English at Work
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Useful Expressions - Business Language

Apologizing

e Apologizing: I'm sorry; | made a mistake; Please accept my apologies; I'm sorry. | didn't
mean to; (I'm) sorry. | didn't realize that;

e Prefacing bad news: I'm sorry (I have) to tell you this, but...; | hate to tell you this,
but...; | don't know how to tell you this, but...; | have some bad news...

e (Formal) written apologies: We regret to inform you that...; Regretfully,....;

Unfortunately,....

Asking for Help
Business Introductions

e Informal: This is my boss, Mr. Stratford; Jared, this is my secretary, Barbara; Good to
meet you/Nice to meet you too; 1'd like you to meet my co-worker, Collin Beck; My
pleasure; ...

e Formal: I'd like to introduce you to my dear friend, Mrs. Pleasant; Allow me to
introduce myself/my colleague, Ms. Winters; Let me introduce you to my colleague,
Dean Richards; Mr. Richards, this is David Porter from Aerospace Inc; It's a pleasure

meeting you; How do you do?

Company Description
Describing Business Activities
Describing Jobs

Describing Products
Describing Projects
Explaining

Expressing Appreciation
Forward Looking Statements
Invitations

Job Responsibilities

Offering

Requesting

Terms of Payment

Using Tenses Appropriately
Welcoming Visitors

2 - Useful Expressions - Business Interaction

Analyzing Problems

Asking for Information
Closing a Conversation
Customer Survey (Restaurant)
Discussing Agenda ltems



Making Appointments
Meetings and Discussions

3 - Useful Expressions - Business Correspondence

Business Letters

Trent Chang

56 Somerset Lane
Kai Tak, Kowloon
Hong Kong

April 21, 2001

Marketing Director
Dymon Publications
2201 South Maple Street
Salt Lake City, UT 84797
U.S.A.

Dear Sir/Madam,

I would like to order ten (10) copies of the book, Touchy Situations: A
Conversation Text for ESL Students. I recently came across this book at a local
teachers' conference and was very impressed by its format and contents. Could
you please send the books by express mail? I need them for class next Monday.
Also, would you mind sending your latest catalog or brochure?

Thank you for your prompt attention. I look forward to hearing from you soon.

Best regards,

Trent Chang

Common Phrases for Business Letters
Helpful Hints for Business Letters
Sample Topics for Business Letters
Writer's Checklist

4 - Useful Expressions - Business Presentation

Nervous Mannerisms

Presentation Tips

Signposting

Simple Presentations

Speech Preparation

The Language of Charts and Graphs
Thinking Positively about Presentations



Perguntas para entrevistas e dia-a-dia no trabalho

1. Tell me about you.

2. What do you know about our company?

Know products, size, income, reputation, image, goals, problems, management talent,
management style, people skills, history and philosophy. Don't say you do not know much
... you should state that you would like to know more."

3. Why do you want to work for us?
"You wish to be part of a company project; you would like to solve a company problem;
you can make a definite contribution to specific company goals."

4. What can you do for us that someone else cannot?
"Relate past experience that represents success in solving previous employer problems
that may be similar to those of the prospective employer."

5. What do you look for in a job?
"Keep your answer opportunity-oriented. Talk about the opportunity to perform and be
recognized."

6. How long would it take you to make a meaningful contribution to our firm?

Be realistic and say six months to one year. You may be overqualified or too experienced
for the position we have to offer. Strong companies need strong people; experienced
executives are at a premium today; the employer will get a faster return on investment
because you have more experience than required; a growing, energetic company rarely is
unable to use its people talents. Emphasize your interest in a a long-term association."

7. Why are you leaving your present job?
Stick to one response. Don't change answers during the interview. Give a 'group' answer
if possible - "Our office is closing". Another possible answer is "We agreed to disagree."

8. How do you feel about leaving all of your benefits?
"Concerned but not panicked."

9. Describe what you feel to be an ideal working environment.
"Where people are treated as fairly as possible."

10. How would you evaluate your present firm?

"An excellent company that afforded me many fine experiences." It is important not to
bad mouth past employers or bosses. Bad mouthing tends to reveal more about you than
about those who are the objects of your comments."

11. Why haven't you found a new position before now?
"Finding a job is easy but finding the right job is more difficult."



12. Had you thought of leaving your present position before: If so, what do you think held
you there?
"Challenge, but it's gone now."

13. If | spoke to your previous boss, what would she/he say are your greatest strengths
and weaknesses?

This 'threat of reference check' question almost always produces honesty but also
perspiration. It is important, in your response, to "be honest but not too negative."

14. What are your weak points?
Don't say you have none. Turn a negative into a positive answer: "l am sometimes
impatient and | get too deeply involved when we are late."

15. How much do you expect if we offer this position to you?
"Be careful; the market value of the job may be the key answer - 'My understanding is
that a job like the one you are describing may be in the range of ..."

16. What was the last book you read? Movie you saw? Sporting event you attended?
"Talk about leisure books to represent balance in your life."

17. Will you be out to take your boss' job?
Not until | get the current job done."

18. How would you describe the essence of success? According to your definition, how
successful have you been so far?

"A sense of well-being ... Pretty successful with the usual ups and downs."

At some point in every interview, the interviewer would ask the applicant if she/he has
any questions. It is important that the applicant has some questions - and some good
ones - because questions can reveal as much about the applicant as answers.

Normalmente no final da entrevista , conversa ou reuniao, abre-se um espago para
eventuais perguntas do candidato. Vocé pode - e deve - tirar todas as suas duvidas
nesta hora. Confira as questGes que vocé pode fazer:

Why is this position open?

How often has it been filled in the last 5 to 10 years?

What have been the primary reasons for individuals leaving?

What would you like done differently by the next person who fills this job?

What is the most pressing problem? What would you like to see done in the next 2 to 3
months?

What are some of the longer term objectives that you would like completed?

What freedom would | have to determine my work objectives, deadlines, and methods of
measurement?

Where could a person go who is successful in this position and within what time frame?
How is one judged? What accounts for success?






