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INTRODUCTION 
In today's globalized world, international business communication is more important than 

ever. Whether you are speaking with a colleague in another country or negotiating with a potential 
business partner, it is essential to communicate effectively across cultures.  

International business communication is a complex process that can be greatly improved 
through the effective use of technology. However, certain cultural considerations must also be taken 
into account. When doing business internationally, communication is key. However, with so many 
different cultures and ways of communicating, it can be difficult to know the best way to reach out to 
your international partners. 

Also, as an up-and-coming international business professional, mastering the art of 
communication is essential. To make a good impression in the competitive business world, it's 
important to familiarize yourself with some basic tenets of successful cross-cultural communication. 

This book, "International Business Communication:….teaching the language of the 
corporate world," will explore some of the key aspects of international business communication and 
provide some tips for ensuring success. Keep in mind that while technology can play a significant 
role, personal interactions remain essential to building successful relationships with partners abroad. 

This book is intended to teach business professionals how to communicate effectively with 
colleagues, clients, and other professionals in the international arena. It outlines practices for 
international communication through correspondence, memos, faxes, emails, and speaking 
engagements at conferences or meetings; it provides guidelines for writing reports related to 
international business activity. 

A key difference between International Business Communication and domestic business 
communication is that most of the documents are written by non-native speakers of English who 
may have only a rudimentary knowledge of the language. Thus this book will be most helpful to 
those whose native tongue is not English but who need to write in English professionally. 

It also teaches techniques for translating one's ideas into corporate English to be shared 
internationally without loss. By understanding the nuances of International Business Communication, 
professionals can minimize misunderstandings and maximize their effectiveness when working with 
people from around the world. 

Topics like Common and Useful Business Phrases for Phoning, Presenting in English 
Effectively and Useful Phrases, Presenting Ideas to your Team and Boss, etc., are extensively 
discussed in this book. The sections on writing reports and emails will be especially helpful to non-
native English speakers. The book also includes a section on translating one's ideas into proper 
English so that these ideas can be shared internationally without loss. 

By the end of this book, you will be able to: 

 Effectively communicate in the English language by speaking and writing. 

 Translate your ideas from their original language into proper English to share these ideas 

internationally without loss. 

Effective communication is critical to getting your message heard in today's global business 
arena. There are more than 6,400 spoken languages in the world, with only one standard of accepted 
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written English. As a result, many non-native speakers of English may not speak or write enough for 
others to understand them. This book outlines practices for communicating effectively on an 
international scale through correspondence, memos, faxes, emails, speaking engagements at 
conferences or meetings; it provides guidelines for writing reports related to international business 
activity. 

To make communications in the international business world more effective, one should 
become familiar with key concepts and strategies. This book will introduce three basic principles of 
effective cross-cultural communication. After reading this post, you'll be on your way to becoming a 
global communicato. Stay tuned for Part Two of this series, where we'll explore how to apply these 
concepts when communicating with different types of people worldwide. Until then, happy learning! 
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CHAPTER ONE 

Phoning in English 

Phoning in English is not the same as phoning in Japan, where managers get business done 
on their mobile phones. Packing in English is based on what you are taking with you when traveling 
abroad, but packing in Chinese is about how well-organized your suitcase is. Scheduling in Latin 
America or Italian takes one thing at a time, while scheduling in Germany or Japan involves creating 
an agenda that calls for several things to be done at once. Writing emails in India will likely involve 
more words than emails sent within the US. However, emails written by Americans will probably 
include words that people from other cultures may consider unnecessary.  

Socializing across cultures can often lead to confusion because of these differences. These 
definitions are adapted from the book International Business Communication, which is designed to 
teach business professionals how to speak and write in the language of the corporate world. 

Speakers of American English often require different types of technology than speakers of 
British or Australian English do. For instance, they are more likely to have their phones with them at 
all times so they can be reached on demand. They are also more likely to listen to music on an iPod 
or other mp3 player while doing other activities. 

Etiquette varies by region as well, depending on traditional practices that vary from country 
to country. One example concerns how people on elevators should act when riding up together 
toward the top floor of a building in some countries but not others--in Japan, for instance, people are 
supposed to remain silent, face the front of the elevator, and not enter or exit until everyone else has 
left. 

Business professionals need to know about cultural differences, so they do not inadvertently 
offend people who are different from them when doing business in their countries. This means 
learners must understand proper business etiquette in various cultures.  

If you're speaking with someone on a phone while reading this book, you may want to put 
down your phone for a minute while reading this paragraph. The purpose of this point break was to 
illustrate the concept of using minuscule pauses between words or sentences to create emphasis, 
which can be used quite frequently in American English but less often in British English. Words like 
'and' or 'with' are used frequently by Americans to create these pauses, but Brits tend to use 
punctuation instead of words to achieve the same effect. 

These differences between American and British English can be quite subtle, which can lead 
to misunderstandings if any business professionals from either culture try to do business with each 
other without first understanding what they're doing wrong or right within their own cultures. 
Business professionals--for example, those trying out for a job at a multinational company--must also 
understand how phoning in a particular country is different from phoning in another. For example, 
phone calls made in Japan usually occur during work hours and rarely on the weekend, so managers 
get more business done with phones than landlines because it's easier to reach their employees. On 
the other hand, in the United States, people tend to have more private conversations on their 
phones because it's easier to escape from their busy lives and spend time with family and friends. 

When business professionals do phone calls in international settings, there are a few things 
they need to keep in mind: for example, certain words might be meaningless across cultures; the 
tone of voice might be interpreted badly; or there may even be misunderstandings about what is 
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being said if one party assumes that both parties understand the same slang term (for instance, an 
English speaker using 'lol' as a substitute for 'laughing out loud). 

Business professionals also need to learn about cultural differences when sending emails 
around the world. For example, people in some countries might interpret emoticons as vulgar 
because the facial expressions they're meant to depict could be sexual or otherwise offensive in their 
own cultures, so it's important to know what certain symbols mean even if someone is writing them 
with good intentions. 

Business professionals also need to keep cultural differences in mind when sending business 
cards around the world. For instance, giving someone a card during a meeting signifies that you want 
something from them--possibly access to their network of clients and contacts or simply information 
that you can use for your professional development; whether or not this is true does not matter--
that's how the other person perceives it at any rate. Therefore, business professionals should wait 
until they've gotten to know someone well enough to give them a card in person instead of using 
email or phone conversations to introduce themselves. 

Common and Useful Business Phrases for Phoning 
The following is a list of common business phrases in English which may assist you in business 

or professional contact. You can use these without a problem on most occasions. 

1. Your proposal has been accepted 

2. We are open to negotiations 

3. I want to follow up with you on this issue next week. I'll be back in touch to follow up with you 

then. 

4. The information you requested has been sent to you. Our records show that we have sent this 

request to you by email. 

5. I'll get back to you on that. I will come back to you later if necessary. 

6. We're having some problems with our telecommunication system. We are having technical 

difficulties with the phone. 

7. Would you prefer face-to-face communication, or would you like to communicate by email? 

Would you prefer to communicate in person or rather by letter? 

8. I'm not sure of the answer, but let me make some inquiries, and I'll get back to you. I don't 

know the answer, but please give me a short time, and then I will come back to you with an 

answer. 

9. Is this conversation confidential? Can we speak in confidence? 
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10. May I have your position on this matter? Could you tell me if your company feels very strongly 

about this issue? 

11. I'm not sure of the outcome. It's difficult to say what will happen with this outcome. 

12. We feel strongly about this issue. Our company is very committed. 

13. This is an unauthorized expenditure. Will you please give your permission for us to proceed? 

14. Sometimes, we have problems getting through on the line since it has become overloaded at 

peak hours; however, we are currently looking into improving these lines of communication. 

We have often had difficulties due to heavy call traffic, but our technicians are now working 

on solving this problem. 

15. A direct line would be best if you have any urgent matters or issues that need my attention. If 

you have any urgent issues or problems, I suggest contacting me directly at the office. 

16. How would you prefer your mail to be sent? Please let me know how you'd rather receive your 

mail in the future. 

17. Your message is very important to us. We are glad that you have interested in our company 

and its services/products. 

18. You can reach me at my desk phone or through email between 9 am-5 pm EST during the day.  

19. You may reach me by calling my desk phone from 9 am-5 pm EST or email. 

20. Can you allocate some time for me to talk about this idea? Could I have some of your time to 

discuss this matter? 

21. All team members were required to assemble in the meeting room at 8 am sharp. 

22. I can't ascertain whether or not she is in her office at present. I don't know if she's in the office 

now. 

23. Some people say that the company will state its position, but no one knows for sure. 

24. I'm not sure if I can assist you with that right now. Sorry, I'm not sure if I can help you with that 

at this time/right now.  

25. We hope to attain better service levels in the future after we have implemented these 

measures. We plan to improve our services once we have implemented these plans. 
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26. We try to keep our average response time under 24 hours. In general, we aim to reply within 

24 hours or less. 

27. I can't assist you as I'm very busy right now. Sorry, I can't help you because I am very busy now. 

28. Our customer service representatives are available from 8 am-6 pm EST Monday through 

Friday. We have customer service staff who work from 8 am-6 pm EST Monday-Friday. 

Effective Communication on the Phone 
The following tips apply to telephone communication in the business world. 

1. Always use your name when introducing yourself or another person. Never fail to identify 

yourself and your company when making a call, especially if you expect a return call from that 

person. Failure to do so is likely to confuse the other party about who they are speaking with. 

It may also come across as an attempt to deceive them into thinking you already know them 

or want something from them without clearly identifying your business relationship with 

them. 

2. Be sure that all names used in conversation are spelled correctly when written down. Also, 

spell any technical words that might not be well known throughout the conversation if possible 

for everyone present on both sides of the conversation to understand the context of your 

conversation more clearly. You don't want to make someone think they know what something 

means when they don't because you spelled it wrong. 

3. Speak slowly and distinctly, but not too slowly. If you speak too fast, you will likely sound like 

you're in a hurry and therefore convey that you're not interested in having a long conversation. 

However, if you speak too slow, people may get bored, suggesting that whatever is being 

discussed isn't very important or that maybe whatever they said wasn't good enough, so why 

should what you have to say be? 

4. Withhold any personal opinions until your phone partner has had sufficient time to explain 

their side of the story fully. Don't immediately tell them you disagree if they just started to 

talk. Ensure that they are finished before you give your thoughts on the matter. 
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5. Use an upbeat tone in your voice when discussing good news or pleasant topics. Your tone of 

voice is important since it can affect how others respond to what you say, especially regarding 

how negative or positive they perceive the conversation (negative may lead to increased 

conflict, whereas positive may lead to increased effort). 

6. Speak with conviction and confidence in your voice whenever possible if the topic is related to 

your work because this will likely boost people's feelings about your message. This does not 

mean you should speak forcefully, only that whatever words come out of your mouth should 

show some passion for what's being said. 

7. Use appropriate pauses in your speech to give listeners time to process what you've just said. 

Pronounce all words clearly, so people know exactly what you're trying to say. Don't speak 

faster than normal or slower than normal; use the right pace that's comfortable for you and 

allows others to understand you easily, especially if English is not their mother tongue. 

8. Try not to raise your voice at the other person unless they are impossible due to anger issues 

(most likely caused by something else in life). Never curse over the phone no matter how 

frustrated you get because this will make it difficult for both of you to continue discussing 

whatever issue was brought up during the conversation. Also, avoid talking about personal 

topics because it might make the other person uncomfortable. 

9. Learn to adapt to different needs. If their need is for you to talk more than you like listening, 

then do so without complaint or at least fake that you're enjoying what they have to say. If, 

however, your need is for them to listen more than it's your turn to speak, then express that 

desire through nonverbal means (for example, by looking down and away from them if 

standing face-to-face or avoiding eye contact if sitting near each other). You can also try 

changing the topic of conversation depending on what seems best at the time, given all 

possible circumstances, so as not to let feelings fester within yourself under pressure. 

10. Never answer the phone with a simple "Hello" because whoever called you most likely knows 

who they are calling, and if not, it's better to let them tell you verbally who they're with just in 

case there is more than one person over at their place. Be polite by saying the appropriate 
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greeting, even if that means stopping whatever else you were doing at the time or putting your 

hand on top of what you might be eating to avoid spraying food all over the phone. 

11. Listen attentively with an open mind when others speak. Show no signs of aggression, anger, 

fear, anxiety, disgust, contempt, or any other negative emotion simply because these will make 

it difficult for others to understand what you want them to know without getting defensive 

which means things will only worsen. Avoid getting these feelings in the first place by learning 

to recognize them if they appear before they escalate into something too big for you to handle 

- then take a break or do whatever it is that calms you down enough so that your mind can 

function properly again without any distractions. 

12. Speak clearly and slowly whenever someone tells you something important because this will 

ensure that they understand what was said even if English isn't their mother tongue since 

many people learn it as a second language. Any details such as numbers, facts, etc., must be 

presented accurately. After that information has been verified over time, the chances are high 

that those details will remain unchanged, making those original statements valid. This means 

if someone says "John lives on the third floor" and "John lives in apartment 302," then chances 

are high that both statements hold because John hasn't moved in the meanwhile to 

somewhere else. 

13. Avoid trivial small talk or anything else just for entertainment purposes when someone serious 

is trying to communicate something important such as career advice, for example. Anything 

related to business, such as "how much do you make?" has to be answered truthfully no matter 

how uncomfortable the other person might feel when asking such a question, even if they 

pretend it's all just a joke by smiling or laughing at their own expense. That means there are 

no exceptions whatsoever under any circumstances - otherwise, it will make others wonder 

what you did wrong, especially if they were expecting more of an explanation from your end 

why you would do such a thing. 

14. If someone is trying to make small talk and you don't like it, change the subject as soon as 

possible unless they're your boss who might get upset with you for not knowing all that cultural 
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stuff, especially when others are watching or listening in on the conversation. It's better, to be 

honest about what you think and feels than pretend to care about something you don't like 

doing at all (such as going out drinking every night of the week). This means if you want them 

to stop what they're doing because it makes no sense whatsoever, then say so without delay, 

or else those feelings will build up inside yourself until they explode into anger which is never 

good for anyone involved regardless of how justified you might feel in the heat of the moment. 

15. When it comes to business matters, never say anything negative about a product or service 

unless it's something that you would openly admit to your best friend because that means all 

those involved have been informed in advance and will then have a chance to take whatever 

action is necessary if they so wish. Any information not related to business can be discussed 

freely but keep in mind there might be consequences both now and later down the line when 

someone finds out what was said, although that's their problem since they should know better 

than to ask potentially embarrassing questions if they don't want answers they wouldn't like 

hearing. 

Comprehension Exercise I 
The following passage will polish your understanding of the English conversation to help you 

get more conversant with how phoning in the English language is done. Answer the questions that 
follow; the answers to the exercise are found in the corresponding appendix at the end of the book. 

Case Study 
Finally, it was the day of the international call, and MBA 7-Y-0873 had earned the 

opportunity to make that hard-earned call from his home country to his team leader in the United 
States and relate the various discussion items on in the board. It was a critical call because the 
company planned to integrate with a firm in the United States. The establishment of a joint venture 
would be an inane strategic step that would grab and hold the attention of the regulators and 
shareholders. 

The caller, put through to the boardroom, starts, "Hello Sir, this is MBA 7-Y-0873. I am calling 
you from Baghdad, Iraq. I am in my office. It is very nice here today. The weather is hot, but it has 
been hot for the past three months, I guess. It is good though because I get to relax and work a lot. 
As you are aware, the integration of the two firms is the topic of discussion at the board here in 
Baghdad. We have already finalized our plans, and they have been presented to you and all of our 
colleagues whose signatures you received three weeks ago. You also know that the partners and 
shareholders are currently deliberating this. They are in round table meetings, and we are counting 
on all of them to have an open mind and consent to the integration." 
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The shareholder of the board in Baghdad continues, "I understand now. I have received the 
agreement from the partners of the firm and the shareholders of the board. We have now submitted 
all the conditions to the board so that you may execute the plan. It is good to know you are having 
such a good time here in Baghdad. Do you have any particular agenda in your trips back and forth to 
your team leader, or is it purely work? 

The caller in Baghdad replies, "Oh yes, it just works. I have not left the office for almost a 
month now. Many complications have come up in the partners' and shareholders' meetings because 
of such hardcore competitors in the firm. I have tried to convince them that we must be united to 
improve our market share. So, whatever you need, just let me know, and I will do my best to appease 
you. We must also be aware that the quality of the firm's works must be kept intact at all times so 
that we do not lose our supporters and the investors and, most importantly, win the bid for the joint 
venture." 

The international caller in Baghdad adds, "Oh, yes, Sir, the quality is a huge development 
project. We will have to get sixteen people from the United States to support our operations. And 
this is only the beginning. I can see a bright development in the operations department, but they 
cannot seem to take the response plan." 

Exercise Questions 
1. What did the caller in Baghdad have to do to convince the partners and shareholders of the firm to 
approve the joint venture with the firm from the United States? 

2. What was the shareholder of the board in Baghdad sees as the development in the operations 
department? 

3. Why was the caller in Baghdad called to the board with what would be a joint venture with a 
company in the United States? 

4. What did the caller in Baghdad manage to suggest to the board? 

Task 
Find the Customer care line of a Financial Service corporation in your locality, and try to engage the 
person on the phone, lodging a complaint about their service. Then try to move the conversation to a 
business proposal (don't care about rejection, in fact, you are most likely to get rejected). If the call 
can last for that much, you can improve your phoning skillset with time and engagement with people 
in the corporate world.  
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CHAPTER TWO 

Emails in English 

Useful Phrases in Writing Emails 
The following are useful abbreviations and phrases when writing formal emails: 

 I'm attaching the files you asked for. Please find attached the revised version of your 

statement. 

 Until we hear from you, this will confirm our discussion today. 

 When can we expect a reply? 

 As I mentioned during our telephone call, Pls find below the information needed to proceed 

with the shipment. 

 The following needs to be done / Please find the email attached: 

 Can we discuss this offline? 

 I am happy to hear from you and can be reached on + (country code) (telephone number). 

 Please keep me posted regarding developments about my inquiry. If I don't hear from you, I 

will assume nothing new and get back to you next week after reviewing our options. 

 We are pleased to confirm the order of (quantity) (product). 

 This is to acknowledge receipt of your email dated (date) regarding the attached quotation. 

 I look forward to hearing back from you soon. If I don't hear from you, I'll give you a call next 

week. 

 Please find attached the information required for your project. This should be of (benefit/use) 

(benefit/use) (benefit/use). For an explanation, please contact me on my mobile number or 

email. 

 Please find enclosed our invoice for payment as agreed with our contract signed on the date. 

If anything is wrong with this invoice, please let us know straight away. 

 Thank you for agreeing to send me the documents at your earliest convenience. 
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 Also attached are the documents you requested. If there is anything else I can assist with, 

please let me know. 

 I look forward to hearing back from you, so please provide your response by the 10th of 

October at the latest so that we have enough time for our audit process before submitting it 

to management on the 13th of October as scheduled. Regards & Kind regards, 

Common Abbreviations used when writing formal mails 
The following are some common abbreviations used while writing mails: 

 ASAP: As soon as possible 

 Attn: attention; used to show that a letter is for the attention of a particular person 

 fao: for the attention of; used in front of someone's name on a document, letter, or even 

envelope to show that it is intended for them 

 cc: Carbon copy (if the copy of the letter is being sent to more than one recipient) 

 c/o: care of; often used in an address on a letter sent to someone at another person's house, 

or company 

 enc. Enclosure (list of attachments to the letter) 

 pp: Used when signing the letter on somebody else's behalf because he/she is not able to sign 

the letter (Latin per procurationem) 

 RSVP: Please, reply back (fr, “répondez s’il vous plait” ) 

 Ref: reference; used in a business letter when giving the numbers and letters that show exactly 

which document or piece of information you are talking about 

 RE: means Reply 

 PPS: is usually written before a note at the end of a letter, after the ps note 

 EOD: means "end of the day." 

 EOM: means "end of the message."  

 FYI: means "for your information." 
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 Ms. or Mx: Ms. identifies a person as a woman without revealing if they are married or single 

(as in the case of Mrs. and Miss), while Mx. is used as a gender-neutral honorific for those who 

identify outside of the gender binary. Use your discernment when addressing someone in 

a professional email. 

 NRN: means "no reply necessary." 

 OOO: means "out of the office." 

 OT stands for "off-topic." 

 YTD: means "year to date." In a year (calendar or fiscal), you can use YTD to indicate where 

you are as of the current date. 

 TL;DR: means "too long; didn't read." It's often used to signpost a quick summary of a much 

lengthier email. 

Acronyms are helpful abbreviations that keep emails concise. Once you become an expert at 
letters and punctuation, you'll have no trouble using them to communicate well at work. Which 
acronym do you find the most useful? 

Comprehension Exercise II 
The following passage will polish your understanding of the English conversation to help you 

get more conversant with sending mails, understanding them, and how to better reply to emails in a 
corporate organization. Answer the questions that follow; the answers to the exercise are found in 
the corresponding appendix at the end of the book. 

Case Study 
This is a mail conversation between the CEO and CFO about incoherency in auditing figure of 

the company, Do the preparation task after the exercise that follows the passage; 

After the CFO finished the auditing, he sent a mail to the company's CEO stating that he did 
not find any fraud or misappropriation of funds. The CEO was very happy with this statement and 
thanked the CFO for his diligence. 

The next day, the CEO received another email from the same person who wrote the previous 
one. In this email, he stated some irregularities in the accounts receivable section. He also mentioned 
that the CEO should be careful about the payments made to the vendors as they might have been 
overpaid. This time, the CEO was furious and asked the CFO what was going on. The CFO replied that 
it was just an audit and nothing else. The CEO then said he would like to see the report before 
deciding on the matter. The CFO told him that he could send him a copy of the report, but he had no 
access to the reports' system. The CEO said that he wanted to see the report right away. He then 
sent a mail saying; 

Mail One 

 Dear CFO, 
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I am sending you the report regarding the accounts receivable section of our company. I want to 
know if there is anything wrong with handling these transactions. 

Regards, 

CEO 

In response, the CFO sent a mail to him back saying; 

Mail Two 

Dear CEO 

Thank you for your interest in the accounts receivable report. However, I cannot give you access to 
the report because it is confidential. If you need further assistance, please let me know. 

Sincerely, 

CFO 

Exercise Questions 

1. From the Passage above, which choice best describes the relationship between the CFO and the 
CEO? 

A) The CFO has more authority than the CEO. 

B) The CFO is subordinate to the CEO. 

C) The CFO is equal to the CEO. 

D) The CFO is superior to the CEO. 

2. What does the CEO mean when he says he wants to see the report “right away”? 

A) He means that he wants to see it immediately after reading the email. 

B) He means that he needs to read it quickly to decide. 

C) He means that he will look at the report later. 

D) He means that he doesn't care whether he sees the report or not. 

3. Which choice most effectively completes the meaning of the last sentence in the passage? 

A) The CEO is angry with the CFO. 

B) The CEO is upset with the CFO. 

C) The CEO is disappointed with the CFO. 

D) The CEO is annoyed with the CFO. 

4. According to the passage, which of the following statements is true? 

A) The two people involved in the conversation are equal in status. 

B) The CFO is not allowed to disclose the report's contents. 

C) The CFO is required to provide the CEO with all relevant information. 

D) The CFO is responsible for the accuracy of the report. 



 
 

 

 Business Englisch lernen? – info@train-express-languages.de 
                         www.train-express-languages.de 

                 Tel.: 015259915633 

Task 
Find the meaning of the following idioms and match it with it corresponding meaning; 

Kind of; To figure; Days on end; a whirlwind; every other; To be posted; To oversee; To be off 
to. 

i. something fast, exciting, and unpredictable 

ii. several days continuously 

iii. to regularly check the progress of a project 

iv. in some way, sort of 

v. to be sent to a place for a job 

vi. one out of every two 

vii. to move or travel to a different place, often quickly 

viii. to think, to suppose 
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CHAPTER THREE 

Small Talk 

Small talk is the earliest stage of professional communication. It is a good way to get to know 
people and develop relationships, but business communication should not be confused. 

The purpose of small talk is for individuals to learn more about each other and establish 
common ground that will allow them to work together more effectively in the future. The key 
component of small talk questions; everyone likes to talk about themselves, so asking open-ended 
questions about their work and interests makes people feel engaged and special. 

When you ask open-ended questions like: "What did you do this weekend?" or "Where are 
you from?" the person answering feels like you genuinely want to know what they think. The other 
individual also gets a chance to see if there is a reason to keep the conversation going. Asking these 
questions invites the other person to contribute and puts them to think about what they want to say. 

The best way to initiate small talk is by asking for help or giving out advice. This allows you to 
appear helpful, friendly, knowledgeable, and interested in the other person's perspective while also 
learning more about him/her. Comments on current events can be another great ice breaker because 
stories involving people are inherently interesting. For instance, if someone has an accent that 
sounds foreign, ask them where they are from or how long they have lived here. This comes down to 
common sense; remember that everyone likes talking about themselves.  

Small talk may not directly impact your business goals, but it is essential forging new 
relationships. It creates a relaxed atmosphere that helps you build friendships, which will work to 
your advantage in the future. 

Questions 
Most people are more comfortable initiating small talk with another person because they are 

unsure what topics to discuss. Asking too many personal questions can make others feel 
uncomfortable and intrude on their privacy, so avoid asking anything too intrusive about their family 
or income. When asking someone how they spend their time off, for instance, mention that you 
enjoy seeing pictures of them on Facebook or Instagram, so they know this type of information is 
safe to share. Instead of asking about salary change history directly, ask them if they like where they 
live now because traffic has increased. 

The proper way to ask questions is by making it sound like an assumption or an observation 
you made, not like a direct question that requires only a yes or no answer. For example, instead of 
asking, "Do you come here often?", say, "I've noticed that this is your regular Starbucks; what's your 
usual order?" The key to asking good questions is to keep the conversation going, so both parties feel 
involved and special.  

Business Communication 
When communicating with colleagues, clients, suppliers, business partners, etc., use formal 

language appropriate for the setting. Business communication aims to get things done quickly and 
effectively within the professional environment without offending anyone or wasting their time. At 
all costs, people should avoid anything perceived as unprofessional or insulting. 

Business communication is similar to other forms of writing in that it should be clear, concise, 
and organized. Use an appropriate tone of voice by avoiding slang and informalities such as "lol" and 
"jk." If you are communicating with someone, you know personally in your company, avoid putting 
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this information in the written message unless it directly relates to the point you are trying to make. 
This can distract the recipient because they will wonder if there has been a miscommunication. 

Do not use emoticons when communicating with clients or colleagues; no matter how well 
someone knows you, these symbols are only appropriate for casual messages between friends. Your 
goal is to demonstrate respect toward the other person and the company they work for, which is 
best done through professional language. 

In addition to being well-written, business messages should also be brief. This makes it easier 
for someone else to read because there are fewer words to sift through, ensuring that you respect 
their time. By avoiding small talk and unnecessary details, your message will get straight to the point 
without making it sound abrupt or pushy. If something seems obvious, put it in a memo because 
people may not remember everything from a phone call or casual chat. One way around this is by 
using signal phrases such as "To" or "In regards to."  

When communicating with clients over email, always sign off with your name and the 
company name, making it clear that you represent the business. For example, if your company is 
called "ABC Corp." then use something like "Sincerely, John Smith, ABC Corp." If you are emailing a 
colleague with whom you have a personal relationship outside of work, consider adding their first 
name to avoid confusion. 

While these rules may seem strict or even convoluted for maintaining professional relationships, 
business etiquette ensures that everyone involved gets along without any hard feelings later on 
down the road. It creates an atmosphere of mutual respect, allowing people to do great things 
together by working toward common goals. As long as everyone follows these guidelines from the 
start of communication onward, there will be no misunderstandings or miscommunications that 
could cause problems. 

Common and Useful Phrases for Small Talk and How to Small Talk Efficiently for a Better 
Rapport  
The following are some common Phrases for Small Talk 

1. More Opportunities: 

2. I like your style. 

3. That sounds like a good idea. 

4. That's interesting. 

5. I agree with you. 

6. Can we talk? I need some advice/help/a favor. 

7. I have a proposition for you. 

8. The answer is yes, of course. 

9. I'm sorry, I can't help you with that right now. 

10. Thank you for understanding. 

11. That's OK, let's be friends.  
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12. Please give me some time to think about it/sleep on it/clear up my schedule first. 

13.  Let's talk again tomorrow. 

14. Template: Let's take a break from this topic and discuss something more lighthearted or 

neutral instead (change subject). 

15. Thank you so much for your time. 

Comprehension Exercise III 
The following passage will polish your understanding of the English conversation to help you 

get on with small talk and get more convenient with having small talk amidst your peers. Answer the 
questions that follow; the answers to the exercise are found in the corresponding appendix at the 
end of the book. 

Case Study 
When Jose met HR at the conference hall, he quickly ran to her to have a little chat with her 

before the meeting commenced; he talked about his current position that he had been into for the 
past ten years. The HR listened to him with keen interest and know-how. Jose felt about it; she 
shared her views too. 

Minutes after their little chat, they both stood in front of the conference hall, as the big 
doors were open, and everyone congregated there as they waited for others to come as well. 

Jose stood next to HR again and started a conversation with her on small issues like where 
this meeting will take place, who will be sitting first, and stuff like that. A casual chat between two 
people was more or less like a social issue but rather on the business side of things. 

The little chat continued before the meeting commenced; no one noticed them talking 
together because most of them were busy with other matters. But Jose knew what he wanted to say 
to HR, and he did not want to miss an opportunity to tell her something important. So he told her 
that he had been thinking about leaving his job for quite some time now. 

He also told her that he had been looking for another job for quite some time but could not 
find anything suitable for him. HR said, “I think you should leave your job.” 

She then asked him if he would be interested in joining her company as a Business Analyst. 
She explained to him that the role was very interesting and challenging. She added that the pay 
package was good enough, and the working environment was great. 

Jose was thrilled by the offer and accepted it immediately. After all, he needed a change, 
which seemed like the perfect opportunity. 

Exercise Questions 
Answer the following question about the piece above by selecting the appropriate answer to the 
question; 

1) What does Jose do? 

2) Why did Jose meet the HR? 

3) Jose’s motive for telling HR that he was thinking about quitting his job? 
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4) What did HR say to Jose? 

Task 
Find a buddy at your workplace, engage them in small talk, and apply all you learn in this 

chapter. 
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CHAPTER FOUR 

Negotiating 

Negotiating in the business world requires a range of communication skills between the 
parties to the deal. When negotiating a contract between parties, whether at the executive level of a 
corporation or in a small, sole-trading company, the parties need to have similar levels of knowledge 
of the business language. 

Conversation and negotiation skills form a vital part of business communication. However, 
any practice by either party that oversteps the bounds will most likely lose some credibility in 
business. Therefore utmost care is necessary while negotiating with people from other cultures and 
countries or even those individuals who may be "hard-to-deal-with" both at home and abroad. 

The language used in business negotiations is sometimes called 'business English' because 
negotiators use it at all stages of negotiations, not just in correspondence. Business communication 
in negotiating is getting what you want and avoiding clashes and misunderstandings. It's about 
getting people to do things your way by saying the right thing but not saying too much. 

Business people from different countries or cultures may have different ways of 
communicating. As you go into Negotiation, whether face-to-face or on the telephone, try to 
anticipate how the other person is going to respond." 

Effective communication in the business world depends on a shared knowledge of the 
language and its conventions. The rules for business communication are fairly standard worldwide, 
even for non-native speakers." For example, "Do it to the letter" or "Don't go by the letter of the 
law." These phrases can be used to illustrate the double meanings in business English. "Don't go by 
the letter of the law" can mean "don't do it, regardless of the legal legislation." Business people use 
this phrase to emphasize a point that the consequences may be unpleasant. Similarly the phrase "do 
it to the letter" acknowledges that someone has met their obligations even though there is no law 
requiring them to do so. For instance, if you have placed a hold on some goods for storage and 
receive a phone call with details of how much it will cost for your storage, don't go by the phone 
call's figure; check with your warehouse person first. 

Another thing is that in writing a letter, with its accompanying number of fixed words, 
negotiators may be tempted to stick rigidly to its content and produce an "immoveable" position. 
However, this is not a good negotiating strategy. We also have examples wherein a telephone 
conversation; they say: "I won't say anything more than I have said before on this matter—it would 
be against my professional ethics." (Immoveable position). 

But in writing a letter, it may be that the right amount of repetition is needed to convince the 
individual of its points. In this case, "professional ethics" can be framed as a negative part of the 
strategy. Business correspondence must always be considered within its context and in relation to 
other messages that each person is sending out.  

When two parties are talking face-to-face through an interpreter (a third party), they may try 
to manipulate their conversations and use the interpreter to their advantage by deliberately saying 
something inaccurate or not quite true. When the interpreter later translates, this may not always be 
the same meaning as the parties intended. Therefore we need to keep in mind that communicating 
through someone else does not always convey the exact meaning of what was said. However, the 
interpreter will often avoid being seen as a party to such manipulations and is unlikely to say exactly 
what was intended by either party. The interpretation may also not be available if a telephone 
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conversation is taking place without an interpreter. Therefore in negotiations, negotiators should 
have details of interpreters prepared in advance so that if necessary, one can be called on if needed. 
The more you can do in advance to prepare, the easier your way will be in business.  

Moreover, it is always advantageous to have a support staff that you and your opponent(s) 
can trust to help you make deals—having someone like this can be immensely helpful when 
problems arise. For example, if you are negotiating with a particularly difficult person and he or she 
refuses point blank to discuss an issue, then the presence of a trusted member of staff may prompt 
him or her into agreeing to discuss it later on. 

But to achieve this, you need to think about who might be a good choice. If it is done through 
a third party, they must trust all the parties concerned. Asking other people in your organization or 
industry would be one possibility to consider. However, it may also be advisable to cultivate 
relationships with other people outside your organization. It can also be good to include a third 
person, such as a supervisor or colleague, in the negotiations whenever possible, for example, if 
there are discussions about promotions, salaries, or bonuses. 

When dealing with someone from another culture, negotiators must understand that certain 
cultural differences may cause problems that lead to serious disagreements and disputes between 
parties. It is often hard for negotiators to understand what may not be acceptable in a different 
culture and vice versa. For example, if negotiators discuss an issue in their native language and then 
argue over the meaning of what they have just said, it is best to wait until later before the 
Negotiation has been finished before discussing the issue. This is because they will not take each 
other's sides, and any misunderstandings will probably be cleared up with more information from 
each other. In addition, if the interpreter can take notes of what was said, this may be beneficial for 
resolving the problem later on. Also, it is important to use "I" or "we" instead of "you" and to 
acknowledge that their viewpoints are different from yours. One should avoid using words like 
"right" and "wrong," as these come across as confrontational. 

Effective Strategies for Negotiations and Useful Phrases 
Negotiating in the modern business world is now at the center of communication, being that 

companies deal in most cases with other businesses, employees are employees of their company or 
have some sort of contact with people working in office environments. 

Negotiating is the way to build good relationships between parties involved in B2B deals; it 
enables them to reach better terms and conditions for both sides. This situation requires certain 
rules to be followed effective communication, so here are a few things you can consider using when 
starting your business talks: 

 It is important to keep in mind what kind of negotiating style you use when communicating 

with others. If you want to be more persuasive, avoid irrational statements and never give up 

until all possibilities are exhausted. However, if there is no common ground, reassure the other 

person that you had a good time and make an effort to remain on good terms. 

 Be respectful of the other person's time, do not waste it with unnecessary details or dragging 

talks. In most cases, you have a certain agenda that you want to fulfill, so try using the following 

phrases: 
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o "I appreciate your time and effort, and I will only take three minutes of your time." 

o "Thank you for seeing me at such short notice." or "Thank you for meeting me."  This 

gives the other person a clear idea that they are valued and important. 

 When negotiating for business, be professional, do not make everything revolve around your 

personal needs and benefits. This is an obvious tip, but it is worth mentioning because we all 

know how easy it is to lose composure when we want something badly enough. So always 

keep in mind to stay impartial and stick to the facts only: who, what, where, when, and why? 

 You find yourself in a situation where you have to point out a negative fact about your 

business, project, or offer. Do it with tact and diplomacy using the following phrases: 

 "I understand that this might not be the best situation for you, but yet I would like to propose 

a solution for this problem." 

 "If at any time you feel uncomfortable with our deal, please let me know, and we will figure 

something out." 

 In most cases, there is a certain degree of competition between businesses. This is not about 

being dishonest or misrepresenting information, but it is about presenting your business in the 

best light possible under the given circumstances. Remember that some people might try to 

take advantage of you if they see a chance, so be cautious and professional while describing 

all aspects of what you offer. 

 Be patient when negotiating, do not rush things or get angry when your partner does not agree 

immediately. Do not use bullying tactics because this could cause an opposite reaction from 

the other party, wasting time and resources. 

 The last tip that might be useful for you is being a good listener. Listening to what your business 

partner has to say and asking questions if anything is unclear could give you an advantage 

because it shows them that you respect their opinion and ideas. Remember: no effective 

communication can occur without both parties involved paying attention to what each other 

wants and needs from the situation. 
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 If at any time you feel uncomfortable with our deal, please let me know, and we will figure 

something out." 

 Remember: no effective communication can take place without both parties involved paying 

attention to what each other wants and needs from the situation. 

In today's world, where businesses are growing and expanding their influence globally, it 
becomes more important to use proper business communications, especially when negotiating. To 
be successful in business, people must know how to communicate professionally. 

The essence of a successful negotiation is to understand the client's problem and anticipate his 
needs. You must set clear objectives by opening with the statement: "To make a sale or not to make 
a sale, that is the question!" This creates a different atmosphere to focus on interests and solutions. 
To do this, you need two things: 

a) The willingness to listen. If you find yourself with an obstacle that is not immediately clear, listen 
carefully to what your counterpart has to say. You may discover that they don't need to buy or sell, 
but they want something else or are giving you something else. 

b) The ability to communicate your knowledge. The best way to do this is with precise and precise 
language, using precisely defined words. There is only one rule: use no more than five words for each 
item unless necessary. This will make the communication easier for both parties and the 
conversation more open because you demonstrate that you understand what others mean. 

This is not an exercise for professionals only! To use this approach, you need some knowledge 
and confidence about what other people want or expect: salespeople have to feel good for their 
customers. 

You must also be able to communicate your needs in a precise way. For example, if you are 
negotiating with a customer and he gives you an order, but you have to make some changes because 
they are not convenient to you, you have to recognize that this is not enough and can, therefore, end 
the conversation. 

Some Useful Phrases used in Negotiation 
The following are some useful sentences you might come across when negotiating; 

 I must point out: used when you want to explain some hidden facts about the subject of 

discussion 

 I must bring to your attention: means you are inviting the consciousness of your audience to 

the happenings concerning the subject you are discussing 

 We were not too satisfied with….. 

 I think you are right. But I would like to have your opinion. 

 I am afraid I have no objection, but please let me know if you have any problem with that. 

 Maybe you are right, but, as a matter of fact, we'd rather do it this way. 



 
 

 

 Business Englisch lernen? – info@train-express-languages.de 
                         www.train-express-languages.de 

                 Tel.: 015259915633 

 This is a suggestion in which we would like to hear your opinion. 

 As a matter of fact, this is a very delicate point. 

 It was just during the discussion that I realized… 

 I've got no objection to that, but… 

 Interestingly, you mention this point. We have been discussing it before. 

 We happened to come across a report the other day which said that… 

 I think your idea has some merit in it 

 I would like to start with small talk to break the ice. 

 What sort of business are you in? 

 We have decided to reorganize our workforce. As a result, we will have to make some 

reductions. 

 We need more space. We are considering moving offices to get more room for expansion. 

 I would like to know your proposals: which plan do you think is the best one? …… which plan 

could we apply? 

 Having read your proposal, I can make out that there is a slight improvement, but it is not 

satisfactory. We will have to make further changes. 

 We are looking for a reliable supplier who can offer us the best quality at the most reasonable 

price. 

 The prices you quoted are quite satisfactory but……we would like to negotiate them a little bit. 

 I may have overlooked something, but I feel I must ask for some details. Could you please give 

us some extra information about it? 

 I understand your point of view, and I know that you favor another plan than ours. I have been 

thinking about it, but I couldn't think of any other plan. 

 We have decided to stick to our original proposal. 

 Well, I'm glad we've finally made an agreement. Here are the details with my signature and 

date…….I hope you will like them. 
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 Thank you very much for your kind attention and generous support of our proposal. We will 

look forward to working with you again in the near future. Yours truly….. 

 I would like to brief you on our meeting with the Smiths. We went there at 10 o'clock as we 

had agreed, but they were not ready. So we had to wait for an hour at least. When they finally 

arrived, all their excuses were not convincing, so we gave them some ultimatums. They 

promised us that they would do better next time and apologized for their incompetence, and 

then we left, feeling rather disgusted. 

Comprehension Exercise IV 
The following passage will polish your understanding of the English conversation to help you 

become fluent in negotiations. Answer the questions that follow; the answers to the exercise are 
found in the corresponding appendix at the end of the book. 

Case Study 
 When I eventually meet the board members of Splat Plc who are trying to acquire my 
company, I want to be confident and in control. One of the most important aspects of a successful 
negotiation is setting the tone for the discussion. If I can appear strong and resolute, it will pressure 
the other side to make concessions. However, I also need to be careful not to seem too aggressive or 
arrogant. It's important to maintain a positive relationship with the other party, even if we're in 
disagreement. I may persuade them to see things my way by being diplomatic and respectful. 

  Negotiations are often tense situations. Knowing how to act and what to say can be difficult. 
The best way to approach these situations is by preparing in advance, which includes knowing your 
own goals and the other side's interests. It also means understanding the situation that has led us 
here to adapt my behavior accordingly. If new information comes up during negotiations, it may 
change the direction of discussions altogether. For this reason, it's important to remain flexible 
throughout the process--but not too flexible, or else I might lose some bargaining power if there are 
conditions on my flexibility. Being able to anticipate an opponent's moves will help me prepare for 
them before they happen. 

  

I don't expect any issues when negotiating with Splat Plc. They have made their offer, and now all 
that remains is for me to accept it. However, I know that they will try to negotiate terms that benefit 
themselves over those that benefit me. This isn't surprising; they are, after all, a large corporation. 
But I'm prepared for this, and I think I'll be able to get the deal done without much trouble. 

The next step is to begin meeting with the board members who will be making decisions 
about the acquisition. They are the ones who will ultimately decide whether or not to go through 
with the purchase. As I've already said, I want to set the stage for the discussion by appearing 
confident and in control. 

Exercise Questions 
1. From the passage, determine which of the following statements about negotiation is true: 

(A) The tone you use during a negotiation depends on the other person. 
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(B) You should always be ready to compromise. 

(C) Being assertive is helpful in a negotiation. 

(D) A good negotiator must be flexible. 

2. In the first paragraph, the author states that one of the most important aspects __________ a 
successful negotiation. 

(A) sets the tone for the discussion 

(B) maintains a positive relationship with the opposing party 

(C) leads to concessions from the other side 

(D) causes others to see things my way 

3. Which of the following would NOT be part of the author’s preparation? 

(A) Understanding his opponent’s interests 

(B) Anticipating the opponent’s moves 

(C) Preparing for the possibility of a last-minute change of heart 

(D) Adapting his behavior according to the circumstances 

4.  Based on the passage, which of these statements about negotiation is NOT accurate? 

(A) Negotiation requires patience and persistence. 

(B) Negotiation is a two-way street. 

(C) Negotiation is a skill that can be learned. 

(D) Negotiation is a game of giving and take. 

Task 
Write down the following: 

 What do you hope to accomplish by attending this negotiation? 

 How will you achieve these goals? 

 Which skills will you use to accomplish these goals? 
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CHAPTER FIVE 

Meetings in English 

The meeting is one of the most important events in a business and maybe an occasion when 
a customer wants to enjoy formal or confident language. 

During a meeting, it is to the advantage of the speaker to have the floor and therefore speak 
at length, to have time for their words to sink in and with a loud and firm voice. The listeners have 
the opportunity to take notes, ask questions or interrupt by interjecting. 

When giving a presentation at a meeting, it is advisable to use simple language, avoid 
complex sentences, and avoid using difficult vocabulary. Of course, there are limitations on space – 
you cannot write out entire minutes for every word you speak – but this should be borne in mind 
when writing business English. Anyone making a presentation must remember that their audience is 
not just sitting there waiting for them but either taking notes or answering phones. 

When it is an individual making a presentation, there is the opportunity to use different 
speaking techniques, depending on the confidential nature of the subject. In some circumstances, 
one cannot refer to names but instead use 'I' and 'you.' When speaking of something that could be 
considered confidential, it is to be noted that if someone present becomes irritated at your 
intervention, they too can try to interrupt you. 

But we should not get too far away from the main purpose of business English – that it must 
be useful for future meetings or meetings where negotiations are needed. 

When meeting up with people after a period of time apart, it is wise to make the meeting 
brief, enquire how they are, etc. There are usually formal questions and answers which may be asked 
or given in English. If there is any possibility that what someone says will lead to a sensitive nature, 
then it may be advisable to use language that will not lead to misunderstandings such as 'I think …' or 
'when you say …'. Obviously, 'I think' and 'you say' have a very different tone to them from when 
speaking with absolute confidence. 

Transmitting Information in a Meeting 
The main aim of transmitting information is to use it in future communication with the same 

person or between different people. It is impossible to use it publicly in an interview or a 
presentation unless it has been arranged beforehand. With this method of transmitting information, 
nobody should interrupt because it is not possible to interrupt a message already on its way, but 
amongst professionals, colleagues do often ask questions and make comments as they are not sure 
how the message will be interpreted. Transmitting information like this indicates that you have 
already made an appointment with that person. They are most likely of seniority, more experienced 
than yourself, and better equipped to interpret the meaning behind the message itself. 

The advantages of this are that the message is clearly and concisely directed to only the 
person it addresses and not a wider audience. Also, in an interview, you can be sure that you will 
have time to explain the information and answer any questions. The disadvantage of this method is 
that it does not allow for any interruption or commenting unless an appointment has been made 
beforehand or written into the message by yourself. 

You do not know how the information will be received because nobody is present at the 
receiving end of the transmission. It could be that he/she might not understand what you are trying 
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to say, or they could misinterpret what you are trying to say. How the information is interpreted 
depends on how much you know about the receiver or how well you have communicated with them. 

Another disadvantage of this is that it could go wrong at any point in the process. The 
message could be misdirected, lost in translation, or intercepted earlier than intended. 

This method is more difficult than the oral meeting because you have to think of all eventualities and 
imagine what might happen if it gets misdirected. 

One way to reduce mistakes when transmitting information would be to use the telephone 
and send a memo, written confirmation of your phone call, whomever you spoke with, and what 
they said should anything go wrong later. Written confirmation is important as it can be used in any 
misunderstandings concerning the information. 

With this technique, you will also have time to give all the necessary details and point out 
things that may need further clarification or explanation. The disadvantage is that you do not have 
time to ask any questions about what you are saying, or even if there is anything that needs 
clarification on the information you are passing on. There is also the disadvantage of 
miscommunication in that it is not possible to ask any questions directly, so you have to use 
guesswork to try and establish the meaning behind what they may be saying. Also, with this method, 
you may not be able to answer questions or clarify anything beyond your original message, so if 
there are any questions about the message, you would need to make another appointment and get 
back in touch again. 

Benefits of International Business Meetings 
Most people are unaware of the benefits that international business meetings can bring 

about. When you attend an international business meeting, you will learn a lot. For instance, when 
you attend international business meetings in your workplace, you will find many different ways to 
make your statements more effective. There are certain tips that one can learn from special speakers 
who participate in such meetings, which makes it easier to make a speech or presentation at such a 
meeting. You will also communicate with members of other countries and organizations who speak 
their languages before speaking English. 

In such international business meetings, you will be able to make arrangements for business 
deals that can help your organization but must be done by a proper legal party. You will also be able 
to make sure that all members of the organization are aware of any changes that may improve the 
performance of their works. 

You will also find ways to make quotas and targets for your section at work meet the target 
required by your consideration. Managers or leaders are usually happy when you participate in these 
kinds of meetings because they feel you are dedicated to making certain achievements in their 
organizations. Your boss may even give you a promotion when he feels that you have made enough 
contributions during these kinds of meetings. 

 

In addition to all the benefits you find out from attending international business meetings, 
you will also be given a chance to meet new people in similar organizations and even help you 
improve your performance. You will also have opportunities to be part of some group work. 

Effective Meetings 
In the modern business world, it is not just computers and other modern technology that 

make the international meeting more objective, efficient, and effective. In the globalized world, 
people and organizations all over the world are getting access to information at their fingertips. This 



 
 

 

 Business Englisch lernen? – info@train-express-languages.de 
                         www.train-express-languages.de 

                 Tel.: 015259915633 

means that a person does not have to worry about getting information from different parts of the 
world. 

Everybody has a different interest in how this information will be used in a meeting. In a way, 
differences among people should be valued as they help us achieve more effective results. There 
have been numerous occasions when larger groups of people get together, and problems arise from 
these differences. 

Differences do not have to lead to problems. Instead, they can be a source of creativity. For 
this reason, differences are often encouraged in meetings, and this is done by having an open 
dialogue among the participants. This helps in identifying the differences and coming up with 
solutions for them. Conflicts could become opportunities for consensus if such dialogues are handled 
well. Meetings are also an opportunity to share ideas, present reports, etc. Group work is 
encouraged as this is more productive than doing everything yourself. The meeting process is a series 
of activities that help get to know each other and help the participants know their strengths and 
weaknesses. 

 One of the most effective meetings ever held was the creation of the United Nations by 
world leaders. The people who participated in this meeting brought together during this time 
included: Winston Churchill, Franklin D. Roosevelt, John Tyler, Henry Cabot Lodge, and 15 others 
[Wikipedia]. It was such an informal meeting that Churchill had to wear a dark suit, for he felt it was 
not appropriate for his role as Prime Minister in an informal meeting. The only problem the 
participants had to deal with was not to be distracted by the fact that they were sitting next to such 
leaders like Churchill, Roosevelt, and Stalin. They had to focus on the matters being discussed, which 
was done very well. 

As you can see, these international business meetings are effective because they achieve a 
lot of things. One of them is making you enjoy good quality time with fellow people who share your 
interest. You also learn new things to help your career or business in future meetings. Another 
benefit of these meetings is the feeling of accomplishment – when you finish it without any problems 
or difficulties, you feel that there is less chance for such difficulties to occur again in the future. So 
you must try to be at such meetings when necessary. 

Different Kinds of Meeting 
There are different kinds of meetings. The first kind is the traditional meeting, a formal 

gathering of leaders and staff members. The other kinds include delegation meetings and advisory 
meetings. In delegation meetings, smaller groups must carry out the task assigned by a senior 
organization representative. In advisory meetings, small groups from different organizations or 
companies must arrive at an agreement to solve a certain problem or issue. 

All these kinds of meetings aim to develop solutions for problems faced by organizations and 
the people their leaders have identified. There are also plenary meetings, which are meant to gather 
a number of people together to discuss a certain significant matter. There are also small meetings, 
which individuals can hold in their private homes to decide the course of action to achieve their goals 
and objectives. 

 When you come face-to-face with a group of people in a meeting setting, you will soon 
notice that there is an air of confidence in the room. This is because everyone is willing to share his 
or her views as everyone else will listen with interest. The participants in such meetings feel that they 
have taken part in an event where something valuable has been achieved. 
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Comprehension Exercise V 
The following passage will polish your understanding of the English conversation to help your 

ability to converse well in a corporate meeting in English Language. Answer the questions that 
follow; the answers to the exercise are found in the corresponding appendix at the end of the book. 

Case Study 
 Before Rose and I entered the conference hall, all C-suit executives and the HR members 
were sited already. 

Rose was wearing her usual black suit with a white blouse, while I was dressed in my new 
business casual attire: a navy blue skirt and a white top. The room was filled with various 
departments, including the legal department. Everyone was busy talking to each other as they waited 
for the meeting to start. 

The door opened, and everyone stood up as Mr. Smith entered the room. He greeted us all 
before he started his speech. After that, he introduced the first speaker who was Ms. Jones. She was 
an HR representative, and she talked about how important it is to have a good relationship between 
employees and their supervisors. She also mentioned the importance of having open communication 
channels between both parties. 

After that, there was a short break, and then we had our second speaker, Mr. Brown. He 
spoke about the importance of having a positive work environment. He said that if you want your 
employees to be happy at work, make sure you are always available. You should never hesitate to 
ask questions or give advice when needed. Also, make sure that you listen carefully to what your 
employees say because this will help you improve your company’s performance. 

After that, there were some more speeches by different speakers, and after that, we had a 
question and answered session where we could ask any questions that we wanted. We got together 
again and had a networking session where we met new people and made new friends. 

Overall, I think that the event went well. It was fun and interesting. I learned a lot during the 
whole thing. I hope that next year I can attend another similar event like this. 

Exercise Questions 
1) What was the main purpose of the meeting? 

2) What was the difference between the two types of meetings? 

3) How would you describe the atmosphere of the meeting? 

4) Did you learn anything new about the organization? 

Task 
Write a mail to your friend describing the meeting that you just attended. In your letter tell 

your friend everything that happened during the meeting. Make sure that you mention every detail 
that you remember about the meeting.  
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CHAPTER SIX 

Presentations in English 

Nearly every businessperson will have to make a presentation at one time or another. This 
may be a straightforward report that must be presented in a public meeting, or it may be an audition 
for something more important. It could even be a job interview where you are presenting yourself as 
the best candidate for the job. As with any other form of communication, everything depends on 
your preparation and how you present it. 

Many business people know they need to make presentations, but they feel intimidated. 
They don't have the confidence or know what to say or feel on the spot. 

I should tell you that even if you are a very experienced speaker, there will be times when 
you find it difficult to express yourself in English because of a lack of confidence or nervousness. If a 
speech isn't going well at all, you may want to stop and take a brief break to get your nerve steady 
again before trying again. It doesn't make any difference if your language is English or another 
language; it is the same problem with presenting yourself in public. 

The best way to present yourself is to adopt a simple, matter-of-fact, and friendly manner of 
speaking, which says, 'I am here as a representative of this company, and I want to speak to you at 
this meeting.' If your presentation is effective, the audience will be interested in what you say. 

If you are applying for a job or an award, it is sometimes advised not to mention your value 
in the market but instead talk about something else that will make you stand out from the crowd, 
such as your achievements at school or college. This will not only make you stand out but will make it 
easier for the person looking at your application to read between the lines and see that you are a 
good candidate. 

You must give a presentation in English because it may be your last opportunity to do so. 
Don't let this barrier put you off. It's like a golf match; sometimes, there is no alternative but to hit 
some poor shot and end up with two bad holes. 

I don't know whether you realize this or not, but in my opinion, preparing a presentation is 
similar to playing tennis; both involve learning the rules of the game and then hitting the ball in 
whatever direction you want it to go. 

When you play tennis, you must learn the rules of the game, including those concerning 
service and scoring and those governing the equipment you use. Similarly, you must learn how to 
prepare a presentation, and similarly, this involves the rules of service (pronunciation, intonation, 
etc.), scoring (how many points are available in a presentation), and the equipment you will use. 

General Rules of the Game Guiding a Successful Presentation 
Here are some general rules of the game that will help you to make a successful 

presentation: 

 Know your audience. It is important that you fully understand who will hear your presentation 

and in what circumstances it will be delivered. This means that if you have to make a 

presentation because you are applying for a job, you should know as much as possible about 

the person or people you are going to face at the interview and any particular interests, 
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hobbies, or other activities relevant to their work or personal life. For example, let's say that 

you are applying for a job in sales and marketing. The man you will see, a sales manager, has 

built up a huge client base through the years and loves sport. To put yourself in his shoes, 

imagine that you would interview him for the sales manager job at the company you work for. 

How would you go about preparing? What information would be relevant to this job? Would 

you talk about what you have achieved in the sales field, or would you use your skills as a 

golfer? You need to adapt and fit in your presentation to other aspects of the person's life. 

 Be realistic about the presentation. It is a fact that people like to listen, and that means when 

they hear information, they will concentrate without being bored. However, most people don't 

give presentations because of boredom, let alone if it is boring; it might be yawning or 

laughing; either way, people are not listening attentively as they should be. Be realistic about 

how long the average person will listen. If you are making a presentation to a dozen people, it 

is unlikely that they will all listen to you intently throughout. You may need to adjust your 

presentation according to the length of time they will listen and then, if necessary, make it 

shorter or longer. You should not give the same presentation twice; you should tailor it to each 

person. 

 Be enthusiastic about what you are going to say. It is important to give your audience 

confidence. If you are too anxious and don't believe in yourself, they will not believe in what 

you have to say either. You need to present yourself as well informed and with something of 

value to add to the discussion. 

 Give your presentation with little pauses between each paragraph to become more exciting 

and interesting as you go along. It is unnecessary to use many big words at this stage, and the 

pauses will make the audience wait with interest to see what you have to say next. 

 Make a list of the points you want to make in your presentation and try several different 

approaches. It is essential that you can adapt yourself because it is likely that during the 
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presentation, someone will ask a question that you didn't think would happen, or there may 

be some good points made by other people that you want to add on. 

 Try out different colors, shapes, and sizes of the card so that when making your presentation, 

you can quickly glance at your handouts; this will save time if there are any questions later 

on. 

 Don't think about your handouts when you are speaking. They are there to use the audience 

and help keep you on track but don't think about them when you are speaking. 

 When speaking, look directly at the person or people you want to speak to. 

 When preparing a presentation, be careful not to lose valuable points in a sea of words, and it 

is always better to leave something out than say too much. If there is ever a point that has 

been left out, then it should be left out rather than made up as part of your speech; this applies 

particularly if it is factually incorrect or in some other way misleading. 

Have you ever been at a presentation and thought to yourself that the speaker was just making it 
all up? I doubt that you would have. The reason is that the person who is presenting knows the facts 
and has checked them all; it's just that what he or she has to say is not necessarily relevant to your 
needs. 

A presentation can be made interesting and exciting because of the well-researched information. 
It's also possible that if you have prepared your presentation well, you may be able to give specific 
examples of when something like this has happened in your particular line of business or another 
visual field such as sport, business, or even entertainment. 

Nevertheless, even if you have researched well and know your subject matter well, it is still 
possible to fall into the trap of making a boring presentation. Imagine how you would feel if you were 
at a long meeting and the speaker's speech was so dull that half the audience had gone to sleep. The 
best way around this is not to give people the opportunity to go off into their little world. Suppose 
you are aware that there are people in the audience who are likely to be bored, then give them 
something stimulating from time to time. This is where the little pauses in your presentation come in 
very useful. It's not a good idea to have a gap of five seconds and then start talking again; it breaks up 
the flow of your speech. 

If you read simultaneously as you listen, you will lose track of the person speaking and lose sight 
of the whole point. If you do not listen, the speaker will talk over your head; if you do not read, so 
too will he or she. 

If you are going to make a presentation, it helps to keep track of how much time has passed 
while you have been speaking. This can be done by using a flip or flip-chart or by checking the 
watches of your audience members. 
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You should also make sure that you are aware of the time of day that your presentation will be 
taking place. If people have to go to work and many people may only have half an hour to spare, you 
should consider how long you will speak for. 

Useful Phrases for Presenting Effectively in English 
The following are some useful Phrases to drive home your point while presenting in English 

language. These phrases should not be used within your presentation as they are either too personal 
or cloyingly corporate; 

 ..to start on a strong note: 

 …as a seasoned pro: 

 in no uncertain terms: 

 …the picture or the facts: 

 …by contrast: 

 …another important point is: 

 …as the consensus of opinion: 

 …but what's more important: 

 in hindsight: 

 ...to reinforce your judgment: 

 ..it may not be widely known that: 

 ...to summarize/conclude your points/proposal/presentation effectively: 

 ......if I may sum up: 

 ...to illustrate the importance of your topic or proposal: 

 ...to emphasize your points: 

 ...to look like you are representing the "voice of your project/company": 

 ...to sound like a real/well-educated person and not just a dumb joe from the corporate world: 

We should be careful to avoid using "I think," "I learned....that," and similar expressions mainly 
because they are often used to establish credibility. For example, "I think it would be a good idea to 
paint our office block pink..." sounds great if you are speaking with a manager who is open-minded 
about the topic of color. But do you think it sounds convincing if someone is responding negatively? 

When speaking in English, do not use German word order. For example, do not talk about getting 
funding or "funds." It sounds silly and pretentious. Instead of "funds", use "funding". And don't say 
"the money," as that sounds ridiculous. Instead, use the word "fund." To go with that, don't say "the 
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money/funds for getting new offices." Instead, say "the money for getting new offices." And instead 
of using a preposition like "for" to modify "money," use a noun phrase like "funding." For example, 
you need to explain to your client that you need funding to be able to get the new offices...not just 
that you need money. And to summarize, it is considered a faux pas in the English language to use 
"fund" as a verb. 

Comprehension Exercise VI 
The following passage will polish your understanding of the English conversation to aid your 

presentation skills. Answer the questions that follow; the answers to the exercise are found in the 
corresponding appendix at the end of the book. 

Case Study 
As I opened my first slide, I was greeted with a blank stare from the audience. It was like they 

were waiting for me to say something. 

I had prepared a few sentences that would explain what we were doing and why it was 
important, but as soon as I started speaking, the room went silent. I could feel their eyes on me, 
waiting for me to finish so they could move on to the next thing on their agenda. 

It's not that I don't have anything interesting to say, or that I'm boring. But when you're 
presenting your work in front of a group of people who are there to judge you, you want to make 
sure that you've thought through every aspect of your presentation. You want to answer any 
questions that come up during the discussion, and you want to be able to tell them exactly how you 
see things. Then I decided to move on with my presentation unbothered. 

I said: 

What we do: We help companies get better at hiring. 

Why this matters: Good hires lead to great teams, which leads to more revenue, which leads 
to happier customers, which leads to greater profits. So if you can hire well, then you'll be successful. 
And if you're successful, you'll be able to keep growing. And if you grow, you'll be able to create even 
bigger opportunities. 

The board members didn't seem interested. They looked bored. One of them asked me if I 
knew what our company did. I told him that we helped companies find qualified candidates. He 
seemed satisfied with that answer. The rest of the meeting proceeded without further interruption. 

The next day, one of the directors called me into his office. 

"We liked what you said yesterday," he said. "But we think that you should change some of your 
languages." 

"Language?" I asked. 

He nodded. "You know, the way you talk about 'hiring' versus 'finding.' We think that it might 
confuse potential investors." 

I wasn't surprised by this. When you're talking to someone making an investment decision, 
you always need to be careful about how you use words. If you call something a "project" instead of 
a "program," then you may sound too optimistic. If you call a process a "strategy," you risk sounding 
defensive. If you describe something as a "business opportunity," then you may give off the 
impression that you're trying to sell them something. 
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I was so happy to get feedback on my presentation from someone who cares finally. I 
thanked the Director, and I went by my own business of the day. 

Exercise Questions: 
1. From the passage above, what does the author mean when she says, "you want to be able to 
speak clearly"? 

2. What does the director mean when he says, "we think you should change your language"? 

3. How does the author respond to the director? 

4. What does the author mean when they say, "if you call something a 'project,' then you may sound 
too positive"? 

Task 
Write down your thoughts about the following question: 

 How would you present your ideas to a board of directors? 

 What do you think are the most important aspects of presenting your idea in front of a board 

of directors? Which ones are not important at all? 

Here are some things that you could write about: 

• Your main points 

• How you will make sure that everyone understands your point 

• How you will avoid boring the audience 

• How you will convince the board members to invest their money in your project 

• How you will persuade the board members to let you run the project 

Then write down your answers to the exercise questions above. Good luck!  
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CHAPTER SEVEN 

Effective Teamwork 

A team is a group of two or more people who work together to achieve the same result. It 
does not matter how many people are in a team: any number of people can work together to 
achieve a single goal. In other words, one person can be on more than one team simultaneously. 

The first way is preferred in this book because it clarifies that the word 'team' refers to all the 
members of a particular organization or unit. You do not need to write 'team members' or 'team 
workers' if you refer to the people in a team because all group members are automatically 
considered 'members' of that group. 

For example, if you say 'two-thirds of the company's employees volunteered to be on the 
team,' everyone understands that you are talking about a team of people in an organization and not 
some kind of sports team. 

Teamwork is an important aspect of any business. When you work in a team, the whole 
group shares responsibility for completing a particular project. Effective teamwork increases 
productivity and helps to eliminate individual errors by providing a second pair of eyes looking over 
each task. 

Although, teams are not always good for business, however. If the team members do not 
have the same goals or objectives, a group is no longer considered a team. Such a group would most 
likely fail because team members will feel as if they are working against each other without common 
objectives and shared responsibility. 

As a manager, it is up to you to make sure that the team members share the same goals. 
Otherwise, by working together, each team member will become less and less effective as he or she 
tries to work in isolation. 

Effective teamwork is about compromise, which is often difficult for people to accept. Once 
two people have agreed on an idea, it may seem as if they are of one mind, but if an added condition 
arises that they cannot accept, they will start working against each other sooner or later. 

Once you have reached a point where disagreements frequently occur between team 
members, you should consider changing your approach only because you have found that working 
this way does not work for your company. 

The first step in developing effective teamwork should be to select the right employees for 
your team. The wrong people will not only make your team ineffective, but they can also actively 
work against each other. The benefit of having a good team is that you give people who may not 
have had the chance to demonstrate their talents a chance to shine in an area they are very good at. 
Another benefit is that you give everyone more opportunities to learn new things and host a greater 
variety of skills within your business. However, if you do not choose well, you lose out on these 
benefits, suffer dysfunction within the team, and lose productivity. 

The next step is to build trust within the team. Once you have chosen good team members, 
you need to make sure they work well together. One way of doing this is to assign a team member to 
be a 'team leader' or 'team manager' and a 'the team back-worker' or 'team worker.' The non-
manager would then help the manager with any tasks: for example, if one team member needs help 
understanding what needs to be done on their task, the non-manager will give them a hand. Another 
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way is to assign tasks to specific team members. For example, if a team member is not very good at 
sheet music but is known to be good at words, then ask them to write down all the instructions on 
your sheet music in words so that the other team member who can read music can understand it 
easily. This exercise aims to ensure that each group member does what they are best at and does 
worst. It makes teams more efficient and gives every team member a chance to learn something new 
that they may not have tried before. 

The next step is to analyze the team members' work to see where they are better than 
others and may need some help. Often, a team member is not very good at a certain task but still 
tries their hardest to do it because they do not want to let other team members down. For example, 
one team member may be inexperienced in planning an event, but she will still plan it as if she were 
an expert. This can cause problems in getting everyone on board with an event and lead to several 
bad decisions, which can seriously damage your reputation. 

The second point is that the team member who is not very experienced may learn from the 
more experienced person. However, if the more experienced person does not have time to help 
them, you need to ensure that the person does not get too frustrated and does not have to take over 
other people's roles. 

The next step is for team members to learn about each other's jobs. This can be done by 
asking team members how they feel about each other or meeting where all team members share 
their ideas. If they know what each of their team members is capable of, they are more likely to get 
on with them better and to be able to motivate each other when they need it. 

The final step is allowing each team member to contribute ideas. Ideas can be drawn up 
beforehand or during the meeting itself. Either way, everyone else should discuss all ideas before 
being voted on or rejected by the group. This helps build teamwork between members of the same 
group and ensures that no ideas are rejected without reason. 

It is common for people to compete in some teams and for power struggles to occur within 
the team. This is especially the case when choosing a new job role. This can cause problems, as they 
may not work well together or try to boss each other around. If people from different backgrounds 
come together to work on a project, sometimes this can cause problems as they may disagree, pick 
different standards for judging their performance, and do not always understand what is being said 
by others. 

This can also affect teamwork as it does not encourage members to share ideas and instead 
favor some members more than others. It can be difficult for team members to work together when 
everyone has equal status within the team, and it does not encourage people to trust one another if 
everyone has equal recognition rights. 

Teamwork can also be problematic when a team leader is not trustworthy. If a leader is 
disliked or viewed as incompetent, it can cause doubt and suspicion among their team members. 
This can lead to them holding back their ideas, degrading the team's output, and potentially reducing 
their position within the group working towards a project. It can be useful to have a role for people 
who are seen as reliable and trustworthy such as a secretary or another person who helps organize 
meetings or even an office manager. 

Teamwork can also become dysfunctional if team members do not follow the same rules that 
apply to all group members. While it is important for teams to have their own identity, a cohesive 
unit must still have a certain level of trust to achieve its goals. It can be useful to have team members 
who play the role of 'peacekeeper' or 'team peacekeeper,' who does not interfere with the group's 
decisions but help maintain its cohesion by ensuring that members do not disobey rules or policies. 
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Another issue is that even with good teamwork and communication, this does not mean that 
a group will always achieve its goals. However, poor teamwork and communication can cause many 
problems for the group. 

Another problem is that it may be difficult for team members to recognize when they are in a 
dysfunctional team. This is because some of these issues may be subtle, such as when one member 
tries to dominate discussions or when other members are afraid to speak up in fear of being wrong. 
It can be useful to have someone in the team with good analytical skills to help spot problems and 
suggest changes or improvements to make the team more efficient. 

If a group is not operating well together, changes must be made. Some of the issues 
described above can be hard to change; for example, if members have different opinions about 
things or different attitudes, these are not as easy to change. However, other things can be changed, 
such as adding a role that keeps rules and policies in check. 

 

Communication is key in teamwork, and when it is not good in one group, this can seriously affect 
the team's performance. Sometimes the problem may lie with just a couple of team members; for 
example, if they do not listen to opportunities or ideas from others or do not attend meetings due to 
poor timekeeping. If other group members notice this and point it out to them or the team leader, 
they may address the problem. However, if other team members are noticing similar issues with 
other members of their group, they should speak up so that these problems can also be addressed. 

There are several ways that a group can improve communication within their teams, such as 
through training or better coordination of tasks. Everyone in the team must understand how they 
can improve their communication, for example, by being more organized and on time for meetings 
and events. Communication can also be improved when people start talking about problems rather 
than avoiding them or having more regular meetings where each member can contribute ideas and 
suggestions. 

A group may communicate with each other within the team in various ways, for example, 
when sharing ideas with team members, through discussions about team goals, or by having a 
spokesperson who can speak for everyone. However, it is also important that all group members 
communicate and feel comfortable talking about their ideas and work. They will be better able to 
reach a consensus if they are not intruding on each other's work. 

One issue affecting communication within a team is differences between people within the 
same group, such as gender or nationality. Sometimes these differences may cause difficulty in 
working together and understanding each other's culture at all times. It can be useful to create a 
team with a diverse group of people from different backgrounds as it will mean that the team has a 
wider range of ideas and opportunities that they can consider. 

When making decisions, it is important to consider everyone's opinions and suggestions as 
this will enable the group to reach an agreement that everyone can support. They should not all 
agree with everything; for example, if two members fight over how something should be done, the 
team leader or decision-maker may decide which idea is best for the team. However, all members 
must be listened to, and their voices are taken into account as this will build trust within the group 
and help prevent resentment of other members. 

Comprehension Exercise VII 
The following passage will polish your understanding of the English conversation to help you 

converse well with your peers, which by extension, builds effective teamwork. Answer the questions 
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that follow; the answers to the exercise are found in the corresponding appendix at the end of the 
book. 

Case Study 
 After, we were grouped into different teams. Our team was assigned to the sales 
department. We met with our manager and discussed some of the problems we encountered during 
the past week. 

The first problem that we discussed was how to get more customers for our company. The 
manager said, "We have been selling the same products for many years now." He then asked us what 
we thought could improve the situation. I suggested that we should try to find new products to sell. 
My teammates agreed with me. Then we decided to look at the catalogs of other companies. We 
found out that there are many new products that we can sell. We also learned that it is possible to 
sell these products without spending much money. 

The second problem that we discussed was that our company did not have any advertising 
campaign. When we mentioned this to the manager, he told us that we would need to do something 
about it. He said, "I think that you guys should go on television and tell people about our company." I 
agreed with him. So when the next day came, we went to the television station and made an 
announcement about our company. We explained all the things that we needed to do to become 
successful. At the end of the program, we received many calls from people who wanted to buy our 
products. This allowed us to make a good impression on them. 

In conclusion, we must work together as a team to succeed in life. We must learn to 
cooperate so that we can achieve success. 

Exercise Questions 
1. From the passage above, which statement best describes the manager's role? 

a) The manager is responsible for ensuring that his employees follow the rules. 

b) The manager is responsible for helping his employees understand the importance of cooperation. 

c) The manager is responsible for helping his employees solve their problems. 

d) The manager is responsible for ensuring that his employees know what they are supposed to do. 

2. Which of the following statements is true according to the passage? 

a) The sales department has been doing well recently. 

b) The sales department needs to spend less time looking through the catalogs. 

c) The sales department needs more training on how to sell new products. 

d) The sales department needs a better advertisement. 

3. How does the author show the effectiveness of teamwork? 

4. What is the main idea of the passage? 

Task 
Find out whether or not you agree or disagree with the following statements. 

 A team always works better than individuals working alone. 

 Teams are usually formed by people who share similar interests. 
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 Members of a team need to trust each other. 

 Members of a team should never take credit for someone else's ideas. 

 In a team, everyone should contribute equally. 

 People who work together regularly tend to develop strong bonds  
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CHAPTER EIGHT 

Presenting Ideas to your Team and Boss 

If you need the approval of your team before you go ahead with a project, they must be kept 
informed at all times. At the same time, you don't want to annoy your team by constantly asking for 
their opinions. Whenever you have a question or suggestion that you believe would help the team, 
ask your boss for permission and propose it. If your idea is good and useful, and everyone agrees that 
it would benefit the organization as a whole, you should proceed. 

i. Discuss ideas in advance: Don't wait until the last minute; discuss any project with your 

supervisor before it gets too far along to stop it because he can direct you if there are 

problems. Ask him whether he's OK with the proposed project and what feedback he may 

have. If there are problems, he can stop them at any time. He'll offer his opinion and advice, 

which helps make a more informed decision. Your boss will also be able to take all your 

suggestions into account so that by the time an idea is implemented, it's as good as possible. 

ii. Explain why you are proposing something: You should always explain exactly why an idea is 

being implemented and why it's a good idea; then, it's easy for staff members to understand 

and accept and for you to maintain the team's confidence in what you do. 

iii. Explain your idea in more detail: You should never assume that people understand your idea. 

They may be worried that it won't work or that it'll be too costly, so if you have any doubt 

about whether a project will be successful, explain why it will work and how your boss can 

help. If there are any doubts about whether an idea will succeed, you must go to the person 

who thought up the idea and find out why he thinks it will work. The easiest way to do this is 

by asking him for the pros and cons of his proposal; this gives you an opportunity for greater 

understanding which is helpful for everyone involved in a project 

iv. Explain why it's a good idea: Just telling people that you have an idea isn't enough; you need 

to explain exactly why it's a good idea. People will only be interested in helping if they know 

that they will benefit from the project. Whatever you do, always remember that momentum 

is your greatest asset for getting approval for your project. Suppose you give the impression 

of being enthusiastic and confident about your proposal. In that case, people are much more 
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likely to go with what you say because it makes them feel involved in the decision-making 

process. 

v. Persuasively explain your idea: It's important to explain your proposal as clearly and simply 

as possible. If you go through complicated details, people will get bored and may not stay 

interested in the project. You need to decide on the most important thing that people should 

know about your proposal. This way, you can keep your message short and simple by 

concentrating on the most important point that you have to make. Remember, people have a 

limited attention span, so never use more words than necessary when explaining something. 

vi. Listen to what people say: When someone is telling you about something that you have no 

interest in, it's very easy to listen for a few minutes and then forget about it completely, but if 

it's something that you want to know more about, then your problem is that when someone 

is talking, your mind can wander. You can solve this by listening with your eyes and your ears. 

When someone starts talking to you, look at him while speaking; this will help you focus on 

what he's saying. You should also make eye contact to let him know that you listen. This will 

encourage him to talk more and help you remember what he said and how important it is. 

vii. Evaluate your ideas: At the beginning of a project, there can be many suggestions for 

improving it or changing it completely. When this happens, one of the most important things 

is to evaluate them all; this will determine which ones are good and which ones aren't. To 

assess an idea properly, you need to draw up a list of advantages/disadvantages, compare the 

advantages with the disadvantages and decide which ones outweigh the others when they are 

considered together. 

viii. Be honest always: If you want to get approval for your idea, then you must be honest. Don't 

convince people that it's a good idea when it isn't. Tell them how much the project will cost 

and what problems you may encounter when implemented. Make sure that you are clear 

about the consequences of an idea and how it will affect people. This way, everyone will know 

exactly why new rules or changes are being made in the work environment and how they can 

help make a difference. 
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ix. Be prepared for challenges: When you inform people about a new idea, you can be sure there 

will be some challenges. People may not understand it or doubt whether it's a good idea. This 

is very normal and should be expected because people are regularly fearful of change. You 

need to make sure that you are ready to answer all their questions by going through the pros 

and cons. If people understand an idea's good and bad points, they will be more likely to agree 

with it later. 

x. Be honest about conflicts: Conflicts can happen for several reasons. People may be worried 

about the change it may bring to their working environment, so that is why they oppose the 

idea. However, the most frequent reason for conflict is that people do not understand your 

idea, which can cause problems if you are trying to implement something new. To make sure 

that people feel involved in your new project, remember that they don't need to understand 

it completely; they need to give you their opinion on what results would be achieved by 

implementing the project. If you ask them how the idea will benefit them, they will be more 

willing to give you their opinion of what will happen if a proposed change is implemented. 

Even if you believe your idea will be beneficial to everyone, it's still important to tell people 

how the change will affect them. This helps a lot when they understand the project and see 

how the new ideas improve their working environment. 

xi. Consider pros and cons: When it comes to deciding whether or not people should support an 

idea, several things need to take place; this is where you need to decide whether or not the 

project is really necessary and whether or not it's going to be useful for everyone. The best 

way of ensuring that a project will be successful is to consider the advantages/disadvantages 

in detail and then decide which ones outweigh the others. If a new idea seems very 

complicated and will take a lot of hard work for everyone involved, it's probably not worth 

doing. It's essential to determine how much work will be needed; impractical ideas can also 

bring unwanted consequences to an organization if they aren't carried out. 

xii. Follow up on your ideas: It's important to follow up on any ideas you implement. Even if 

everyone agrees with the new changes, it is possible that they may not be carried out; this 
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means that they need to be monitored, or else things might change again at a later date, and 

the same problem could occur again. It's important to keep a close eye on what's happening 

in the organization and ensure that everything is going according to plan. 

xiii. Be aware of bureaucracy: Even if an idea seems very good and everyone agrees on it, this 

doesn't mean that they will automatically implement it if they don't agree with it. When it 

comes to implementing a new idea, the process is usually made up of several stages, which 

means there must be a good explanation of what is needed and why. When you prepare the 

paperwork to go through each stage, you can ensure that it will be carried out successfully. 

Remember that bureaucracy usually happens when ideas are too complicated or aren't well-

thought-out. 

xiv. Stay focused: It's easy to get distracted by everything happening around you; this means that 

sometimes people may forget which project they are working on and what their 

responsibilities are as an employee. When working on a project, remember that it is your task 

to make sure that it will be completed successfully. While doing this, you should focus on what 

is needed and not worry about what else is happening; this will keep you organized and help 

you finish everything that needs doing as quickly as possible. 

xv. Get involved: Getting involved and making changes to the work environment can be both 

beneficial and entertaining. That being said, though, everyone in an organization must be 

aware of their responsibilities and the tasks they are expected to complete. When 

implementing new ideas, the chances are that everyone may need to commit some time 

towards them. It's important to consider everyone's point of view and make sure that they 

understand the changes being made. The more people involved in the project, the better it 

will be because everyone will feel like contributing and seeing how their ideas make a 

difference. 

Comprehension Exercise VIII 
The following passage will polish your understanding of the English conversation to help you 

have a comfortable conversation with your boss and make idea presentation easy. Answer the 
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questions that follow; the answers to the exercise are found in the corresponding appendix at the 
end of the book. 

Case Study 
When it was my turn to present to the team, I had a lot of ideas in my head that I wanted to 

share with them. However, I didn’t know how to start or what to say. 

I decided to write down all the ideas in my head on paper to look at them later when I 
needed to speak. This helped me get started and gave me something to work from. 

I wrote: “Hi everyone! My name is Fakyy, and I am a new team member. I have been working 
here for 3 months now. Today, I would like to talk about….” 

Then, I went through each idea one by one and explained why I thought it was important for 
us to hear. Here are some examples: 

 We need to make sure we meet our deadlines. 

 We should be more efficient. 

 Our project will be successful if we do X, Y, Z. 

After presenting my ideas, I asked the group questions: What did you think? Did you agree? 
Why/why not? How can we improve? etc. The whole process took around 30 minutes. It felt good to 
be able to share my thoughts with others finally. 

Afterward, I looked back over my notes and realized that I hadn’t mentioned anything about my 
boss. So, I added the following sentence: “Today, I want to tell you about my boss. He has been very 
supportive of me since I joined the company.” Then, I presented my ideas again. Afterward, I asked 
the same questions. Again, there were no objections, and everyone seemed interested in hearing 
what I had to say. 

The next day, I spoke with my boss about my presentation. He said he liked it and that he agreed 
with everything I said. He told me that he already knew most of the things I talked about because 
they were things he had discussed with his manager. That made me feel really happy because I had 
done a great job sharing my ideas with him. 

The moral of the story is: If you don’t have any ideas but still want to give a presentation, just write 
down all your ideas on paper first. You never know what might come up during the presentation. 
And, if you have nothing to say, you won’t sound nervous or unprepared. 

Exercise Questions 
1. what advice does the author offer to people preparing to present their ideas to other people? 

2. what would you add to the list of ideas given in the passage? 

3. what is the best way to prepare yourself before giving a presentation? 

4. what would you do differently if you presented an idea to someone else? 

Task 
1) Write down 10 ideas that you have about your organization. 

2) Find an audience (your family, friends, co-workers, classmates, teachers, etc.) and practice giving a 
presentation about your ideas. 



 
 

 

 Business Englisch lernen? – info@train-express-languages.de 
                         www.train-express-languages.de 

                 Tel.: 015259915633 

3) Practice giving a presentation to your boss. 

4) Give a presentation to your team. 

5) Describe the experience. 
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APPENDIX 

Case Study I 

Solutions 

Question 1: What did the caller in Baghdad have to do to convince the partners and shareholders of 
the firm to approve the joint venture with the firm from the United States? 

Answer: The caller in Baghdad tried to convince the partners and shareholders of the firm to approve 
the joint venture by: 

 Arguing that their competitors in the United States will continue to grab their market share no 

matter what the Iraqi firm does; 

 Emphasizing that the investment needed to establish the joint venture was relatively cheap 

because the Iraqi firm's partners and shareholders were already familiar with the management 

of the firm in the United States since its creation. 

Question 2: What was the board's shareholder in Baghdad seen as the operations department's 
development? 

Answer: The shareholder of the board in Baghdad sees as the development in the operations 
department is: 

 Prioritizing the quality of their works not to lose the investors and suppliers of the firm. 

 Hiring sixteen workers from the United States to support their operations in Baghdad. 

Question 3: Why was the caller in Baghdad called to the board with what would be a joint venture 
with a company in the United States? 

 

Answer: The caller in Baghdad was called to the board with the joint venture with the company in 
the United States to: 

 Report on the possible collaboration of the two firms to 

 Improve the market share by establishing the joint venture with their United States 

counterpart. 

Question 4: What did the caller in Baghdad manage to suggest to the board? 

Answer: The caller in Baghdad managed to suggest to the board that: 
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a) The firm's partners and shareholders must approve the joint venture from the United 

States to secure its success. 

b) The quality of the works must stay prominent in their operations, and the procedures 

for business development in the integrated firm must remain the same. 

Case Study II 

Question 1: From the Passage above, which choice best describes the CFO and CEO relationship? 

Answer: B) The CFO is subordinate to the CEO. 

Question 2: What does the CEO mean when he says he wants to see the report “right away”? 

Answer: He means that he wants to see it immediately after reading the email. 

Question 3: Which choice most effectively completes the meaning of the last sentence in the 
passage? 

Answer: The CEO is annoyed with the CFO. 

Question 4: According to the passage, which of the following statements is true? 

Answer: The CFO is responsible for the accuracy of the report. 

Case Study III 

Question 1: What does Jose do? 
Answer: Jose is a Business Analyst. 

Question 2: Why did Jose meet the HR? 

Answer: Jose went to HR to discuss his career prospects. 

Question 3: What was Jose’s motive behind telling HR that he was thinking about quitting his job? 

Answer: Jose wanted to quit his job to join HR. 

Question 4: What did HR say to Jose? 

Answer: She then asked him if he would be interested in joining her company as a Business Analyst. 
She explained to him that the role was very interesting and challenging. 

Case Study IV 

Question 1: From the passage, determine which of the following statements about negotiation is 
true 

Answer: (D) A good negotiator must be flexible. 

Question 2: In the first paragraph, the author states that one of the most important aspects 
__________ a successful negotiation. 
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Answer: (C) leads to concessions from the other side 

Question 3: Which of the following would NOT be part of the author’s preparation? 

Answer: (B) Anticipating the opponent’s moves 

Question 4: Which of these statements about negotiation is NOT accurate based on the passage? 

Answer: (D) Negotiation is a game of giving and take. 

Case Study V 

Question 1: What was the main purpose of the meeting? 

Answer: To discuss the future direction of the company. 

Question 2: What was the difference between the two types? 

Answer: One type of meeting was called “Executive Meeting,” and the other was called “C-suit 
Executive Meeting.” These meetings were held in the same place, but only the former was attended 
by the CEO and the rest of the executive team. 

Question 3: How would you describe the atmosphere of the meetings? 

Answer: There was a relaxed atmosphere during both meetings. We were able to talk freely without 
worrying about being interrupted. 

Question 4: Did you Learn Anything New About the Organization? 

Answer: Yes, I learned that the company has been operating successfully for many years now. They 
have a strong reputation in the market, and they have been growing steadily over time. 

Case Study VI 

Question 1: From the passage above, what does the author mean when she says, "you want to be 
able to speak clearly"? 

Answer: She means that you want to be able for the audience to understand everything that you're 
saying. You don't want to leave details or stop mid-sentence because you ran out of time. 

Question 2: What does the director mean when he says, "we think you should change your 
language"? 

Answer: He wants her to change "Hire" to "Find." He thinks that using the word "hire" makes it 
sound like she's selling her product. 

Question 3: How does the author respond to the director? 

Answer: She agrees with the director. 

Question 4: What does the author mean when they say, "if you call something a 'project,' then you 
may sound too positive"? 

Answer: She doesn't agree with him. She thinks that calling something a "Project" sounds like you're 
being overly optimistic. 
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Case Study VII 

Question 1: Which statement best describes the manager's role from the passage above? 

Answer: b) The manager is responsible for helping his employees understand the importance of 
cooperation. 

Question 2: According to the passage, which of the following statements is true? 

Answer: c) The sales department needs more training on how to sell new products. 

Question 3: How does the author show the effectiveness of teamwork? 

Answer: By showing that after we joined the team, each group member performed their functions 
effectively. We can become very successful. 

Question 4: What is the main idea of the passage? 

Answer: To teach us that we must work together as one team to be successful. 

Case Study VIII 

Question 1: what advice does the author offer to people preparing to present their ideas to others? 

Answer:  Write down all your ideas on a piece of paper. Don’t worry about whether or not they are 
good enough. Just write them down. 

Question 2:  what would you add to the list of ideas given in the passage? 

Answer: Make sure you have a clear purpose for the presentation. 

Question 3: what is the best way to prepare yourself before giving a presentation? 

Answer: Practice makes perfect. Try to practice speaking in front of a mirror. Also, try to get 
feedback from friends and family members. They may notice something you didn’t see. 

 Question 4: what would you do differently if you presented an idea to someone else? 

Answer: Be prepared. Have a clear purpose for the talk. Know exactly what you want to say. 

 


