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Beginner lessons for Business English

Master Business English Basics for Career Success

DEFINITION

Business English refers to the specialized language used in professional settings. It helps learners communicate effectively

in the workplace.
KEY CONCEPTS

Business Vocabulary

Key terms and phrases used in business contexts, such as
'negotiation' and 'revenue’.

Meeting Language

Common phrases and structures used during business meetings

to facilitate discussion.

Networking Basics

Essential phrases and strategies for building professional

relationships and connections.

Email Etiquette

Proper ways to write professional emails, including greetings,
closings, and tone.

Presentation Skills

Techniques for effectively presenting ideas, including structure,

clarity, and engagement.

EXAMPLES MEMORY TIPS COMMON MISTAKES

- | would like to schedule a meeting next * Use acronyms like 'P.A.C.E.' for X Using informal language in

week. Presentation (Prepare, Arrange, professional emails.

- Please find attached the report you Communicate, Evaluate). X Neglecting to proofread for grammar
requested. * Visualize a business meeting to and spelling errors.

- Let's discuss our project timeline remember key phrases. X Overusing jargon that may confuse
during the call. * Create flashcards for important others.

vocabulary with images.

QUICK RECAP

Business English is essential for effective workplace communication. Focus on vocabulary, email etiquette, and presentation skills

to enhance your professional interactions.
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