __________ herself and told her boss the criticism was unfair. 

	He always __________ drama whenever there's a disagreement in the office. 

	This kind of behavior has been __________ for way too long without any consequences. 

	Could you __________ a summary of the complaints we've received so far? 

	Nobody wanted to __________ the issue at the meeting, so it went unresolved again. 


Answers

	stand up for 

	stirs up 

	going on 

	put together 

	bring up 
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Discussion Questions

	Have you ever had to deal with a difficult coworker? How did you handle the situation, and would you do anything differently now? 

	At what point do you think a workplace conflict should be reported to HR rather than handled between colleagues? 

	Is it ever possible to change the behavior of someone who consistently stirs up conflict, or is removing them from the team the only real solution? 

	How does one toxic coworker affect the overall morale and productivity of a team? 

	Do you think workplaces have a responsibility to train managers to identify and deal with conflict early on? Why or why not? 
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​A Job Interview
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Interviewer: Thanks for coming in, Rachel. Could you walk us through your career journey and how you ended up applying for this role?

Rachel: Of course. I started out as a junior copywriter at a small agency, which gave me a solid foundation in content strategy.

Interviewer: Interesting. And how did you move on from there?

Rachel: After three years, I felt I had outgrown the role, so I moved on to a larger firm where I could take charge of full marketing campaigns. That's really where my leadership skills developed.

Interviewer: It sounds like you've built up a lot of experience across different environments. What made you want to transition into the corporate sector specifically?

Rachel: Honestly, I'm looking for something with more structure and long-term growth. I feel like everything I've done so far has been leading up to a role like this.

Vocabulary 

walk through: To explain or describe something step by step.

start out: To begin your career or a journey at a particular point.

move on: To leave a job or situation and progress to something new.

build up: To accumulate or develop something gradually over time.

lead up to: To be a series of steps or events that result in something.

Fill in the Blank

walk through / start out / move on / build up / lead up to

	She __________ as a receptionist before eventually becoming the company's CEO. 

	Could you __________ me __________ your experience with project management? 

	All of his training and sacrifices had been __________ this moment. 

	After being passed over for promotion twice, he decided it was time to __________. 

	It takes years to __________ the kind of reputation that opens doors in this industry. 


Answers

	started out 

	walk / through 

	leading up to 

	move on 

	build up 
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Discussion Questions

	How important is it to have a clear, logical career narrative when going into a job interview? Can gaps or career changes be turned into strengths? 

	At what point in your career do you think it makes sense to move on from a job, and what factors would influence that decision? 

	Some people believe in staying loyal to one company for many years, while others prefer to move around to gain broader experience. Which approach do you think is more valuable? 

	How much does the way a candidate tells their career story influence an interviewer's perception of them, beyond their actual qualifications? 

	If you were interviewing someone, what would be the biggest red flag in the way they described their career journey? 
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​Handing In a Resignation
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Sophie: David, I wanted to speak with you privately. I've decided to hand in my resignation. I've accepted a position abroad and I'll be leaving in four weeks.

David: I appreciate you telling me in person, Sophie. I won't pretend I'm not disappointed . Have you completely made up your mind?

Sophie: I have, yes. It wasn't an easy decision, but I feel it's the right move for me personally.

David: I respect that. Let's talk about how we can hand over your responsibilities smoothly. Is four weeks enough time to wrap up your main projects?

Sophie: I think so. I've already started documenting my processes so whoever takes over from me has everything they need.

David: That's very professional of you. I'd also love it if you could put in a few sessions training your replacement before you go.

Vocabulary 

hand in: To formally submit or deliver something, such as a resignation.

make up your mind: To reach a firm decision after a period of consideration.

hand over: To transfer responsibilities or duties to someone else.

wrap up: To bring something to a conclusion or a finished state.

take over: To assume control or responsibility from someone else.

put in: To contribute time or effort toward something.

Fill in the Blank

hand in / make up your mind / hand over / wrap up / take over

	Before she left the company, she spent two weeks __________ her duties to her successor. 

	He finally __________ his notice after months of feeling undervalued at work. 

	Can you __________ this project by the end of the week? The client is waiting. 

	When the director retired, her deputy was asked to __________ with immediate effect. 

	You need to __________. We can't keep the position open indefinitely. 


Answers

	handing over 

	handed in 

	wrap up 

	take over 

	make up your mind 


––––––––
[image: ]


Discussion Questions

	Have you ever had to resign from a job? What made the conversation difficult or easy, and how did you approach it? 

	What do you think an employee owes their employer when leaving, in terms of notice period, handover, and attitude during the transition? 

	Some managers take resignations personally, while others handle them professionally. What do you think is the most constructive way for a manager to respond? 

	How important is it to leave a job on good terms, and in what situations might that be difficult or even impossible? 

	Do you think companies do enough to retain talented employees before they reach the point of handing in their resignation? What more could they do? 


	[image: ]
	 	[image: ]


[image: ]

​Pitching a Startup
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Leo: I think we're ready to pitch this idea to investors. We've been putting it off long enough, and the market window won't stay open forever.

Aria: I agree, but we need to iron out a few things first. Our revenue projections for year two are still shaky and investors will pick up on that immediately.

Leo: Fair point. What if we brought in a financial advisor to tighten up the numbers before we approach anyone?

Aria: That could work. I also think we should seek out angel investors first rather than going straight to venture capital. Less pressure, more flexibility.

Leo: Good thinking. And if the angel round goes well, we can use that momentum to put forward a stronger case to the bigger funds later.

Aria: Exactly. Let's set a deadline. I don't want this to drag on for another three months without any concrete steps.

Leo: Agreed. Two weeks to get everything polished, then we start reaching out.

Vocabulary 

iron out: To resolve or eliminate problems or difficulties in a plan or situation.

bring in: To involve or recruit someone with specific skills or expertise.

seek out: To actively search for and find someone or something.

put forward: To present or propose an idea, plan, or argument formally.

drag on: To continue for longer than necessary or desired.

Fill in the Blank

iron out / bring in / seek out / put forward / drag on

	The negotiation __________ for weeks before both sides finally reached an agreement. 

	We need to __________ a legal expert before we sign anything with the investors. 

	She __________ a bold proposal at the board meeting that caught everyone off guard. 

	There are still a few contractual issues to __________ before we can move forward. 

	It's worth taking the time to __________ mentors who have actually built companies from scratch. 


Answers

	dragged on 

	bring in 

	put forward 

	iron out 

	seek out 


––––––––
[image: ]


Discussion Questions

	Have you ever had a business idea that you seriously considered pursuing? What held you back, or what steps did you take to move it forward? 

	What do you think is the most challenging part of pitching a business idea — presenting the concept itself, defending the financials, or convincing investors of your own credibility? 

	Some entrepreneurs prefer seeking out angel investors while others go straight to venture capital. What are the advantages and disadvantages of each approach? 

	How important is it for business partners to share the same vision and work ethic? What can happen when they don't? 

	Do you think entrepreneurship is something that can be taught, or is it mostly a matter of personality and risk tolerance? 
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​Social & Relationships 
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​Catching Up After Growing Apart
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Nina: Oh my goodness, Marcus! I can't believe it's been five years. You haven't changed a bit. How have you been?

Marcus: Nina! I know, it's crazy how time flies. Life just got in the way, I suppose. Work, moving cities, all of it.

Nina: Same here. I kept meaning to reach out but kept putting it off. I'm so glad we finally ran into each other today.

Marcus: Me too. The last I heard you had just walked away from that corporate law job. Was that the right call?

Nina: Best decision I ever made, honestly. I set up my own consultancy about two years ago and I've never looked back. What about you?

Marcus: Still at the same firm, but I've moved up to regional director, which has been incredible but exhausting.

Vocabulary

get in the way: To act as an obstacle that prevents something from happening.

put off: To postpone or delay doing something, often repeatedly.

run into: To meet someone unexpectedly without prior arrangement.

walk away from: To choose to leave or abandon a situation, job, or relationship.

set up: To establish or start something such as a business or organization.

move up: To advance to a higher position or level, especially in a career.

Fill in the Blank

get in the way / put off / run into / walk away from / set up / move up

	He __________ a very lucrative deal because it conflicted with his personal values. 

	I keep __________ making that dentist appointment. I really need to just do it. 

	She __________ her own photography business after being made redundant last year. 

	I __________ my old university professor at the airport completely by chance. 

	Don't let self-doubt __________ of your ambitions. 


Answers

	walked away from 

	putting off 

	set up 

	ran into 

	get in the way 
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Discussion Questions

	Have you ever reconnected with an old friend after years apart? Was it easy to pick up where you left off, or did things feel different? 

	Why do you think it is so common for friendships to fade over time, even between people who were once very close? 

	Some people believe that true friendships can survive long periods of no contact, while others feel that friendships require constant nurturing. Which view do you relate to more? 

	How does moving to a new city or country affect your existing friendships? What strategies help maintain those connections across distance? 

	Is it ever worth trying to revive a friendship that faded due to conflict rather than circumstance? What would that process look like? 
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