
BE Introduction
Welcome to Business English – your gateway to professional 
communication and global career opportunities.
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What Is Business English?
Business English is a specialized form of English focused on 
professional communication in workplace settings. It 
combines language skills with business knowledge to help 
you succeed in corporate environments.

Unlike everyday English, Business English emphasizes 
formal communication, professional vocabulary, and 
industry-specific terminology used in global business 
contexts.
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Why Learn Business 
English?

Global Communication
English is the international 
language of business, 
connecting professionals 
across 195 countries 
worldwide.

Career Advancement
Strong Business English skills 
open doors to better job 
opportunities and higher-
paying positions.

Professional Growth
Effective communication builds confidence, credibility, and 
leadership potential in any workplace.
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Business English vs General English

Business English
Formal tone and professional language

Industry-specific vocabulary and terms

Focus on emails, reports, and presentations

Workplace situations and negotiations

General English
Casual and conversational style

Everyday vocabulary for daily life

Focus on social communication

Personal interactions and entertainment
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Key Topics in Business English
01

Professional Correspondence
Writing effective emails, letters, and 
memos

02

Meetings & Presentations
Leading discussions and delivering clear 
presentations

03

Negotiations & Sales
Persuasive communication and deal-
making skills

04

Reports & Documentation
Creating professional business documents

05

Networking & Etiquette
Building relationships and professional conduct
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Business Communication 
Skills

Speaking
Clear verbal communication in meetings, phone calls, and 
presentations

Listening
Active listening to understand instructions, feedback, and 
client needs

Writing
Professional emails, reports, and business correspondence

Reading
Understanding contracts, reports, and industry publications
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Business Vocabulary

Finance & Accounting
Revenue, profit, budget, investment, expenses, quarterly report

Marketing & Sales
Target market, brand, promotion, customer, lead, conversion rate

Human Resources
Recruitment, employee, benefits, training, performance review

Operations & Management
Efficiency, workflow, deadline, strategy, stakeholder, logistics
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Business Situations

Job Interviews
Answering questions 
confidently and showcasing 
your skills to potential 
employers

Networking Events
Introducing yourself and 
building professional 
relationships with industry 
contacts

Client Calls
Communicating clearly with 
customers to address needs 
and solve problems

Team Meetings
Collaborating with 
colleagues, sharing ideas, 
and making decisions 
together
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Benefits for Students

2x
Higher Salary 

Potential
Professionals with 

strong English skills 
earn significantly 

more in international 
markets

90%
Job 

Requirement
Most multinational 
companies require 
Business English 
proficiency for 
employment

100+
Career Options

Business English 
opens doors to 

diverse industries and 
international 
opportunities
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Conclusion – Importance of Business English
Business English is an essential skill for success in today's global 
economy. By mastering professional communication, you gain 
confidence, credibility, and competitive advantage in the 
workplace.

Start practicing Business English today to prepare for exciting 
career opportunities tomorrow. Your future success begins with 
clear, professional communication.

"Language is the road map of a culture. It tells you where its 
people come from and where they are going." – Rita Mae 
Brown
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