DK| § # & § =
I ¥ %
i A =

ENGLISH

FOR EVERYONE

COURSE BOOK LEVEL @
BUSINESS ENGLISH

LI L B
. . e Fu ""I-?‘ i

., O M & O % 66 i
A COMPLETE SELF-STUDY PROGRAMME




Penguin
Random
House

Project Editors Lili Bryant, Laura Sandford

Art Editors Chrissy Barnard, Paul Drislane, Michelle Staples

Editor Ben Ffrancon Davies
Editorial Assistants Sarah Edwards, Helen Leech
Illustrators Edwood Burn, Michael Parkin, Gus Scott
Managing Editor Daniel Mills
Managing Art Editor Anna Hall
Audio Recording Manager Christine Stroyan
Jacket Designer Ira Sharma
Jacket Editor Claire Gell
Managing Jacket Editor Saloni Singh
Jacket Design Development Manager Sophia MTT
Producer, Pre-production Andy Hilliard
Producer Mary Slater
Publisher Andrew Macintyre
Art Director Karen Self
Publishing Director Jonathan Metcalf

DK India
Senior Managing Art Editor Arunesh Talapatra
Senior Art Editor Chhaya Sajwan
Art Editors Meenal Goel, Roshni Kapur
Assistant Art Editor Rohit Dev Bhardwaj
Illustrators Manish Bhatt, Arun Pottirayil,
Sachin Tanwar, Mohd Zishan
Editorial Coordinator Priyanka Sharma
Pre-production Manager Balwant Singh
Senior DTP Designers Harish Aggarwal, Vishal Bhatia
DTP Designer Jaypal Chauhan

First published in Great Britain in 2017 by
Dorling Kindersley Limited
80 Strand, London, WC2R ORL

Copyright © 2017 Dorling Kindersley Limited
A Penguin Random House Company
10864213579
001-296905-Jan/2017

All rights reserved.

No part of this publication may be reproduced, stored
in or introduced into a retrieval system, or transmitted,
in any form, or by any means (electronic, mechanical,
photocopying, recording, or otherwise), without the prior
written permission of the copyright owner.

A CIP catalogue record for this book
is available from the British Library.
ISBN: 978-0-2412-7514-6

Printed and bound in China

AWORLD OF IDEAS:
SEE ALL THERE IS TO KNOW

www.dk.com

Contents

How the course works

)il Introductions

New language Present simple and continuous
Vocabulary Etiquette for introductions
New skill Introducing yourself and others

12

| Getting to know colleagues

New language Past simple and past continuous
Vocabulary Sharing past experiences
New skill Talking about past experiences

16

Vocabulary
Departments and roles

20

. Talking about changes

New language “Used to," "be / get used to”
Vocabulary Small talk
New skill Talking about changes at work

22

. Delegating tasks

New language Modal verbs for obligation
Vocabulary Delegation and politeness
New skill Delegating tasks to colleagues

26

m Vocabulary Money and finance

30

Writing a report

New language Past perfect and past simple
Vocabulary Formal business English

New skill Writing reports

32



m Making apologies

New language Present perfect continuous
Vocabulary Apologies

New skill Apologizing on the telephone

36

m Vocabulary

Communication technology

40

Making plans by email

New language Email language
Vocabulary Meetings and workshops
New skill Making plans

42

Keeping clients informed
New language Continuous tenses
Vocabulary Arrangements and schedules
New skill Keeping clients informed

44

1”3 Informal communication
New language Phrasal verbs
Vocabulary Arrangements and plans
New skill Keeping co-workers informed

48

Vocabulary Production

52

Describing a process

New language The passive voice
Vocabulary Processes and manufacturing
New skill Discussing how things are done

54

Describing a product

New language Adjective order
Vocabulary Opinion and fact adjectives
New skill Describing a product

60

Vocabulary

Marketing and advertising

64

Marketing a product

New language Adjectives and adverbs
Vocabulary Descriptive adjectives
New skill Modifying descriptions of products

66

Advertising and branding

New language Intensifiers

Vocabulary “Enough,” too,” “so,” and “such”
New skill Adding emphasis to descriptions

70

Advice and suggestions

New language Modal verbs for advice
Vocabulary Workplace pressures
New skill Giving advice

74

Vocabulary

Management, leadership, and skills

78

Talking about abilities

New language Modal verbs for abilities
Vocabulary Workplace skills
New skill Describing abilities

80



Comparing and contrasting
New language Discourse markers
Vocabulary Teamwork and team building
New skill Expressing your ideas

84

Planning events

New language Verb patterns
Vocabulary Corporate entertainment
New skill Talking about business events

88

Vocabulary Meetings

94

What people said

New language Reported speech
Vocabulary Meetings
New skill Reporting what someone said

96

What people asked

New language Reported questions

nou no

Vocabulary "Have," “‘make,” “get,” “do”

New skill Reporting what someone asked

102

Reporting quantities

New language “Few," “little,” and “all”
Vocabulary Meetings
New skill Talking about quantity

106

Checking information

New language Subject questions, question tags
Vocabulary Polite checks and echo questions

New skill Checking information

110

Vocabulary

Industries and professional attributes

116

Job descriptions
New language Articles

Vocabulary Job descriptions and applications
New skill Describing a job

118

Applying for a job
New language Dependent prepositions

Vocabulary Cover-letter vocabulary
New skill Writing a cover letter

122

Job interviews

New language Relative clauses
Vocabulary Job interviews
New skill Describing your achievements in detail

126

Vocabulary Business idioms

132

Working relationships
New language Three-word phrasal verbs
Vocabulary Social media

New skill Social networking

134

=1 Career outcomes
New language Modal verbs for possibility
Vocabulary Career development
New skill Talking about the future

138

Vocabulary

Office and presentation equipment

142



Structuring a presentation
New language Signposting language
Vocabulary Presentation equipment

New skill Structuring a presentation

144

Developing an argument

New language Useful presentation language
Vocabulary Presentations
New skill Developing an argument

148

Pitching a product

New language Comparatives and superlatives
Vocabulary Product marketing
New skill Comparing products

152

Talking about facts and figures
New language Collocations

Vocabulary Business trends

New skill Describing facts and figures

156

Plans and suggestions

New language Indirect questions
Vocabulary Business negotiations
New skill Negotiating politely

160

Emphasizing your opinion
New language Discourse markers for emphasis
Vocabulary Workplace disagreement

New skill Emphasizing your opinion

166

Discussing conditions
New language Conditionals
Vocabulary Negotiating and bargaining
New skill Discussing possibilities

168

Discussing problems

New language Third conditional
Vocabulary Workplace mistakes
New skill Talking about past mistakes

Answers

Index

174

178

190



Introductions

When you first join a company, there are many phrases
that you can use to introduce yourself. Other people
may also use a variety of phrases to introduce you.

Aa Vocabulary Etiguette for introductions

Q'D New language Present simple and continuous

Pee New skill Introducing yourself and others

heard about.

e

Use when you meet
someone you have

1.1 KEY LANGUAGE INTRODUCING YOURSELF AND OTHERS

It is common to shake hands with new
colleagues and introduce yourself.

When you meet
someone you think you
may have met before.

v

\4

You must be Eric
from the UK. Carl
has told me a lot
about you.

v

.
=

\4

| think we met in

Mumbai, didn't
we? I'm Max from
HTB Engineering.

Great to see

you again!

Hello, | don't

think we've
met. I'm Osric.

When you meet
someone for the
first time.

o @
AV
n M

It is polite to introduce people you know
but who do not know each other.

When you know both parties, introduce
each one separately, saying both their names.

Tony, this is
Hayao from our
Japanese office.

Hayao, meet Tony

Victoria, I'd like to

our new director
introduce you to Faisal.

of marketing.

I'm not sure you two
have met each other.

4
he

Say a polite
response
when you are
introduced.

Hi Osric.

Laura.

“How do you do?”
is quite formal.

Nice to meet you.

:

How do you do?
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1.2 MATCH THE BEGINNINGS OF THE INTRODUCTIONS TO THE CORRECT

ENDINGS

My manager has told me

be Joe Smith.

@ | Hi, Katherine. | think |

@  I'm not sure whether you

€  Yes, we metin Barcelona.

€  You must be Gloria from the design team.

@ | Thisis Brian from customer services.
1.3 FILL IN THE GAPS USING
THE WORDS IN THE PANEL

You must
@ Did we

at a conference?

© Really good to

you again.

@ Roula, meet Maria,

O d like to

new assistant.

you to Karl.

© Have you two

meet
met

each other before?

introduce
our
see

o)

have met each other before.

It's great to see you again.

so much about your business!

Brian, meet Tonya. She's joining our team.
met you at the Market Max conference.

Guvan told me about your great work.

)

1.4 LISTEN TO THE AUDIO AND
ANSWER THE QUESTIONS

®

| ]
G‘" g’ ] Delegates at a conference are
" n

introducing themselves.

Jared has met Sasha before.
True /7 False Not given |

@ Jared works in the Lima office.
True | False | Notgiven | |

) Daniel and Sasha have not met before.

True False | Notgiven

© Daniel shares an office with Jared.

True | False = | Notgiven | |

© Their new product is expensive.

True | False | | Notgiven |
@ Sasha works in Lima.
True False Not given |
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1.5 KEY LANGUAGE THE PRESENT SIMPLE AND THE PRESENT CONTINUOUS

The present simple is used to describe something that happens in general,
or is part of a routine. The present continuous describes something that is

happening right now, and will be continuing for a limited time.

@ %
AN Vil

o
n

| don't usually enjoy networking, but I'm enjoying this conference.

Present simple is the same as the Present continuous is formed by adding
base form of the verb without “to.” “"be” before the verb and “-ing” to the verb.

o) g

1.6 READ THE ARTICLE AND ANSWER THE QUESTIONS

CAREER LADDER

What word is used for making connections?

Networking [_t_/Sharing | Dividing | .
Making connections

€ What kind of people is the article aimed at?
How to network better if you're shy

Shy  Confident | Intelligent |
e

@ What types of connections are useful? : '
- | N etworking doesn't necessarily mean talki
Newones | Goodones | Lotsof them ‘0 hundreds of people at a conf -
ETence,
| A few good connections are much better (}
© o might Bernssiil peopietoalk meeting lots of people who you will e
Exconllegues [] Hocuitars: (] Eamify [ f?d}n; again. Start by chatting to ex—co?ljgzlf: E;Tr
old friends. Ask whar the i
: Y are doin
© What do shy people do a lot? g L
o Ly e COO-ne common }?abit of shy people is to ‘
auns;aﬁdy_apologlze for everything, Apologizing |
P Iacfo;;ng;e looks unprofessional and shows a
. 1 i n -
Whatdoe R D o Y ence in yourself. Instead of saying
SOrTY, remember
1 to smile, maintain

@ Where should you look when talking to people?

Theireyes = | Theirfeet | | Their mouths | | €Ye contact, ask

questions, and, of
course, exchange
business cards.

€ What should you give contacts?
Money | Gifts | | Yourbusinesscard |

14



1.7 REWRITE THE SENTENCES, CORRECTING THE ERRORS

| am being happy to finally meet you, Zoe.
I'm happy to finally meet you, Zoe. '

@ HiJames. I'm Vanisha. | don't think we are meeting before.

@ Ashley, I'd like introduce you to my colleague Neil.

© | enjoying the presentations. Are you?

@ Nice to meet you Bethany. How do you doing?

o)

1.8 CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN SAY THE

SENTENCES OUT LOUD
I'm sorry, how do you say / ate vousassss your name again? N .
(1] Hello Frank. Are you enjoying / do you enjoy the conference? N )
© Wilfred, I'd like you to meet / be meeting Roger, our new press officer. N )
(3] Serena, it's really great to see / seeing you again after so long. N )
(4] | usually enjoy workshops, but | am not find / finding this one interesting. N )
D)
CHECKLIST
QQ Present simple and continuous [_| Aa Etiquette for introductions [_] ﬂ- Introducing yourself and others [_]
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