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Beginner lessons for Business English
Master Business English Basics for Professional Success

DEFINITION

Business English is the language used in professional settings. It includes vocabulary and phrases specific to business
communication.

KEY CONCEPTS

Business Vocabulary

Learn essential terms related to finance, marketing, and
management.

Email Etiquette

Understand how to write professional emails with proper tone and
structure.

Meetings Language

Familiarize yourself with phrases used in meetings for effective
participation.

Presentation Skills

Develop the ability to present ideas clearly and confidently in front
of an audience.

Networking Basics

Learn how to introduce yourself and engage in small talk at
professional events.

EXAMPLES

→ I would like to schedule a meeting next
week.
→ Please find attached the report you
requested.
→ Can we discuss the project timeline
during our call?

MEMORY TIPS

★ Use acronyms like 'P.A.C.E.' for
Presentation, Attitude, Clarity, and
Engagement.
★ Create flashcards for key vocabulary
and phrases.
★ Associate business terms with images
or scenarios to enhance recall.

COMMON MISTAKES

✗ Using informal language in
professional emails.
✗ Overcomplicating sentences instead of
being clear and concise.
✗ Neglecting to proofread for grammar
and spelling errors.

QUICK RECAP

Business English focuses on communication in professional contexts. Key areas include vocabulary, email etiquette, and
presentation skills. Review common phrases and practice writing to enhance your fluency.
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