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Use just the right phrases and master the art of conversation like a native speaker of English How do you share an experience from your home country? What should you say to start a conversation? How do you offer someone your advice? This handy reference will help you navigate social and business situations, with hundreds of ready-to-use English phrases that will help you converse with friends, collaborate with co-workers, and engage those around you. Inside find examples of Perfect Phrases for . . . Introductions - Let me introduce myself. Invitations - How about going to dinner on Friday? Decisions - What
are our options? Disbelief - You're pulling my leg! Gifts - That's very thoughtful of you.
Fifteen in a series of annual reports comparing business regulation in 190 economies, Doing Business 2018 measures aspects of regulation affecting 10 areas of everyday business activity: • Starting a business • Dealing with construction permits • Getting electricity • Registering property • Getting credit • Protecting minority investors • Paying taxes • Trading across borders • Enforcing contracts • Resolving insolvency These areas are included in the distance to frontier score and ease of doing business ranking. Doing Business also measures features of labor market regulation, which is not included in these two
measures. The report updates all indicators as of June 1, 2017, ranks economies on their overall “ease of doing business†?, and analyzes reforms to business regulation †“ identifying which economies are strengthening their business environment the most. Doing Business illustrates how reforms in business regulations are being used to analyze economic outcomes for domestic entrepreneurs and for the wider economy. It is a flagship product produced in partnership by the World Bank Group that garners worldwide attention on regulatory barriers to entrepreneurship. More than 137 economies have used the
Doing Business indicators to shape reform agendas and monitor improvements on the ground. In addition, the Doing Business data has generated over 2,182 articles in peer-reviewed academic journals since its inception. Data Notes; Distance to Frontier and Ease of Doing Business Ranking; and Summaries of Doing Business Reforms in 2016/17 can be downloaded separately from the Doing Business website.
This new self-study ESL book will help you speak better English at work, on the phone, at the store, with friends, at parties, with your co-workers. The new method in this ESL book makes it easy to improve your English. You learn phrases one by one so you can study for as little as two minutes a day! This new method will help you speak better English at work, on the phone, at the store, with friends, at parties, with your co-workers. The English you need everyday is yours! This new method makes it easy to improve your English. You learn useful phrases that people use in everyday situations. You learn phrases
one by one so you can study for as little as two minutes a day. Give this book two minutes a day. Or more if you want to improve your English even faster. There's 368 pages packed full of the American English you need to know! This new method uses the tools you need to learn: - You learn over 300 useful phrases one by one - Cartoons show the phrases in real-life situations - Lots of lively examples help you remember - Exercises help you check your new knowledge
CD and book designed to teach idioms and expressions used in the American business world.
English for Business Life Intermediate: Audio CD
The Making of English
Everyday Business English
Train Your Mind for Peace and Purpose Every Day
Getting to grips with the basics of the language
English for Everyday Activities
English in Everyday Life

A poor command of English is a considerable obstacle in almost every walk of life, from conducting business to dealing with everyday problems. This book takes you back to the basics; the simple rules and tricks that will help anyone to master the language. Rather than a guide to everything you would ever want to know about the English language, it is a basic companion to the nuts and bolts, designed to help native and non-native speakers alike to speak and write correct and unambiguous English in any situation - business or personal. The
book offers advice on many different areas, including the writing of letters, reports and other texts, where often it is vital to convey meaning and purpose simply and clearly. It also includes sections on sentences, parts of speech, punctuation and common pitfalls to avoid.
Every idea in this book is focused on increasing your overall levels of productivity, performance, and output and on making you more valuable in whatever you do. You can apply many of these ideas to your personal life as well. Each of these twenty-one methods and techniques is complete in itself. All are necessary. One strategy might be effective in one situation and another might apply to another task. All together, these twenty-one ideas represent a smorgasbord of personal effectiveness techniques that you can use at any time, in any order or
sequence that makes sense to you at the moment. The key to success is action. These principles work to bring about fast, predictable improvements in performance and results. The faster you learn and apply them, the faster you will move ahead in your career - guaranteed! There will be no limit to what you can accomplish when you learn how to Eat That Frog!
'This is an invaluable guide for any manager looking to apply MBA thinking in the real world. Strongly recommended.' Gordon Seabright, Director of the Eden Project 'Packed with insights, tools, tips, cases and know-how, this easy-to-read book will accelerate your ability to deal with challenging management issues. A must for every manager.' Jessica Pryce-Jones, Joint CEO, iOpener Institute for People and Performance 'This fantastic book ?will help you to challenge the mental barriers of the status quo.' Peter Meier, CEO, Kuoni Travel
Holding Ltd Transform your career and revolutionise how you work with the very best learning from the world’s leading business schools. Delivering many of the key benefits of a top-notch business education, without the hefty price tag and big time investment, The Every Day MBA will guide, challenge and inspire you to better results, wherever you are in your career. Use the powerful combination of the best business models with your own experience and awareness to quickly develop the same game-changing thinking, tactical behaviours and
dynamic strategies that MBA graduates know really work. Find out what it really takes to be a leader in business and use MBA thinking to take your business knowledge and practice to a brilliant new level – today, tomorrow and every day.
While teaching English to adult learners, Gabriella Marinaccio saw a need for English materials that provided daily vocabulary as well as practice space for English learners. This was the best way to help her students communicate confidently. She created her own teaching materials, which she has crafted into this book. English for Everybody is designed to help students succeed in social situations on a daily basis. English for Everybody promotes the learner's healthy engagement in society with practical topics such as: important and personal
information, the body, clothing, money, banking and finances, driving, babies and children, U.S. history, and holidays. Students will be provided full context and an opportunity to practice vocabulary using a variety of methods.
Business Vocabulary in Use Advanced with Answers
Business Correspondence
Over 770 Basic Phrases for Everyday Use
The Phoenix Project
Using Small Wins to Ignite Joy, Engagement, and Creativity at Work
Useful Phrases for Work & Everyday Life
English for Business Life Self Study
Jay Shetty, social media superstar and host of the #1 podcast On Purpose, distills the timeless wisdom he learned as a monk into practical steps anyone can take every day to live a less anxious, more meaningful life. When you think like a monk, you’ll understand: -How to overcome negativity -How to stop overthinking -Why comparison kills love -How to use your fear -Why you can’t find happiness by looking for it -How to learn from everyone you meet -Why you are not your thoughts
-How to find your purpose -Why kindness is crucial to success -And much more... Shetty grew up in a family where you could become one of three things—a doctor, a lawyer, or a failure. His family was convinced he had chosen option three: instead of attending his college graduation ceremony, he headed to India to become a monk, to meditate every day for four to eight hours, and devote his life to helping others. After three years, one of his teachers told him that he would have more
impact on the world if he left the monk’s path to share his experience and wisdom with others. Heavily in debt, and with no recognizable skills on his résumé, he moved back home in north London with his parents. Shetty reconnected with old school friends—many working for some of the world’s largest corporations—who were experiencing tremendous stress, pressure, and unhappiness, and they invited Shetty to coach them on well-being, purpose, and mindfulness. Since then,
Shetty has become one of the world’s most popular influencers. In 2017, he was named in the Forbes magazine 30-under-30 for being a game-changer in the world of media. In 2018, he had the #1 video on Facebook with over 360 million views. His social media following totals over 38 million, he has produced over 400 viral videos which have amassed more than 8 billion views, and his podcast, On Purpose, is consistently ranked the world’s #1 Health and Wellness podcast. In this
inspiring, empowering book, Shetty draws on his time as a monk to show us how we can clear the roadblocks to our potential and power. Combining ancient wisdom and his own rich experiences in the ashram, Think Like a Monk reveals how to overcome negative thoughts and habits, and access the calm and purpose that lie within all of us. He transforms abstract lessons into advice and exercises we can all apply to reduce stress, improve relationships, and give the gifts we find in
ourselves to the world. Shetty proves that everyone can—and should—think like a monk.
***Over a half-million sold! The sequel, The Unicorn Project, is coming Nov 26*** “Every person involved in a failed IT project should be forced to read this book.”—TIM O’REILLY, Founder & CEO of O’Reilly Media “The Phoenix Project is a must read for business and IT executives who are struggling with the growing complexity of IT.”—JIM WHITEHURST, President and CEO, Red Hat, Inc. Five years after this sleeper hit took on the world of IT and flipped it on it's head, the 5th
Anniversary Edition of The Phoenix Project continues to guide IT in the DevOps revolution. In this newly updated and expanded edition of the bestselling The Phoenix Project, co-author Gene Kim includes a new afterword and a deeper delve into the Three Ways as described in The DevOps Handbook. Bill, an IT manager at Parts Unlimited, has been tasked with taking on a project critical to the future of the business, code named Phoenix Project. But the project is massively over
budget and behind schedule. The CEO demands Bill must fix the mess in ninety days or else Bill's entire department will be outsourced. With the help of a prospective board member and his mysterious philosophy of The Three Ways, Bill starts to see that IT work has more in common with a manufacturing plant work than he ever imagined. With the clock ticking, Bill must organize work flow streamline interdepartmental communications, and effectively serve the other business
functions at Parts Unlimited. In a fast-paced and entertaining style, three luminaries of the DevOps movement deliver a story that anyone who works in IT will recognize. Readers will not only learn how to improve their own IT organizations, they'll never view IT the same way again. “This book is a gripping read that captures brilliantly the dilemmas that face companies which depend on IT, and offers real-world solutions.”—JEZ HUMBLE, Co-author of Continuous Delivery, Lean
Enterprise, Accelerate, and The DevOps Handbook ———— “I’m delighted at how The Phoenix Project has reshaped so many conversations in technology. My goal in writing The Unicorn Project was to explore and reveal the necessary but invisible structures required to make developers (and all engineers) productive, and reveal the devastating effects of technical debt and complexity. I hope this book can create common ground for technology and business leaders to leave the past
behind, and co-create a better future together.”—Gene Kim, November 2019
A poor command of English is a considerable obstacle in almost every walk of life, from conducting business to dealing with everyday problems. This book takes you back to the basics; the simple rules and tricks that will help anyone to master the language. Rather than a guide to everything you would ever want to know about the English language, it is a basic companion to the nuts and bolts - designed to help native and non-native speakers alike to speak and write correct and
unambiguous English in any situation, business or personal. The book offers advice on many different areas including the writing of letters, reports and other texts, where it is often vital to convey meaning and purpose simply and clearly. It also includes sections on sentences, parts of speech, punctuation, and common pitfalls to avoid.
Essential pocket-sized guides to help learners focus on the most important areas of English.
Everyday Expressions in Spoken English
Everyday Business Writing
Eat That Frog!
Atomic Habits
The Every Day MBA
Teaching English as a Second Language
Say it Better in English
Now you'll know what to say at the right time in any situation ESL specialist Natalie Gast knows from her experience that the workplace presents some unique situations. In this book she presents scenarios, business slang, and other linguistic issues that typical language texts don’t go into--for example, how to break the ice with small talk or ask for clarification. These hundreds of phrases will help you not only survive but thrive in your chosen field.
This book develops spoken language skills by presenting and practicing vocabulary and expressions that are useful for everyday working life
English for Business Life is written by experts in international business communication who understand how fast-moving changes are affecting the language and skills that people need to be effective in the workplace. The course presents the English essential for doing business in today's global marketplace. It takes account of international contexts, countries and cultures and a business environment where English is often used as the language of communication between speakers of many nationalities.
This is a new self-study reference and practice book for advanced learners of English who need vocabulary for business and professional purposes. It has been carefully researched using the Cambridge International Corpus to ensure that the 2,000 new words and expressions represent the English that native speakers actually use. The book consists of 50 units and follows the highly successful format of the English Vocabulary in Use range with presentation material on the left-hand page and practice exercises on
the right-hand page. It covers a wide variety of up-to-date business topics and concepts including: people and organisations; quality; strategy; marketing; IT and the Internet; ethics and globalisation.
A New Method of Learning Vocabulary for Advanced and Intermediate Students
Penguin Quick Guides: Business English Phrases
English for Everyday
Getting to Grips with the Basics of the Language
Practical Everyday English
Perfect Phrases ESL Everyday Business
The book contains lots of models of letters, e-mails, faxes and memos. Units teach how to initiate new correspondence and how to respond. Lots of tips about common business expressions and practices. Controlled practice in the in grammar, vocabulary and mechanics of everyday business writing.
Everyday Business EnglishPearson Education
Effortless English: Learn To Speak English Like A Native A.J. HOGE, THE WORLD'S #1 ENGLISH TEACHER, teaches you his most powerful methods for learning to speak English fluently and confidently. Famous for training corporate and government leaders, A.J. Hoge gives you a step by step program teaching you the system that will help you master English and achieve ultimate success with English. You have studied English for years and yet you still do not speak well. When you speak English, you make grammar mistakes. Your
pronunciation is not clear. Worst of all, you feel nervous and shy when you try to speak English. You read English well, but after all these years you still cannot speak well. The good news is, it's not your fault. You have simply used old ineffective methods. Effortless English will teach you a completely new way to learn English faster. Effortless English will..... *Teach you how to overcome nervousness, shyness, and fear when speaking English. *Master spoken English grammar quickly and naturally *Teach you how to improve your English
pronunciation and develop an American, British, or Australian accent. *Show you how to achieve a high TOEFL, IELTS, or TOEIC score. *Help you learn vocabulary 4-5 times faster. *Tell you how to feel stronger, calmer, and more powerful when speaking English. *Teach you how to understand native speakers and communicate clearly with them during real conversations. *Help you get better jobs by learning business English. *Teach you how to learn grammar without memorizing grammar rules. "You have studied English many years, yet you
still do not speak well. You read English but you feel nervous and frustrated when speaking. It is time for a change. I will teach you to speak English quickly, easily, and automatically using my Effortless English System (TM). I will teach you to speak with correct grammar and excellent pronunciation. You can achieve success now simply by changing the way you learn English." --A.J. Hoge
Everyday processes like preparing meals, using the telephone and going to the bank are illustrated with drawings. Key vocabulary is presented for each activity. Suitable in a classroom setting or for self study.
Elementary. self-study guide
Everyday English
Workplace English
Perfect Phrases for ESL Conversation Skills
How to turn world-class business thinking into everyday business brilliance
Business Life
A Picture Process Dictionary

Between the 18th and 19th centuries, Britain experienced massive leaps in technological, scientific, and economical advancement
Offers more than 100 reproducible masters for cooperative, competency-based writing lessons for English-language learners. All masters are coordinated with both levels of A Conversation Books 1 & 2. Includes journal-writing activities, informal notes and letters, forms and applications, guided paragraph writing, alphabet and handwriting practice, whole language activities, and teacher's notes. For beginning and intermediate ESL learners.
This guide examines the concepts that most often confound ESL students, whose confusion can generally be reduced to one very basic question: Why does English work that way? Focusing on the grammar of conversational speech, the book goes beyond simple description of the parts of speech, tenses and modes, and other topics of instruction to consider the cultural differences in language use (for native speakers of Japanese, for instance, the painting may be on the wall—but the wall is also on the painting) and even the neuroscience of our
speech patterns. With 36 illustrations, an annotated bibliography and list of online resources, a glossary, and end-of-chapter exercises, this book equips instructors and advanced students to explain everyday language choices that stymie non-native speakers. Instructors considering this book for use in a course may request an examination copy here.
This book shows lots of everyday expressions used in the English language and is ideal for people at intermediate or advanced levels of English and is ideal for candidates preparing for TOEFL as some of the expressions contained in the book are found in the listening and reading sections os the TOEFL exam.
Effortless English
Create, Simplify, and Adapt A Visual Narrative for Any Audience
The Fourth Industrial Revolution
English for business life. Upper intermediate : Course book
Reforming to Create Jobs
English for Business Life
With 2,100 Phrases
Contains more than 770 basic Spanish words, phrases, and sentences for travelers, grouped by category, and covering greetings, customs, tickets, transportation, dining, shopping money, and many other topics.
The English for Work series presents and practises spoken English and practical writing for everyday communication. The functional language is introduced through a series of short texts and developed in language notes and practice exercises.
DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling for words and pressed for time, you might be tempted to dismiss good business writing as a luxury. But it’s a skill you must cultivate to succeed: You’ll lose time, money, and influence if your e-mails, proposals, and other important documents fail to win people over. The HBR Guide to Better Business Writing, by writing expert Bryan A. Garner, gives you the tools you need to express your ideas
clearly and persuasively so clients, colleagues, stakeholders, and partners will get behind them. This book will help you: • Push past writer’s block • Grab—and keep—readers’ attention • Earn credibility with tough audiences • Trim the fat from your writing • Strike the right tone • Brush up on grammar, punctuation, and usage
The #1 New York Times bestseller. Over 4 million copies sold! Tiny Changes, Remarkable Results No matter your goals, Atomic Habits offers a proven framework for improving--every day. James Clear, one of the world's leading experts on habit formation, reveals practical strategies that will teach you exactly how to form good habits, break bad ones, and master the tiny behaviors that lead to remarkable results. If you're having trouble changing your
habits, the problem isn't you. The problem is your system. Bad habits repeat themselves again and again not because you don't want to change, but because you have the wrong system for change. You do not rise to the level of your goals. You fall to the level of your systems. Here, you'll get a proven system that can take you to new heights. Clear is known for his ability to distill complex topics into simple behaviors that can be easily applied to
daily life and work. Here, he draws on the most proven ideas from biology, psychology, and neuroscience to create an easy-to-understand guide for making good habits inevitable and bad habits impossible. Along the way, readers will be inspired and entertained with true stories from Olympic gold medalists, award-winning artists, business leaders, life-saving physicians, and star comedians who have used the science of small habits to master their craft
and vault to the top of their field. Learn how to: • make time for new habits (even when life gets crazy); • overcome a lack of motivation and willpower; • design your environment to make success easier; • get back on track when you fall off course; ...and much more. Atomic Habits will reshape the way you think about progress and success, and give you the tools and strategies you need to transform your habits--whether you are a team looking to win a
championship, an organization hoping to redefine an industry, or simply an individual who wishes to quit smoking, lose weight, reduce stress, or achieve any other goal.
A Novel about IT, DevOps, and Helping Your Business Win
How to Use School Maths in Everyday Business
A Writing Book
Easy Spanish Phrase Book
21 Great Ways to Stop Procrastinating and Get More Done in Less Time
Get Ahead with Everyday Business English
Think Like a Monk

What really sets the best managers above the rest? It’s their power to build a cadre of employees who have great inner work lives—consistently positive emotions; strong motivation; and favorable perceptions of the organization, their work, and their colleagues. The worst managers undermine inner work life, often unwittingly. As Teresa Amabile and Steven Kramer explain in The Progress Principle, seemingly mundane workday events can make or break employees’ inner work lives. But it’s forward momentum in meaningful work—progress—that creates the best inner work lives. Through rigorous analysis of nearly 12,000 diary
entries provided by 238 employees in 7 companies, the authors explain how managers can foster progress and enhance inner work life every day. The book shows how to remove obstacles to progress, including meaningless tasks and toxic relationships. It also explains how to activate two forces that enable progress: (1) catalysts—events that directly facilitate project work, such as clear goals and autonomy—and (2) nourishers—interpersonal events that uplift workers, including encouragement and demonstrations of respect and collegiality. Brimming with honest examples from the companies studied, The Progress Principle equips
aspiring and seasoned leaders alike with the insights they need to maximize their people’s performance.
A practical, easy-to-use guide to transform business communications into memorable narratives that drive conversations—and your career—forward In Everyday Business Storytelling: Create, Simplify, and Adapt A Visual Narrative for Any Audience, visual storytelling experts Janine Kurnoff and Lee Lazarus leverage decades of experience helping executives at the world's top brands—including Facebook, Nestle, Accenture, and Marriot—bring clarity and meaning to their business communications. Whether you're building a presentation, crafting a high-stakes email, or need to influence decisions in your next meeting with an
executive, Everyday Business Storytelling offers an insightful exploration of how to develop compelling business narratives. You'll discover how to use a simple, repeatable framework to choreograph your ideas, data, and insights into an authentic, persuasive story. You'll also find clever visual techniques to help humanize your stories and build an emotional connection with your audience. Just a few of the things you'll learn include: The science behind why storytelling is the most effective way to trigger emotion in an audience and how to craft a business narrative that makes your ideas engaging The four signposts of storytelling
and how to identify and weave in your BIG idea to capture attention How to craft expert headlines that guide your audience and advance your story Everyday Business Storytelling is an indispensable guide to making your communications stick in the minds of your audience and drive change. If you're a busy, talented businessperson responsible for presentations, one-pagers, emails, or virtual meetings, this book is for you.
English for Business Life is written by experts in international business communication who understand how fast-moving changes are affecting the language and skills that people need to be effective in the workplace.The course presents the English essential for doing business in today's global marketplace. It takes account of international contexts, countries and cultures and a business environment where English is often used as the language of communication between speakers of many nationalities.
'English for Work' is a practical and accessible series designed to activate effective communication skills in the workplace. Each title includes: essential vocabulary and phrases, helpful language notes to highlight and reinforce key points and practical exercises.
The Progress Principle
Pre-intermediate
Learn to Speak English Like a Native
Doing Business 2018
Everyday Business Storytelling
A Guide to Everyday Writing : Intermediate
HBR Guide to Better Business Writing (HBR Guide Series)
'English for Business Life Elementary Self Study Guide' contains parallel units and progress tests to the course book as well as reinforcement/consolidation exercises, grammar/language section and a glossary of business terms. The audio CD contains recordings of core language, pronunciation points and listening exercises.
Do you want to speak and write English better at work? Meet Jasmine Goodman, personal assistant. She answers the phone, writes emails, manages her boss' schedule and looks after visitors to the company. In the Workplace English self-study pack you can follow Jasmine's daily life at her office and learn the English you need for your everyday work life. * Watch or listen to Jasmine in different business situations on the DVD and audio CD to learn the language of business * Have fun with practice activities * Use the key phrases in your own work life The full colour book contains 24 units and a
reference section including: * key words and phrases * answer key * audioscript * pronunciation guide * example emails Suitable for learners at CEF level A1 / Elementary.
Improve Your FQ
Learn the Idioms & Expressions You Need to Succeed on the Job!
Everyday Technical English
Speak Business English Like an American
Everyday Project Management
An Easy & Proven Way to Build Good Habits & Break Bad Ones
Giving New Learners an Everyday Grammar
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