
ONE PAGE SUMMARY

Language Learning › Business English › Workplace Conversation

Beginner lessons for Workplace Conversation
Master Basic Workplace Conversations with Confidence!

DEFINITION

Workplace conversation skills help you communicate effectively in a professional environment. These skills are essential
for collaboration and building relationships at work.

KEY CONCEPTS

Greetings

Start conversations with friendly greetings like 'Hello' or 'Good
morning' to create a positive atmosphere.

Introductions

Introduce yourself and others clearly, stating your name and role to
establish connections.

Small Talk

Engage in light conversation about topics like the weather or
weekend plans to build rapport.

Asking Questions

Use open-ended questions to encourage dialogue and show
interest in others' opinions.

Expressing Opinions

Share your thoughts politely, using phrases like 'I believe' or 'In
my opinion' to contribute to discussions.

EXAMPLES

→ Hello, my name is Sarah, and I'm the
new marketing assistant.
→ How was your weekend? Did you do
anything fun?
→ I think we should consider a different
approach for this project.

MEMORY TIPS

★ Remember 'GISE' for Greetings,
Introductions, Small talk, and Expressing
opinions.
★ Use the acronym 'QOE' for Questions,
Opinions, and Engaging to recall
conversation elements.
★ Visualize a friendly workplace scene to
reinforce positive conversation habits.

COMMON MISTAKES

✗ Using overly formal language that can
sound stiff.
✗ Interrupting others while they are
speaking.
✗ Not making eye contact, which can
seem disengaged.

QUICK RECAP

Workplace conversations are vital for effective communication. Focus on greetings, introductions, and engaging discussions to
build strong professional relationships.
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