English for
Telephoning

Opening and taking a

call

espelling names

egetting through to the
right person

epolite excuses

ecommunication
problems

English for
Emails

An introduction to

emails

esending, receiving and
saving emails

eparts of an email and
of email browsers

At a glance: Englisch im Beruf
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English for
Meetings

Could we meet next

week?

emeetings

earranging and
confirming a meeting

eprepositions of time
and place

ethe language of
meetings

English for
Presentations

Let's get started
epresentation openings
eorganizational details
eattention-grabbing
opening techniques

Initial conversation
epolite questions and
answers

Formal and informal
emails
eformal / informal style

Can we make a start
now?
eopening a meeting

Today’s topic s ...
estructuring
presentations

eindirect phrases epunctuation esmall talk ebody language
ecorrect prepositions in | eemoticons eintroducing others ecore statements
typical phrases eapologies eemphasising key
emeeting objectives points
eagendas and minutes
Spelling names, Enquiries Can | make a point My next slide shows
words, numbers espelling email here? eusing slides and
espelling names and addresses einterruptions PowerPoint
words eformal and informal egiving opinions edescribing visuals
esaying and requests easking for clarification
understanding ereplies e simple past and
numbers present perfect

eInternational Spelling
Alphabet
echecking information

Messages

eanswering machines

evoicemail

eleaving and taking
messages

ereturning a call

Requesting action

eacronyms and
abbreviations

epresent perfect with
yetand already

I'm not sure | agree

ediscussions

eagreeing and
disagreeing

ediplomatic language

estrong and tentative
opinions

As you can see from

this graph ...

edescribing charts, pie
charts, bar charts and
diagrams

Perfect English for Professionals




English for
Telephoning

Small talk

esmall talk: typical
questions and answers

etime expressions
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English for
Emails

Exchanging
information
ecolloquial phrases
eapostrophes
einforming and replying
ediplomatic phrases

At a glance: Englisch im Beruf

English for
Meetings

It's a deal
enegotiations
ebuying time
eresponding to offers
evoting
esummarising results

To sumup ...

English for
Presentations

esummary of main ideas
eeffective conclusions
eintonation and stress

Arrangements

etalking about times and
dates

esuggesting meetings or
appointments

eagreeing and
disagreeing to
suggestions

emobile phones

Making & confirming
arrangements
espelling domain names
emaking and changing
arrangements
eprepositions of time

So | think we're

finished for today

eending meetings

esummarising results

econfirming points of
action

ewriting minutes, notes
and follow-up emails

Any questions?

epreparing for questions

eanticipating questions

eanswering and
handling questions

Complaints
eformulating a
complaint politely
edealing with
complaints
eapologies
esolving problems

Negotiating

agreements

ehedges and tentative
sentences

enegotiating phrases

econditionals

eenquiring about
delivery conditions

Perfect English for Professionals



