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A new, exciting, and intuitive way to learn business English, this comprehensive self-study course--now 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 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 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 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 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 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 workplace.
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 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
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 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 advanced undergraduate and postgraduate students studying
Business English, Business English as a Lingua Franca, and English for Specific Business Purposes.
The verbal section of the GRE is essentially a vocabulary test. With a few exceptions, if you know the word, you will probably be able to
answer the question correctly. Thus, it is crucial that you improve your vocabulary. Even if you have a strong vocabulary, you will still
encounter unfamiliar words on the GRE. Many students write off questions, which contain words, they don't recognize. This is a mistake. This
book introduces numerous techniques that decode unfamiliar words and prod your memory of words you only half-remember. With these
techniques, you will often be able to squeeze out enough meaning from an unfamiliar word to answer a question correctly. Nevertheless,
don't rely on just these techniques--you must study word lists. Obviously, you cannot attempt to memorize the dictionary, and you don't need
to. The GRE tests a surprisingly limited number of words, and this book has 4000 prime candidates. Granted, memorizing a list of words is
rather dry, but it is probably the most effective way of improving your performance on the verbal section. All the words you need for success
on the GRE! Features: * 4000 Words Defined * Word Analysis section * 200 Prefixes, Roots, and Suffixes * Concise, practical definitions
What is Business English? The term “ Business English ” 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 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
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 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 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 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 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: • Letter writing • Email writing • Drafting of presentations • 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
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 to
Success!
HOW TO WRITE EFFECTIVE BUSINESS ENGLISH is new launched English book by Sakha Global Books Focusing primarily on English
language learning, the book identifies significant areas of interplay between technology and applied linguistics, and it explores current
perspectives on perennial questions such as how theory and research on second language acquisition can help to inform technology-based
language learning practices, how the multifaceted learning accomplished through technology can be evaluated, and how theoretical
perspectives can offer insight on data obtained from research on interaction with and through technology. The book illustrates how the
interplay between technology and applied linguistics can amplify and expand applied linguists’ understanding of fundamental issues in the
field. Through discussion of computer-assisted approaches for investigating second language learning tasks and assessment, it illustrates
how technology can be used as a tool for applied linguistics research. publication to hold good command over English language. This is an is
an excellent resource for all students who wish to learn, write and speak English language from zero level. Perfect for self-study, the series
follows a guided-learning approach that gives students access to a full answer key with model answers. Developed by experienced IELTS
tutors, the series takes into account the specific language needs of learners at this level. A lower-level exam practice book designed to
improve the level of students who plan to take the IELTS test in the future. This book has been divided into sections and each section has
been further divided into lessons. have been given, wherever necessary. Also, exercises are given at the end of every lesson for practice and
solutions at the end of the book. Salient Features of the Book: • Self-Sufficient, Self-Study Book. • Detailed Explanation of English Grammar
Topics. • Easy tools for Written and Spoken English. • Complete Guide to Error-free usage of English in day-to-day life. • Easy to Grasp
Language for better understanding. This book has been designed to help you learn English in an easy and proper way. This is a clearly
structured introductory English learning book intended to offer readers an advanced fluency in both spoken and written English. English
pronunciations are given in easy way helping the readers to understand the complexities of English pronunciation. This book explores
implications for applied linguistics of recent developments in technologies used in second language teaching and assessment, language
analysis, and language use. - Salim Khan Anmol
This book analyses the learning experiences of students of Business English at a Chinese university. It addresses several topical issues in
English for Specific Purposes (ESP) education and Business English teaching, including how ESP students learn, how they develop multiple
identities. In particular, it focuses on their professional identity in the classroom, and how these identities are transferred to the workplace.
This allows the author to present a model of learning Business English that corresponds to the lived experiences of students in China, but
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which can also be applied to other ESP learner contexts. In doing so, he demonstrates how to research the professional identity of ESP
learners from multiple perspectives, and contributes to the validity of research on language learning and learner identity. This book will appeal
to scholars of English for Specific Purposes, Second Language Acquisition, and TESOL Education.

PLEASE NOTE - this is a replica of the print book and you will need paper and a pencil to complete the exercises. English for
Everyone is an exciting and comprehensive self-study course for adults learning English as a foreign language. This course is a
unique new series with a visual, engaging, and easy to follow style to make the English language easy to learn. Learn business
English by reinforcing key language skills, grammar rules, and vocabulary with listening, speaking, reading, and writing exercises.
This unique course is easy to use, starting at beginner level and working up to advanced English to help you grow in confidence as
you learn. This Business English Beginner Course Book introduces business topics such as meetings and presentations,
telephone language, company history, and business lunches. Audio material is provided at every stage through the English For
Everyone website and Android/iOS apps to provide vital experience of spoken English and make even tricky phrases easy to
understand. Perfect for personal study or to support exams including TOEFL and IELTS, English for Everyone is suitable for all
levels of English language learners.
This book is intended to support students in learning business vocabulary development, grammar, and the skills of listening,
speaking, reading, and writing. At the end of this book, the students will be capable of getting either a B1 (intermediate level) or a
B2 (upper intermediate level) in business standardized tests such as the Business English Certificate, Lingua Skills, etc.
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.
Business English: Communicating in today's business world provides teachers and learners of business English with essential
theme-based activities for expanding English vocabulary and communication skills. Topics include: * business travel * e-mail
writing * business English idioms * meetings * business phrasal words * investing * reading the newspaper * negotiating * real
estate Grammar topics include: * business travel * e-mail writing * business English idioms * meetings * business phrasal words *
investing * reading the newspaper * negotiating * real estate
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 experience. Eric has contracted with huge multinational organizations
such as Airbus, the UN, Chevron, GM, Johnson & Johnson, Inditex, Syngenta, National Instruments, Doosan Infracore, 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 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
learn how to speak about: - Greetings- Interviews- Work/life balance- Negotiation- Work Dinners- Meetings- PresentationsBusiness Trips- Innovation- Productivity- Startups- Sales pitch- Decision making- Creativity- Describing Personality- Emails- Stress
Management- TrainingAnnual Employee Reviews- Leadership- Recruiting and Hiring
Written by experienced teachers and teacher trainers, this series offers practical teaching ideas within a clear, theoretical
framework. Each title includes a photocopiable 'Task File' of training and reflection activities to reinforce theories and practical
ideas presented.
How to Write Effective Business English gives guidance to both native and non-native English speakers on how to express
yourself 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 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 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 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, 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-native writers of English as an indispensable resource.
DON'T LET YOUR BUSINESS ENGLISH SKILLS HOLD YOU BACK IN YOUR CAREER! INCLUDES FREE ACCESS TO
HUNDREDS OF BUSINESS ENGLISH & BUSINESS COMMUNICATION RESOURCES! (SEE BACK OF BOOK FOR
DETAILS)"Business English Communication: Advanced Skills (c). Master English for Business & Professional Purposes. How to
Communicate at Work +700 Online Business English Resources. Business English Originals (c)"Master the art of business
English communication to improve your influence and results NOW. Successful business English communication is as much about
reaching your personal goals as it is about helping others. It's give and take, happy mediums, win-win, all that and more. Learn to:
- Structure your written and spoken messages and create a conversation that leads your reader into wanting to take the action you
want. - Come across as smarter, more confident, and more capable at work. - Condition yourself to succeed with one of the most
important skills you can learn- business communication - Establish and maintain trust to connect with your colleagues, clients,
partners and superiors. - Save time when it comes to writing, by maintaining clear objectives and organization. - Prevent conflict
and stress by making your points and intentions clear and honest, but at the same time diplomatic. Grab the lessons in this book,
apply them to your business speaking and writing and succeed!Professional Etiquette & Secret Business English Tactics for
Communicating at WorkBusiness English Communication: Advanced Skills (c) is a professional Business English etiquette guide
for speaking & writing at work. Master better Business English and business writing with high-level business skills for successful
communication at work.Topics Covered in this Business English Book: Business Communication Business English (English for
Business & Business English ESL)Business English WritingCommunication Skills Business letters Report writing Email writing
Business EtiquetteCommunicating with confidence is a skill, which means anyone can develop it. It just takes patience and a
willingness to learn from mistakes. It comes down to practice, practice and more practice. No magic, no Ouija boards, and no
praying to the sky. Just practice and willingness to not judge yourself, so that you can adapt and learn. There's no perfect report or
presentation, because it's completely subjective. Instead, communication is a journey of constant learning and improvement.
Forget any possible hang-ups you may have before you read another word of this book. Make a promise to yourself that you will
practice, make mistakes, adapt and learn. This is what it's all about. If you're ready, let's start! The whole point of this book is to
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help you improve your written and spoken communication in business and professional settings. Review any sections that you feel
you need to and use them as a starting point for further research and practice.
KEY BENEFIT: Designed to keep pace with current workplace needs and the emerging 21st century culture, this book offers a
lively, accessible, and user-friendly alternative for the many (including those with poor English skills) who dread the thought of
barebones traditional grammar and communication instruction and its overkill of rules.KEY TOPICS: With a focus onrealworldEnglish skills that contribute to good workplace communication, this book emphasizes principles that reflect the oral and
written communication of today's Standard English, as used by well-informed people.MARKET: For office managers, accountants,
executives, office personnel department heads and sales people
Ensure you are job-ready with the number one choice in the field -- Guffey/Lowey's ESSENTIALS OF BUSINESS
COMMUNICATION, 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 century. ESSENTIALS highlights best practices and strategies backed by
leading-edge research to strengthen professionalism, expert writing techniques, workplace digital savvy and resume-building skills.
Learn how writing is central to business success, regardless of the communication channel. ESSENTIALS discusses best
practices for social media and mobile technology while equipping you with critical skills using grammar exercises, documents for
editing and grammar practice other books don't offer. Important Notice: Media content referenced within the product description or
the product text may not be available in the ebook version.
BUSINESS ENGLISH, 11th Edition, by Mary Ellen Guffey and Carolyn Seefer helps students become successful communicators
in any business arena with its proven grammar instruction and supporting in-text and online resources. The perennial leader in
grammar and mechanics texts, the 11th edition of BUSINESS ENGLISH uses a three-level approach to break topics into
manageable units, letting students identify and hone the most critical skills and measure their progress along the way. Packed with
insights from more than thirty years of classroom experience in business communications, BUSINESS ENGLISH also includes
access to the premier website and its many resources for building language skills. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Gives background to the business learner's world and strategies for 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 into it.

Manual of Business Spanish is the most comprehensive, single-volume reference handbook for students and
professionals using Spanish. Designed for all users, no matter what level of language skill, it comprises five parts: * A
6000-word, two-way Glossary of the most useful business terms * A 100-page Written Communications section giving
models of 50 letters, faxes and documents * An 80-page Spoken Situations section covering face-to-face and telephone
situations * A short Reference Grammar outlining the major grammar features of Spanish * A short Business Facts
section covering essential information of the country or countries where Spanish is used Written by an experienced
native and non-native speaker team, this unique volume is an essential, one-stop reference for all students and
professionals studying or working in business and management where Spanish is used.
Designed to keep pace with current workplace needs and the emerging 21st century culture, this book offers a lively,
accessible, and user-friendly alternative for those who dread the thought of barebones traditional grammar and
communication instruction and its overkill of rules. Personalized by warmth, light humor, and inspiration, it focuses on the
"real-world" English skills needed to get a good job, hold the job, and advance in a career -- i.e., how to write and speak
Standard English for careers and to avoid noticeable errors. Features a reading level that assures accessibility for nearly
anyone. Covers a full range of grammar topics and Interweaves (into sample sentences, practice exercises, memos and
letters, proofreading exercises, and tests) information on business practices, workplace cultural diversity, workplace
ethics, human relations, workplace etiquette, the international marketplace, technology, or self-improvement. For anyone
needing instruction in Standard English grammar and communication skills for the workplace.
Improve your language skills with the proven grammar instruction, helpful learning features and corresponding online
resources in Guffey/Seefer's market-leading BUSINESS ENGLISH, 13E. This outstanding leader in grammar and
mechanics books uses a three-level approach to separate topics into manageable units that help you hone the critical
skills needed to communicate professionally. Packed with insights from the authors’ more than 60 years of combined
classroom experience, this edition is the only book of its kind on the market that provides prompt feedback with answers
and explanations from the authors so that you know immediately if you have answered correctly. Updates now reflect
contemporary examples of language use, including grammar in entertainment, the news and social media. Strong
learning features help strengthen language skills to perform confidently in today’s digital classroom and tomorrow’s
workplace. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
The first edition of Business English in the University Classroom was a great success, getting excellent reviews, and his
author has updated and improved its contents, paying attention to all the technological developments related to
international business communication.
New International Business English is a flexible course at the upper-intermediate level for people who need or will soon
need to use English in their day-to-day work.All four skills - listening, speaking, reading, writing - are developed through a
wide range of tasks which closely reflect the world of work.
This textbook provides a comprehensive introduction for students and professionals who are studying English for
business or 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 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 communication; introduction to informal English and English for socialisation as well as goodwill messages, such
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as thank you or appreciation messages, which are a part of everyday interaction in the workplace; examination of
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 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.
Do you want to be "ahead of the curve" in business vocabulary in time for your next big company meeting?Want to "get the ball rolling" on
improving your communication with employees, employers and possible clients that will work alongside you?In the world of business and
finance, proper communication is key to achieving success, expanding your frontiers and reaching your goals.Whether you're in for an
important interview with an experienced recruiter, having a video conference with clients for a contract signing, or you're selling to an
audience, you're going to want to dominate the idioms and expressions necessary for getting your points across. And this is precisely where
The Business English Vocabulary Builder steps in!Providing you with an essential guide on business-related English vocabulary, this book
will allow you to:?Discover over 300 different business expressions and idioms, covering many different subjects for a wide variety of
uses?Learn the correct definition and usage of each expression, ensuring that you know exactly when you can say them out loud during a
conversation?Visualize examples of the sayings in common conversations, helping you understand their context?Take advantage of
important tips we provide you in the introduction and conclusion of the book, so that you can boost your learning and get a much better
understanding of the English language.You really can't miss out on this opportunity to gain a better grasp of the language you'll require to
become a better and capable professional within the business world!Grab a copy of this amazing Business English Vocabulary Builder and
boost your professional vocabulary today!
CD and book designed to teach idioms and expressions used in the American business world.
Short activities reflecting real-life business situations to complement both tailored and coursebook based materials.
Readers refresh and strengthen language skills with proven grammar instruction and extensive learning resources found in BUSINESS
ENGLISH, 12E by Mary Ellen Guffey and Carolyn Seefer. The market leader in grammar and mechanics since its first publication,
BUSINESS ENGLISH uses a three-level approach to divide topics into manageable units that help readers hone the critical skills needed
most. Packed with insights from the authors’ more than 60 years of combined classroom experience, this edition helps readers develop the
strong language skills necessary to perform confidently in today’s digital classroom and tomorrow’s workplace. Important Notice: Media
content referenced within the product description or the product text may not be available in the ebook version.
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