Business
English 10
Edition

The Cambridge
Advanced Learner's
Dictionary gives the
vital support which
advanced students
need, especially with
the essential skills:
reading, writing,
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listening and
speaking. In the book:
* 170,000 words,
phrases and examples
* New words: so your
English stays up-to-
date * Colour
headwords: so you
can find the word you
are looking for
quickly * Idiom
Finder * 200
‘Common Learner

Error' notes show
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how to avoid common
mistakes * 25,000
collocations show the
way words work
together * Colour
pictures: 16 full page
colour pictures On
the CD-ROM: * Sound:
recordings in British
and American
English, plus practice
tools to help improve
pronunciation *

UNIQUE! Smart
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Thesaurus helps you
choose the right word
* QUICKTfind looks up
words for you while
you are working or
reading on screen *
UNIQUE! SUPERwrite
gives on screen help
with grammar,
spelling and
collocation when you
are writing *
Hundreds of

interactive exercises
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Want to take your
business English to
the next level? This is
Book 1 and 2 of the
very popular Business
English series by
Amazon bestselling
author Jenny Smith.
Most textbooks teach
the same things;
presentations,
speaking on the
phone etc. This is

great at the
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beginning, but if you
are going to succeed,
you’ |l need more
(and the bonus course
covers this stuff
anyway). You need to
be able to walk into
any business situation
and feel seriously
confident. That is why
| wrote this book; to
help you go from
good to great. To

really master
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business English.
Learn: In Section 1
you will master 86
essential words and
phrases that will give
you an edge in the
business world.
Remember: Section 2
contains 14 reading
practice articles
which contain all of
the business
vocabulary you

discovered in the first
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book. This will help
you both learn how
they are actually used
and help fix the
vocabulary into your
memory. The more
you see a word in
context the easier it
will be to remember.
Master: the language
in the following
essential business
English topics. -

General business
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English. - Start-ups.

- Online business. -
Finance. This book is
the perfect stepping
stone from

‘ textbook’

business English to
the * real’ language
that will help you
excel in the business
world. If you are
ready to truly
advance, press the

buy button and get
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started today.

This Answer Key
provides answers and
solutions from the
book authors for you
to check your work
immediately.
CD-ROM includes:
Everything in the
dictionary, plus extra
words and examples;
pronounciation for
listening and

practicing; search
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options for words
used in Financy,
Marketing, HR, etc.;
listening exercises to
prepare for the BEC
exams; grammar and
vocabulary exercises.
Speak Better Business
English and Make
More Money

Market Leader
English for Business
Communication

Essentials of College
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English

Introducing Business
English

Advanced Masterclass
- Speak Advanced ESL
Business English with
Confidence &
Elegance: Business
Meetings &
Presentations in
English: Includes
300+ PPT
Presentation

Templates
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This
comprehensive
resource book
contains an
easy—to—use set
of short
activities
essential for
anyone teaching
Business
English.
Reflecting real-

life business
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activities such
as emails,
noisy telephone
conversations,
making excuses,
negotiating,
handling
customer
complaints and
cultural
awareness, Five-
Minute

Activities for
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Business
English helps
teachers mirror
the pacey feel
of the work
environment.
This book 1is
also of
interest to
teachers of
general English
who are looking

for stimulating
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skills—-based
activities in
meaningful
contexts and
complements
both tailored
and coursebook-
based
materials. The
four main areas
covered are
'Business

topics',
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'"Business
communication
skills',
'Language work'
and 'Exploiting
coursebooks'.
These areas
feature
activities on
various topics
such as money,
finance,

meetings,
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negotiations,
telephoning,
management,
marketing, etc.
Ensure you are
Jjob-ready with
the number one
choice in the
field —-
Guffey/Lowey's
ESSENTIALS OF
BUSINESS

COMMUNICATION,
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11E. In a time
when writing
and
communication
skills rank
high on
recruiters’
wish lists,
this tried-and-
true book helps
you develop job-
readiness for

the 21st
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century.
ESSENTIALS
highlights best
practices and
strategies
backed by
leading-edge
research to
strengthen prof
essionalism,
expert writing
techniques,

workplace
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digital savvy
and resume-—
building
skills. Learn
how writing is
central to
business
success,
regardless of
the
communication
channel.

ESSENTIALS
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discusses best
practices for
social media
and mobile
technology
while equipping
you with
critical skills
using grammar
exercises,
documents for
editing and

grammar
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practice other
books don't
offer.
Important
Notice: Media
content
referenced
within the
product
description or
the product
text may not be

available in
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the ebook
version.
Provide a
description
about the book
that does not
include any
references to

package
elements. This
description

will provide a

description
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where the core,
text-only
product or an
eBook 1is sold.
Please remember
to fill out the
variations
section on the
PMI with the
book only
information.
Important

Notice: Media
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content
referenced
within the
product
description or
the product
text may not be
available in
the ebook
version.
Business
Communication:

Process and
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Product, brief
edition takes
students
through a well
developed,
consistently
applied
approach to
communication
that is
combined with
integrated

application of
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current and
emerging
business
technologies.
Students learn
a process for
solving future
communication
problems, and
how to use the
Internet and
electronic

media to
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deliver their
messages,
resulting in a
tangible
communication
strategy they
can use
throughout
their
careers.NETA
TestbankThe
Nelson

Education
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Teaching
Advantage
(NETA) program
delivers
research—-based
resources that
promote student
engagement and
higher—-order
thinking and
enable the
success of

Canadian
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students and
educators. This
book's premium
testbank 1is
designed to
ensure top
quality
multiple—-choice
testing by
avoiding common
errors in
question and

test
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construction.
If you want
your students
to achieve
"beyond
remembering",
ask your Nelson
Sales
Representative
how today!

A Comprehensive
Language Guide

Business
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Communication:
In Person, In
Print, Online
Workbook

Speak Business
English Like an
American
Cambridge
Advanced
Learner's
Dictionary
KLETT VERSION

Business
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Communication
Surveys the
fundamentals of
English grammar,
describes how to
write clear and
concise
commercial
correspondence,
and provides
models of a variety

of business letters
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BUSINESS COMM
UNICATION: IN
PERSON, IN
PRINT, ONLINE,
9E offers a realistic
approach to
communication in
today's
organizations. The
text covers the
most important

business
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communication
concepts in detail
and thoroughly
integrates
coverage of
today's social
media and other
communication
technologies.
Building on core
written and oral

communication
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skills, the ninth
edition helps
readers make
sound medium
choices and
provides
guidelines and
examples for the
many ways people
communicate at
work. Readers

learn how to
Page 37/154



create PowerPoint
decks, use instant
messaging and
texting effectively
at work, engage
customers using
social media, lead
web meetings and
conference calls,
and more.
Important Notice:

Media content
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referenced within
the product
description or the
product text may
not be available in
the ebook version.
Business English
(Book
Only)Cengage
Learning

Written in a

conversational
Page 39/154



tone, Business
English at Work 2e
by Jaderstrom and
Miller is a four-
color text that
takes a totally new
learning approach
to relating
Business English
to the workplace. T
elecommunication

S, customer
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service, online
references, and a
host of other real-
world topics
connect directly to
activities and
exercises in
grammar,
punctuation,
vocabulary,
spelling, word

division, and
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sentence
writing/revising.
English for
Careers

A Complete Guide
to Developing an
Effective Business
Writing Style
College English
and Business
Communication

Business English
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Handbook -
Advanced

Process and
Product

Advanced
business English
course book
Covering business
communication skills,
this text includes a
grammar check,
writing improvement

exerc1ses and cases
Page 4



which break down
the writing process
into simple
components. E-mail,
Web research, team
and critical thinking
exercises have also
been added to this
edition.

A new, exciting, and
intuitive way to learn
business English, this
comprehensive self-

study course--now
Page 44/154



available in a
beautifully packaged
box set--is uniquely
visual, engaging, and
easy to follow.
English for Everyone:
Business English is
the easiest way to
teach yourself
workplace English.
The course combines
innovative visual
teaching methods

with the best of DK
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design to make
workplace English
easy to learn. The
most useful English
grammar and
business vocabulary
are tied into
everyday workplace
situations, such as
interviews, meetings,
presentations, sales
pitches, formal and
informal phone calls,

business travel, and
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conferences.
Essential documents,
such as job
applications,
resumes, and formal
emails, are analyzed
in detail, making
them easy to
understand and
replicate. The box set
includes a course
book and a
corresponding

practice book. The
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practice book is an
essential companion
to the course book,
offering extensive
exercises to drill
language skills and
improve fluency.
Each book is
structured in two
levels, with Level 1
starting at pre-
intermediate English,
and Level 2 taking

you to upper
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intermediate. Key
language skills,
grammar rules, and
business vocabulary
are presented in a
clear and simple
way, with attractive
illustrations to put
business English in
context. Listening,
speaking, reading,
and writing
exercises, backed by

extensive audio and
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interactive digital
practice, are
presented in bite-
sized modules,
allowing you to learn
at your own pace.
Whatever your
career, the English
for Everyone:
Business English box
set will make it
incredibly easy to
teach yourself
English for the
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workplace.

"Your email behavior
has the potential to
make or break you,
both personally and
professionally."
Email Writing:
Advanced (c). How to
Write Emails
Professionally.
Advanced Business
Etiquette & Secret
Tactics for Writing at

Work. Produce
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Professional Emails,
Business Letters,
Proposals & Reports
Marc Roche's new
business English
book focuses
exclusively on email
writing for work and
business. This book
is about business
email writing that
works for you and
your company. It

includes exclusive
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VIP access to
business letters +
business letter
templates. Email
etiquette lessons will
guide you through
the basics and the
not so basics of
emailing your
colleagues, bosses
and clients. You can
also download Marc
Roche's Starter
Library with 700+
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Business English
Resources FOR
FREE and get a
FREE Professional
Writing Course on
How to Write Emails
Professionally. What
you will get in this
email writing book:
The 14 Essential
Rules of Email
Etiquette How to
Skyrocket Your

Email Productivity
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Creating a Positive
Email Routine The
Ultimate Email
Processing System
Key Language
Principles of Writing
Emails Negative
Words You Should
Avoid Using if
Possible Being
Specific in Your
Emails Proposals &
Persuasive Emails

Guiding Your
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Audience Paint the
Picture! Use
Analogies How to
Craft your Message
How to Achieve
Maximum Effect 5
Phrases That Move
People to Action
(Perfect for Email
Negotiations,
Marketing & Sales)
The Six Formulas for
Expressing Benefits
The Power of Odd
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Numbers How to Use
Bullet Points to
Maximum Effect
Email Writing Voice
& Style Company
Introduction
Example Cover
Letter Example
Welcome Email
Example How to Add
Personality to Your
Emails Increase Your
Credibility Graphs

Statistics Quotes
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How to Use Graph
Data in Your Emails
Data Resources &
Tools General
Data/Research
Academic
Studies/White Papers
Financial Data
Government/World
Data Social Data
Health Data

What is Business
English? The term “

Business English ”
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can have different
meaning for different
people. For some, it
focuses on
vocabulary and
topics used in the
worlds of business,
trade, finance, and
international
relations. For others
it refers to the
communication skills
used in the

workplace, and
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focuses on the
language and skills
needed for typical
business
communication such
as presentations,
negotiations,
meetings, socializing,
correspondence,
report writing, and a
systematic approach.
Have you ever
wondered how you

can improve business
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writing such as
proposal,
presentation drafts,
emails, or report? Do
you want to stop
making avoidable
mistakes during your
business speeches or
are you having
challenges speaking
professionally? If you
answer yes to these
questions, then this
book will greatly
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enhance the way you
Speak and Write at
workplaces or in
office environments.
In this book, You will
be learning how to
communicate
effectively in English
in a professional
context. You will be
expanding your
English vocabulary,
improve your ability

to write and speak in
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both social and
professional
interactions, and
learn terminology
and skills that you
can apply to business
negotiations,
telephone
conversations,
written reports,
emails, and
presentations.This
book is written to
bridge the gap
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between the general
English and the
specialized business
English that you
need for career
advancement. You
will be learning how
to negotiate your
potential clients and
learning how to
convey ideas to your
colleagues or
business executives

in a much more
Page 64/154



effective way. New
terms and phrases
will also be used in
different business
environment, such
as: * Meetings °
During presentation
* Briefings and ¢
Public speaking °
Interviews Also, you
will learn the basic
rules for engaging in
business writing,

which includes: *
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Letter writing
Email writing *
Drafting of
presentations e
Proposal writing
Every rules and
guideline given in
this book is practical
and easy to follow. If
you are purchasing
“The Advanced
Business English
Guide” Today, you

will be also getting 2
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BONUS Chapters on
How to Ace your
Interview + How to
get a Promotion and
a Raise. It’s time to
advance your career
and start the journey
to improve your
Business English
skills. You will make
significant changes
to the way you
communicate. You
Will be a Step Closer
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to Success!
American Business
English

A Complete Self-
Study Programme
For Learners of
English
Five-Minute
Activities for
Business English
The Complete
Business English
Master

The Advanced
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Business English
Guide: How to
Communicate
Effectively at The
Workplace and
Greatly Improve Your
Business Writing
Skills

Business English
Speaking: Advanced
Masterclass -
Speak Advanced
ESL Business

English with
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Confidence &
Elegance: Business
Meetings &
Presentations in
English. Includes
300+ PPT
Presentation
Templates.America
n & British
Business English
Advanced Speaking
for ESL Students
and Teachers. This

business English
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book provides a
solid framework for
English language
learners to acquire
advanced Business
English Speaking
skills by exploring
the secret
psychology and
dynamics behind
effective business
communication in
English, together

with advanced
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phrases and self-
study exercises to
improve business
vocabulary and
confidence. This
book is ideal for
any business
setting where the
person has to speak
in one-to-one or
group interactions,
like meetings,
presentations,

parties and other
Page 72/154



public speaking
events. With this
business English
communication
course, you will
learn: -How to
speak ESL Business
English with
Confidence &
Elegance. You will
learn: -How to
deliver outstanding
presentations-How

to hold a successful
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meeting in English
-How to excel at
public speaking
-How to maximize
your influence in
ANY professional
situation in English
To make this self-
study Business
English Speaking
course even more
effective, it includes
300+ Premium

Business
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Presentation
Templates in
PowerPoint format
that you can
download whenever
you like.

How to Write
Effective Business
English gives
guidance to both
native and non-
native English
speakers on how to

express yourself
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clearly and
concisely. With
case studies and
real-life examples
that demonstrate
how English is used
internationally in
business, and full of
ideas to help you
get your
communications
right first time,
How to Write

Effective Business
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English sets the
scene for
describing the
benefits of good
Business English,
ideal for
multinational
companies where
communication is a
priority. For native
English speakers, it
may mean un-
learning things you

were taught at
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school and learning
how to save time by
getting to the point
more quickly in
emails; for
elementary to
immediate English
speakers, it focuses
on the areas that
are easy to get
wrong. How to
Write Effective
Business English

draws on the
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author's wealth of
experience, using
real-life
international
business scenarios
to develop your
skills and provide
you with some
answers that even
your boss might not
know. You will learn
a system to help
you quickly and

easily write emails,
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letters, CVs and
more. Featuring
sections on
punctuation and
grammar, and
checklists to help
you assess how you
are getting on
before moving on to
the next stage, How
to Write Business
English has been
praised by both

native and non-
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native writers of
English as an
indispensable
resource.

A longtime Barron's
handbook for use in
the classroom as
well as the office,
this newly revised
edition of "Business
English” is better
than ever.

Perfect for both

business English
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students and people
already at work,
this dictionary
provides easy
access to the
worlds of
accounting, banking,
economics,
marketing, shipping
and the stock
market

The Essential
Toolkit for

Composing
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Powerful Letters,
Emails and More,
for Today's
Business Needs
Business English
Complete Student
Key: Answers to
Reinforcement
Exercises for
Guffey's Business
English
Essentials of
Business

Communication
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English for
Everyone:
Business, Practice
Book

Business English
for Beginners

This textbook
provides a
comprehensive
introduction for
students and
professionals who
are studying English

for business or
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workplace
communication and
covers both spoken
and written English.
Based on up-to-date
research in
business
communication and
incorporating an
international range
of real-world
authentic texts, this
book deals with the

realities of
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communication in
business today. Key
features of this book
include: use of
English in social
media that reflects
recent trends in
business
communication;
coverage of the
concept of
communicative
competence;

analysis of email
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communication;
introduction to
informal English and
English for
socialisation as well
as goodwill
messages, such as
thank you or
appreciation
messages, which
are a part of
everyday interaction
in the workplace;

examination of
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persuasive
messages and ways
to understand such
messages; an e-
resources website
that includes
authentic examples
of different
workplace genres
and a reference
section covering
relevant research
studies and

weblinks for readers
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to better understand
the topics covered
in each chapter.
This book goes
beyond the
traditional coverage
of business English
to provide a broad
and practical
textbook for those
studying English in
a workplace setting.
Statement of

responsibility from
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accompanying
book.

Introducing
Business English
provides a
comprehensive
overview of this
topic, situating the
concepts of
Business English
and English for
Specific Business
Purposes within the

wider field of
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English for Special
Purposes. This book
draws on
contemporary
teaching and
research contexts to
demonstrate the
growing importance
of English within
international
business
communication.
Covering both

spoken and written
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aspects of Business
English, this book:
examines key topics
within Business
English, including
teaching Business
English as a lingua
franca, intercultural
business
interactions,
blended learning
and web-based
communication;

discusses the latest
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research on each
topic, and possible
future directions;
features tasks and
practical examples,
a section on course
design, and further
resources. Written
by two leading
researchers and
teachers,
Introducing
Business English is

a must-read for
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advanced
undergraduate and
postgraduate
students studying
Business English,
Business English as
a Lingua Franca,
and English for
Specific Business
Purposes.

Gives background
to the business
learner's world and

strategies for
Page 94/154



approaching the
training task,
focusing on the
learner's
professional
knowledge and
experience. This
book is suitable for
teachers, trainers,
and course
organizers in the
field of Business
English or

considering a move
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into it.

English for
Everyone Slipcase:
Business English
Business English
Speaking
Longman Business
English Dictionary
Manual of Business
Spanish

Business English
(Book Only)
Essentials of

Business
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Communication +
Premium Website,
1-term Access +
How 13 + Mindtap
Business
Communication,
1-term Access

We may all speak
the same
language, but
getting to grips
with grammar is

the ultimate
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challenge. You
could be puzzled
by prepositions,
confused by
comparatives, or
muddled over
modals.
Thankfully, this
complete visual
aid to everything
in the English

language sets
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you straight with
a clear and
concise format
for easy
understanding.
The rules of
English grammar
are beautifully
presented with
eye-catching
illustrations, step-
by-step graphics,
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and
straightforward
explanations to
help you learn.
Suitable for
English language
learners at all
levels, including
experienced
English speakers
looking for a

recap of key
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language points,
English Grammar
Guide covers
basic,
intermediate, and
advanced
grammar. There
is no stone left
unturned when it
comes to the
English

language. All
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Kinds of
problems are
solved, including
tenses, verbs,
adverbs, clauses,
superlatives, and
questions. You
are encouraged
to spot patterns
and sequences in
language to see

the similarities
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and develop
greater
understanding.
After swotting up,
test yourself with
a range of
speaking,
reading, and
writing exercises
to see how far
you have come.

This essential
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grammar guide is
part of DK's
English for
Everyone series,
an exciting and
educational self-
study course to
build up
confidence and
fluency. Whether
you want to

improve your
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grammar for
school, study,
exams (including
TOEFL and
IELTS), work, or
travel, this is the
perfect reading
companion.
Designed as a gr
ammar/mechanic
s text, this fast-

paced,
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economical
text/workbook
develops
proficiency in
grammar,
punctuation,
usage, and style.
With the
assistance of
Dean Elizabeth
Tice at the

University of
Page 106/154



Phoenix, co-
authors Mary
Ellen Guffey and
Carolyn M. Seefer
have produced
an accelerated
refresher course
guide aimed at
motivated
students. The
second edition

contains fewer
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chapters, with
more examples
and
reinforcement
exercises to
facilitate quick
comprehension
for career-
oriented
students.
Essentials of
College English
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Is a no-frills gram
mar/mechanical
review that
combines value
with authoritative
coverage.

Build your
English language
skills and grow
your career with
English for

Everyone:
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Business,
Practice Book.
English for
Everyone:
Business,
Practice Book
makes it easier to
learn the English
you need to
succeed in the
workplace. More
than 700
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exercises use
graphics and
visuals to
develop English
skills in
presenting,
writing formal e-
mails, filling out
job applications,
networking, and
other common

workplace
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scenarios.
Exercises cover
speaking,
listening,
reading, and
writing skills,
offering complete
language
practice. Find the
errors in sample
messages,

answer
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comprehension
questions, fill-in-
the-blanks with
key grammar and
vocabulary, word
order games, and
writing your own
formal
documents.
English for
Everyone:

Business,
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Practice Book
matches the
language
standards used
by the major
global English-
language exams,
offering ideal
preparation for
starting,
changing, and

advancing your
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career. Use this
practice book
with English for
Everyone:
Business, Course
Book so you can
work with the
books together.
Download the
free app and
practice online

with free listening
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exercises at
www.dkefe.com.
Series Overview:
English for
Everyone series
teaches all levels
of English, from
beginner to
advanced, to
speakers of
English as a

second language.
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Innovative visual
learning methods
introduce key
language skills,
grammar, and
vocabulary,
which are
reinforced with a
variety of
speaking,
reading, and

writing exercises
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to make the
English language
easier to
understand and
learn. Visit
www.dkefe.com
to find out more.
ESSENTIALS OF
BUSINESS COM
MUNICATION,
9TH EDITION

presents a
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streamlined
approach to
business
communication
that includes
unparalleled
resources and
author support
for instructors
and students.
ESSENTIALS OF
BUSINESS COM

Page 119/154



MUNICATION
provides a four-in-
one learning
package:
authoritative text,
practical
workbook, self-
teaching gramma
r/mechanics
handbook, and
premium Web

site. Especially
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effective for
students with
outdated or
inadequate
language skills,
the Ninth Edition
offers
extraordinary
print and digital
exercises to help
students build

confidence as
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they review
grammar,
punctuation, and
writing
guidelines.
Textbook
chapters teach
basic writing
skills and then
apply these skills
to a variety of e-

mails, memos,
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letters, reports,
and resumes.
Realistic model
documents and
structured writing
assignments help
students build
lasting workplace
skills. The Ninth
Edition of this
award-winning

text features
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increased
coverage of
electronic
messages and
digital media,
redesigned and
updated model
documents to
introduce
students to the
latest business

communication
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practices, and
extensively
updated
exercises and
activities.
Important Notice:
Media content
referenced within
the product
description or the
product text may

not be available
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in the ebook
version.

Email Writing
Grammar Guide
An Introduction
to Business
English for
Language
Teachers,
Trainers, and
Course

Organizers.
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Business English
at Work

How to Write
Effective
Business English
Teaching
Business English
Designed to

keep pace with
current

workplace

needs and the
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emerging 21st
century
culture, this
book offers a
lively,
accessible,
and user-
friendly
alternative
for those who
dread the
thought of
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barebones
traditional
grammar and
communication
instruction
and its
overkill of
rules.
Personalized
by warmth,
light humor,

and
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Inspiration,

it focuses on
the "real-
world" English
skills needed
to get a good
job, hold the
job, and
advance in a
career --

l.e., how to

write and
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speak Standard
English for
careers and to
avoid
noticeable
errors.
Features a
reading level
that assures
accessibility
for nearly

anyone. Covers
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a full' range
of grammar
topics and
Interweaves
(into sample
sentences,
practice
exercises,
memos and
letters,
proofreading

exercises, and
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tests)
information on
business
practices,
workplace
cultural
diversity,
workplace
ethics, human
relations,
workplace

etiquette, the
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international
marketplace,
technology, or
self-
improvement.
For anyone
needing
instruction in
Standard
English
grammar and

communication
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skills for the
workplace.
Business
English
Frameworks is
a
photocopiable
resource book
for teachers
of Business
English to use
with in-
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service
learners of
English for
business and
professional
purposes. The
book covers a
huge variety
of business
topics and
contains 60

photocopiable
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frameworks,
which
encourage
learners to
talk about
their own work
situation in a
structured
way. The
frameworks can
be used in

groups, pairs
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or in one-to-
one teaching
situations.
Manual of
Business
Spanish is the
most
comprehensive,
single-volume
reference
handbook for

students and
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professionals
using Spanish.
Designed for
all users, no
matter what
level of
language

skill, it
comprises five
parts: * A
6000-word, two-

way Glossary
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of the most
useful
business terms
* A 100-page
Written
Communications
section giving
models of 50
letters, faxes
and documents
* An 80-page
Spoken
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Situations
section
covering face-
to-face and
telephone
situations * A
short
Reference
Grammar
outlining the
major grammar

features of
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Spanish * A
short Business
Facts section
covering
essential
information of
the country or
countries
where Spanish
Is used
Written by an

experienced
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native and non-
native speaker
team, this
unique volume
Is an
essential, one-
stop reference
for all
students and
professionals
studying or

working in
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business and
management
where Spanish
Is used.

CD and book
designed to
teach idioms
and
expressions
used in the
American

business
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world.
Business
English
Frameworks
Katharine
Gibbs Handbook
of Business
English
Oxford
Business
English

Dictionary
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Learn the
Idioms &
Expressions
You Need to
Succeed on the
Job!

A Coursebook
for Business
English
Advanced (c).
How to Write

Emails Profess
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ionally.
Advanced
Business
Etiquette &
Secret Tactics
for Writing at
Work. Produce
Professional
Emails,
Business
Letters,

Proposals &
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Reports

Business English
is key in our
globalized world.
Learning English
for business is not
only a good skill, it
is essential!This
book was written
by a Business
English trainer with

over 10 years of
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experience. Eric
has contracted
with huge
multinational
organizations such
as Airbus, the UN,
Chevron, GM,
Johnson &
Johnson, Inditex,
Syngenta, National
Instruments,

Doosan Infracore,
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Panalpina,
Ferrovial, Lotte,
and many others.
In this short book,
you will learn how
to use business
English in a variety
of contexts, such
as: We need to
"take initiative" and
do everything

"ahead of
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time."Then you
have to "follow-up"
to "address" any
concerns.We have
to show the "pros
and cons" and
"come up with"
new ideas. A
"slump" in the
market could be
followed by "sharp"

increases.You will
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learn how to speak
about: - Greetings-
Interviews-
Work!/life balance-
Negotiation- Work
Dinners- Meetings-
Presentations-
Business Trips-
Innovation-
Productivity-
Startups- Sales

pitch- Decision
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making- Creativity-
Describing
Personality-
Emails- Stress
Management-
TrainingAnnual
Employee
Reviews-
Leadership-
Recruiting and
Hiring

The Making of
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English
Business,

Professional, and
Technical
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