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Beginner lessons for Professional Vocabulary
Master Business Vocabulary for Professional Success!

DEFINITION

Professional vocabulary includes words and phrases used in business settings. Learning these terms helps you
communicate effectively in the workplace.

KEY CONCEPTS

Networking

Building relationships with professionals to exchange
information and opportunities.

Negotiation

Discussing terms to reach an agreement in business deals.

Presentation Skills

The ability to clearly and effectively present ideas to an
audience.

Email Etiquette

The proper way to write and respond to emails in a professional
context.

Business Jargon

Specialized language used within a specific industry that may be
unfamiliar to outsiders.

EXAMPLES

→ Let's schedule a meeting to discuss
the project.
→ I need to send a follow-up email after
our call.
→ Can we negotiate the terms of the
contract?

MEMORY TIPS

★ Associate 'networking' with 'net' to
remember it's about connecting.
★ Think of 'negotiation' as 'negotiating' a
path to agreement.
★ Visualize a 'presentation' as a 'gift' of
information to your audience.

COMMON MISTAKES

✗ Using informal language in
professional emails.
✗ Confusing 'affect' and 'effect' in
business discussions.
✗ Overusing jargon that may confuse
others.

QUICK RECAP

Professional vocabulary is essential for effective communication in business. Focus on key areas like networking, negotiation, and
email etiquette to enhance your skills.
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