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Welcome Back!
to enhancing your business English
and communication skills.......
We are at the half-way mark for the year, and what a year it has been so far! In
addition to our business English programmes, our Cantonese, Mandarin, and soft skills
programmes have been making an impressionable mark with clients.
With workforces becoming more diverse, a need to be multi-lingual is becoming
both more desired and more required. A large client of ours recognised that to have
their English speaking managers be able to converse in Cantonese would be very
beneficial. They contacted us at the beginning of 2016 and we have been coaching two
of their senior managers in Cantonese and they are finding the training very rewarding.
As well as Cantonese, Mandarin training has also become popular. We conduct
Mandarin training for a large financial institution. The participants on the course are
from a wide range of countries; Britain, Australia, Spain and even Hong Kong! This is
helping them communicate better with both their Mainland Chinese colleagues as
well as their Mandarin speaking customers.
As far as soft skills are concerned, our training partner LCT has been working with
us to deliver courses to a range of industries including finance, shipping/logistics,
training, which often go hand in hand, to offer a training solution that caters for diverse
needs.
Last but not least, our business English programmes are steaming ahead with
many return clients and repeat courses. Our trainer-consultants are working hard with
HR/L&D to customise programmes, design and deliver training, as well as adding their
own personal touch to each programme they facilitate. Some highlights have been: a
series of writing workshops with a government department that has now become a
regular part of their staff training regime; customised frontline
retail training for a number of popular brand retailers; multiple
property management speaking and writing courses for some
of Hong Kong's leading groups.
Moving forward, we are currently working on some
exciting online projects for English training that will
compliment our range of training services. As the popularity
of online training grows and people become increasingly
'mobile', we are aiming to provide online courses
through a Learning Management System, similar
to those used by universities which deliver
online programmes. These programmes will
offer flexibility for both participants and HR
teams to monitor progress and
improvement. Watch this space for more
later in the year!
Rebecca Williams
Editor – The Language Key
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Vocabulary Test
Complete the sentences below and right (including the
crossword puzzle) using the highlighted vocabulary from the
three articles. Remember to use the correct part of speech and
verb tense in each case. You’ll find the answers below.

Down:
2. The slave trade was _____ in the US in 1808.
3. Our new computerized system will soon be fully _____.
5. His work permit was _____ after six months.
6. It's very _____ for the publication to admit to making a
mistake.
8. The government wants to _____ the sale of alcohol in 		
bars after 11pm.
1

3

4

5
6
7
8

B

E

9

H
S

8

9

I
4

10
1

L

C
M

O
B
2

A

O
R

U

D

T

P

L

S
P

I
R

D
A

D

L
7

N

A
E
K
O

A
E
C

V
E
5

R

D

E
T

T
E

R

R

A
6

I

N

E

R
T

D

C

R
E

E
M

G

E
L
P
M
3

I

SOLUTION

2

D

N

1
2
3
4
5
6
7
8
9
10
11
12
13
14

comprehensive
Global
specify
evaporated
overestimated
stumbling block
population density
adhere
in the spotlight
proportion
deter
dissuade
public consultation
analyse

ANSWERS:

A

average – (noun) an average amount
is calculated by adding some amounts
together and then dividing by the
number of amounts
analysed – (verb) examined the details
of something carefully, in order to
understand or explain it
considering – (verb) thinking carefully

14

I

comprehensive – (adj.) complete;
including all or nearly all elements or
aspects of something
global – (adj.) of or relating to the whole
world; worldwide
reveals – (verb) makes (previously
unknown or secret information) known

13

T

Hong Kong has the longest working hours in the world, a
comprehensive global UBS study reveals.
Hongkongers spend an average of 50.11 hours at their workplace
each week, or 38 percent longer than the global average.
The survey also looked at paid annual leave, which in Hong Kong
is only 17.2 days a year, less than the 23-day average.
Of the 71 cities analysed in the survey, Paris enjoys the shortest
working week of 30.84 hours. To avoid people bringing work home,
France is even considering making a law that would prohibit people
from sending work emails in the evenings and on weekends.
While Shanghai has the least paid leave - seven days a year - no
mainland cities are in the top 10 cities for longest working hours.
Under the mainland's labor laws, all employees should work no
more than eight hours a day and no more than 44 hours a week on
average.
The UBS findings about Hongkongers' working hours came
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The marketing team have conducted a _______ review of the needs of the
target group.
_____ sales of the product were almost $52m in the first quarter of 2016.
Does it ______ on the label that this shouldn’t be taken by children under 8?
The desire for change has ______ since the election of the new president.
I believe we _______ the cost of a new corporate website.
Lack of agreement on which side pays has been the main ______.
The ______ of Hong Kong is very high but Manila's is even higher.
We always strictly _______ to the government guidelines in this matter.
Johnny Depp and his wife are often ______ these days for the wrong reasons.
The company's policy is to donate a small _____ of its annual profits to charity.
The very high cost of the apartment didn’t ______ Peter from purchasing it.
I tried to ______ Jane from investing in the scheme but she ignored my
advice.
After a lengthy _______ the government legalised the sale of marihuana to
the public for medical purposes.
We need to _____ our sales results more carefully.
S

Hong Kong has the Longest Working Week in the World

1

10

in the spotlight – (phrase) (of a person/
thing) receiving a lot of public attention
regulate – (verb) control an activity or
process, especially by using rules
proportion – (noun) a part of a total
number or amount
accredited – (adj.) (of a person,
organization, or course of study) officially
recognized or authorized
adhere to sth – (phrasal verb) obey a rule
or principle
revoked – (verb) stopped someone having
official permission to do something
campaigners – (noun) people or groups
that organize a series of activities to try to
achieve something
malpractice – (noun) failure to act correctly
or legally when doing your job, often
causing injury or loss
contingent – (noun) a group of people
from the same country, organization, etc
who are part of a much larger group
lobby group – (phrase) a group which
intends to influence government officials or
law makers
deterring – (verb) making someone less
likely to do something

1. Dr Kowlenski was banned from practicing medicine 		
due to medical _____.
4. Would you _____ employing suitably-skilled workers 		
over the age of 70?
7. On _____, I spend between two and three hours a day
on Facebook.
9. There are four cars for every public EV charging _____
in the city.
10. I was informed that this is _____ practice among
advertising agencies.

EclipseCrossword.com

Hong Kong’s domestic helpers are back in the spotlight again.
This time the government is discussing ways to regulate the
employment agencies that bring the workers to the city from
around Asia.
There are between 1,200 and 1,300 domestic helper
agencies in Hong Kong but only a small proportion of these
are accredited, and many of the accredited agencies are
known not to adhere to good practice.
Last year, the Labour Department conducted 1,348
inspections at agencies, but only revoked four licences,
which campaigners say is too few given their understanding of widespread malpractice.
There are 346,027 domestic helpers registered as working
in Hong Kong. About half are from the Philippines (185,673),
with another large contingent from Indonesia (151,996),
while the rest are believed to be mainly from Thailand, Nepal
and Sri Lanka.
The minimum salary for a domestic helper is HK$4,210 per
month. Agencies can legally charge fees up to 10 per cent of
their first month’s salary, meaning HK$421 for a worker on the
minimum wage. But agencies are charging fees far higher than
this – anything from HK$5,000 to $21,000, according to lobby
group Helpers for Domestic Helpers.
If an agency overcharges, it faces a maximum fine of HK$50,000,
but this does not appear to be deterring them.

Across:

EclipseCrossword.com

Hong Kong: Model City for Electic Cars

amid growing demand for standard working hours in the city.
A three-month public consultation on standard working
hours based on written contracts specifying working hours,
rather than them being mandated in law, has begun.
about a decision or something you
might do
prohit – (verb) formally forbid (something) by law, rule, or other authority
amid – (prep.) while something else is
happening
standard – (adj.) used or accepted as
normal or average

public consultation – (phrase) a regulatory process by which the public's input
on matters affecting them is asked for
specifying – (gerund) saying or
describing something in a detailed way
mandated – (verb) given official
permission for something to
happen

Hong Kong’s population density, efficient
public transport system, general lack of space and
high registration taxes on new cars should dissuade
most people from buying cars.
However, in the past two years, the city has seen
a big increase in registrations for new electric
vehicles (EVs), thanks to a tax waiver that will last
until March 2017. Most of the EVs are Teslas and red
is the favorite color.
At the beginning of 2010 there were fewer than
100 EVs on the road in Hong Kong. By January 2016
there were more almost 4,500 new EV registrations
for the year.
The top-selling EV model in Hong Kong is Tesla’s
Model S, more than 2,000 of which were sold in the
city in 2015.
In a way, electric cars are made for cities such as
Hong Kong, where car journeys are short – normally
between 10 and 50km. However, some worry that
if the current tax waiver is abolished, EV sales may
evaporate, like in Denmark earlier this year.
“If the government chose to implement a
phased-in increase on the tax on EVs, that would
make sense,” said John Bower, a committee

member of Charged Hong Kong, a group that
promotes EV usage in the city. He believes improved
battery life, lower running costs and future
government plans to switch taxis to electric could all
help boost EV uptake.
For Bower, who owns a Tesla, the biggest
stumbling block to faster uptake is the lack of infrastructure, particularly residential charging facilities.
Private garages are rare, and residential parking
spaces in apartment complexes are managed by
homeowner associations, which often overestimate
the cost of installing charging outlets for EVs.

population density – (phrase) a
measurement of population per unit area
dissuades – (verb) persuades someone
not to do something
tax waiver – (phrase) when zero tax is
applied to something which is usually
taxable
abolished – (verb) officially ended
something, especially a law or system
evaporate – (verb) disappear
implement – (verb) make a law, system,
plan, etc start to happen or operate
phased-in – (adj.) brought in in stages
over a period of tme
make sense – (phrase) be a good thing
to do
uptake – (noun) using, buying, etc.
something that is available
stumbling block – (phrase) a problem
that makes it very difficult to do
something
residential charging – (phrase) ability to
charge EV car batteries at one’s home
garages - (noun) small buildings, often
built next to a house, that you can put a
car in
rare – (adj.) very unusual
overestimate - (verb) guess or think
that something is bigger, better or more
expensive than it really is
outlets - (noun) electric sockets

Business Writing

Here is the same paragraph with action verbs added.

What are Action Verbs?
Action verbs express achievements or things that people do
in a concise, persuasive manner. Action verbs are direct and
clear. They leave no doubt in your reader's mind about what
you are describing.



I gave direction to a team ...

I directed a team....

Using Action Verbs in Writing

(The action is in the verb.
Directed is an action verb.)

Using Action Verbs in Writing

Action verbs are particularly useful in documents such as job
covering letters and resumes, where you need to describe
your skills and accomplishments, i.e. what you have done
and what you can do. Of course, action verbs should not be
limited to such documents. They will give greater impact to
any kind of business document.
Example Sentences
Action verbs may be contrasted with static verbs which
refer to positions rather than actions. Static verbs should be
replaced with action verbs whenever possible.

BECOME A PROFESSIONAL BUSINESS WRITER!
181 interactive business writing lessons
500+ model business documents
700+ downloadable writing resources
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such as 'give,' 'do,' 'make,' etc. can make your sentences sound dull
because they don't inform.

There are two aspects of action verbs that you should keep in
mind while writing:
1) Action verbs are preferable to action nouns because they
are direct, clear and concise.
2) Action verbs can be transitive and intransitive. Transitive
action verbs tend to make your writing more informative.

Using transitive action verbs in the active voice can also make your
writing more effective. Transitive verbs are verbs which have objects, and
which therefore add information to your writing. Take a look at these
pairs of sentences:



was giving assistance in the sales department for four
 Iyears
before I was promoted. (15 words)
I assisted in the sales department for four years before I
 was promoted. (13 words)

I was the manager of the publishing resources team at
my previous post. (13 words)
I managed the publishing resources team at my previous
post. (10 words)

the designer of the graphics for the Steele project.
 I(11waswords)
 I designed the graphics for the Steele project. (8 words)
As the above examples show, using action verbs like ‘managed’ and ‘assisted’ are more effective in outlining your
achievements than their noun forms, such as ‘manager’ and
‘assistant’. ‘Was,’‘am’ and other forms of ‘be’ as well as verbs



As we can see from the revised paragraph above, action verbs not
only make your writing more direct, but also give you the
opportunity to add more relevant information that can enrich
your cover letter or other business document.

• Made analyses of employee hiring needs
• Was in charge of making graphics for upcoming projects
• Did training needs assessments for advanced sales
strategies
• Manager for a team of twenty people
• Was awarded best employee of the year

Also, note that the sentences which contain action verbs are shorter than
those which don’t. Using action verbs is therefore also an excellent way of
making your sentences more concise and to the point.

First, let’s take a look at why actions expressed through verbs
are preferred to actions expressed through a combination
of static verbs and nouns. Compare the following pairs of
sentences. In each pair, the first sentence has been rewritten
to include an action verb:

Punctuation Check!
Hypen / Apostrophe / Dash

Action verbs can also be very useful in resumes since they can
be used to quickly outline your key strengths and achievements.
Let’s look at this job description from a resume:

(The action is in the noun,
not the verb. Gave is not
an action verb.)

You should use action verbs in your business documents
because they make sentences and statements more concise.
Look at the sentence above: gave direction to (3 words);
directed (1 word). Since concise writing is easier for readers
to understand, it is more reader-centered. Because readercentered writing is generally more persuasive, action verbs
are more convincing than non-action verbs.

I negotiated a $75,000 deal for my company last year.
Additionally, I achieved a sales target on my previous project
that set a record. I then studied for two years and honed my
professional skills through a Masters degree in information
management.

a presentation on strategies for better negotiation
 Made
Presented
strategies for better negotiation

write documents that detailed the current developments in our
 IR&D
department.
I document the current developments in our R&D department.

verifications of the sales statistics that come in every day.
 II make
verify
the sales statistics that come in every day.

negotiations which got us the best deals.
 II conducted
negotiated the best deals.

Action Verbs in Context
First of all, let’s take a look at how action verbs can make a job application
cover letter more effective. Here is a poorly expressed paragraph from a
cover letter that does make use of action verbs:
I am a very good negotiator and was instrumental in signing a large
deal for my company last year. I also excelled in the last project that
I did for my previous company. After I resigned from my previous
post, I made a decision to make an improvement in my professional
skills by doing a Masters degree.



The Hyphen (-)
Use a hyphen to join two or more words used as a single modifier before a
noun. These are called compound adjectives.



This section lists some impressive achievements, but the impact
of the accomplishments may be lost because the list does not
contain enough action verbs, and is also not parallel-structured.
Parallel structure refers to beginning each item on a bulleted or
numbered list with the same part of speech. In a resume or list
of achievements, it is best to begin each point on the list with an
action verb. Here is the same list rewritten with action verbs:
•
•
•
•
•

Analyzed employee hiring needs
Designed graphics for upcoming projects
Assessed training needs for advanced sales strategies
Managed a team of twenty people
Won best employee of the year award

Their new offices are located in a ten-floor building.
He is well-known among academics.
Only up-to-date equipment will be installed there.
He painted three 40-foot ceilings.
The area had two-, three-, and four-bedroom apartments.
Use hyphens to express fractions that precede a noun and when spelling
out compound numbers between twenty-one and ninety-nine.
He wanted two-thirds of the new company in China.
Thirty-one people attended the conference.
The Apostrophe (‘)



Here's another example from a resume without action verbs:

The apostrophe is used to show possession (Williams’s desk) and
contraction (he’s, can’t, won’t, etc.). When showing possession, the
problem writers encounter is where to place the apostrophe.
If the word showing possession is singular, add ‘s.

Vtech, Research Triangle Park, NC Human Resources Intern,
Summer 20xx
• Duties included administrative tasks in an office setting.
• Responsible for distributing a survey to current
employees.
• The needs of recent hires were collected, documented,
etc.
• I was involved in a variety of other activities, as needed.

He left his briefcase in his employer’s office.
I wrote the operator’s number on a scrap of paper.
If the word showing possession already ends in s, then the apostrophe
goes after the s that is already there.



Here the extract rewritten with action verbs:

I wasted two weeks’ worth of my salary gambling in Macau.
Our employees’ welfare is of great importance to us.
Our customers’ reaction will be studied carefully.
If the word showing possession is plural but doesn’t end in s, add ‘s.

Vtech, Research Triangle Park, NC Human Resources Intern,
Summer 20xx
• Worked with a project team on the redesign of New
Employee Orientation.
• Created a survey to use with current employees. Received
an 80% response rate.
• Interviewed 15 recent hires to gain insight into the needs
of new employees.
• Wrote report and presented results to project team.



As we can clearly see, parallel-structuring the lists using action
verbs highlights the person’s achievements much more clearly
and directly than in a non-parallel list.
To conclude, remember that action verbs are always better than
static verbs since they express direct actions, and also make your
writing clear and concise, the primary aim of all business writing.
Using action verbs can enhance your resume, cover letters and
other business documents by involving your reader in your
writing and drawing attention to your skills and accomplishments.

The men’s toilets are cleaned twice every working day.
The women’s coats will be on sale from Friday.
The children’s assignments were of a very high standard.
The Dash (–)
Use a dash to indicate a change of thought, or to highlight and give
greater importance to additional information inserted in a sentence.
All the officers – Jane, Susie, Brent, and Michael – will be
attending the meeting.
All the officers will be attending the meeting – Jane, Suzie, Brent,
and Michael.
Mary – who was busy dealing with a client – did not attend the
sales seminar.
A dash can also be used to set off information at the end of a sentence.
We all signed the contract – finally.

When giving a presentation, use the past, present and future verb tenses to describe all aspects of your
company. Use the past simple passive to talk about when or where your company was established, and
use the present simple passive to explain how your company is organised and where it is located.

Speaking Skills

When answering questions about your company, remember to actively listen to the questions and give
brief but relevant answers. When asked closed questions, try to give more than just yes/no answers.
Answer open questions as fully as possible.

Talking About your Company

Introduction
When you meet clients at the workplace or
talk to people at presentations, meetings and
conferences, you may have to talk about your
company. Apart from explaining how your
company is organised, you should also be able
to describe your company’s operations.

Two of the most important language points
when talking about your company are the
correct usage of verb tenses and the passive
voice. You will need to use a variety of verb
tenses to talk about the past, present and
future of your company. You’ll also need to
use the passive voice when talking about your
company’s organisation and structure.

Open Ended Questions

Read the text below. George makes a brief presentation about his
company which sells car accessories. George is making a
presentation in which he needs to talk about his company. He is
talking to a few representatives from a firm that is interested in
doing business with his company, so it is important for George to
make a good impression.

In the next dialogue, you will hear Amy, a project manager at an advertising firm,
answering questions about her company. Amy has just given Paul, a visiting client,
a tour of her business premises.

"Hello, everyone, and welcome to The Car Boutique. I’m
George, and I’m happy to give you a brief outline of the
company’s history and development today.
The Car Boutique was established in 2005 by Leonard Jones
and Harriet Leland. The first office was in Manchester, and is
still our head office.
Over the last decade, The Car Boutique has set up offices in
London, Geneva, Paris, Hong Kong and Kuala Lumpur as well.
By the end of 2016, we will set up offices in New York and
Boston.
The Car Boutique is well-known throughout Europe and Asia
as one of the pioneers in the car accessories market.
We won the Best Design award at the Europe Auto Fair this
year for our new design of air bags.

Amy:

Paul:
Amy:

Paul:
Amy:
Paul:
Amy:

Later this month we will release our newest version of highend sound systems for cars.

Paul:
Amy:

The company is divided into seven departments, and we have
our own design department and public relations department.
We outsource our human resources and personnel management requirements, and also hire leading market consultants
on a regular basis.

Paul:
Amy:

We have more than three hundred staff members across the
world, and are looking to hire another fifty employees over the
next year to keep up with the demand for our products.

Amy:
Paul:
Amy:

I’ll be happy to answer any questions that you may have."

Paul:

Paul:

Question Statements/Indirect Questions
I was wondering about your presence in China.
I’d like to know more about your operations here.
Perhaps you could explain more about your organisation.

Situation 2

Amy:
Paul:

ASKING QUESTIONS ABOUT A COMPANY

In this article, we will show you how to talk
about your company, and how to answer
questions about your company.

Situation 1

Paul:

On the right is a table showing which verb tenses are used to talk about different
aspects of a company. Below is a table of the different question types.

Thanks very much for showing me around today, Amy. I’m very 		
impressed with everything.
Thanks Paul, it was my pleasure. Is there anything else you’d like to know?
Yes, I was wondering about your overseas branches, as you seem to 		
have a lot of international clients.
Yes, we do have several overseas clients at the moment. The company
was established in 2003 in London and developed a local clientele. Our
first overseas branch was opened in Chicago in 2007. During the last 		
decade, we’ve also set up offices in Berlin, Tokyo, Bangkok and Mumbai.
And do you recruit all your staff here in London?
No, not everyone. We have local recruitment agencies in different 		
branches, but we usually send out our training managers from the
London office to wherever they are needed, to ensure that we maintain
the same standard of service in all our offices.
That’s impressive! I heard you have an office in Hong Kong as well—or
am I mistaken about that?
Well, we’ve just finished setting it up. In fact, the Hong Kong branch
is being inaugurated this Friday, and will be operational by the end of
the following week.
Well, good luck with that! I also wanted to ask if you have specific
departments that look after your overseas projects.
Yes, we have two special divisions in the graphics design and training
departments that are for overseas operations.
Are they based here in London as well?
The training departments are all based in London, but the head office
for the international design team is based in San Francisco.
Why is that?
Well, about sixty per cent of our clients are in the US, so it’s easier for 		
our graphic designers to travel around the country for on-site visits in
the US.
That makes sense. So do they visit your offices in Asia and Europe when
required?
Sometimes, but we also have local design teams in every office.
Well, thanks for the tour Amy, it was very interesting.
You’re welcome. If there’s nothing else, would you like to return to my
office for some tea or coffee?
That would be great.

How is your company organised?
How do you manage your marketing for this product?
How does this department function?
Why have you not opened a branch here?
Who heads your sales department?
Could you tell me a little more about your company?
When was your company established?
Who are your overseas clients?
When do you expect to launch your new product?
Closed Questions
Has your company received any awards?
Are you planning to release a new version soon?
Have you had much success in this market?
Is your manufacturing department based in the UK?
Do you plan to open a branch here soon?
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VERB TENSES / FUNCTIONS
Past Simple Tense / Past Accomplishments
We won several awards for our products last year.
We were the first company to …
We introduced several unique designs during our first year.
We doubled our sales last year.
We opened five branches in the first six months of this year.
Past Simple Passive / Company History / Accomplishments
The company was established in…
Our first office was opened in…
The firm was founded by Paul Jones in ….
We were awarded several honours last year, including…
We were recognised as pioneers in the field of IT.
Present Perfect Tense / Recent Actions / Accomplishments
We have been the market leaders for the last five years.
The company has set up two new offices in the last year.
We have acquired two companies during the last two years.
We have signed partnership deals with many companies.
Present Simple Tense / Current Company Facts
We are currently the market leaders.
We have a separate department for customer care.
The company provides quality services to customers.
We manufacture a range of quality products.
We employ over 5,000 staff.
We manage over 800 properties.
Present Simple Passive / Company Organisation
The company is divided into seven departments.
This division is headed by…
The department is managed by…
The department is organised into…
This team is led by…
Future Simple Tense / Plans/Expectations
We will set up four new offices next year.
The company will launch several new products this year.
We will target new markets over the next five years.
We will form partnerships across Asia.
We will double our sales team in the coming months.

English Around

the World

Bill had been out of work for a few
months. After applying for over 100 vacancies and after receiving over 100 rejection letters, he decided that enough
was enough. This is his reply to the most
recent rejection letter he received.
To Whom It May Concern
Thank you for your letter of 14 October. After careful consideration, I regret to
inform you that I am unable to accept your refusal to offer me employment at
this time.

This month we spoke to Jayantibhai Patel who works as a telephone
operator at a large call centre of an American bank near Madras
in India. Jayantibhai is university educated and has been learning
English since he was 4 years old.

This year I have been particularly fortunate in receiving an unusually large
number of rejection letters. With such a varied and promising field of
candidates, it is impossible for me to accept all refusals.
Despite Bainbridge Ltd's outstanding qualifications and previous experience
in rejecting applicants, I find that your rejection does not meet with my needs
at this time. Therefore, I will initiate employment with your firm immediately.

"I have been working in this American company for about three years and I
enjoy my job because I can talk to people all over the US every single day.
For me, the hardest part of English has to do with discussing things socially
since I don’t know the right words all the time. Sometimes a customer will start
asking me personal questions or start talking about her social life and I find it a
real challenge to know what to say.
When I first joined the company all the graduate recruits were given an intensive
course in English with an emphasis on American culture. But it was such a
lot to take in all at once and the course couldn't hope to cover all the possible
situations that we encounter. Nevertheless, I found the culture training very
useful. We have regular refresher courses that are conducted after office hours.
The company is clearly very keen to improve our knowledge in this area in
particular.

I look forward to working with you.
Best of luck in rejecting future candidates.
Yours faithfully
Bill Bridges

Business English Apps

I think my English is pretty good but I do have problems, mostly because of the
way I was taught. Ever since I began learning English I've learned it the Indian
way, using Indian textbooks and taught by Indian teachers. Americans say I
speak in an old-fashioned way and too formally but I think this is just the way
English is spoken in India. The way we speak English is the way we've done for
the past 100 years - the language hasn't evolved as quickly as it has in the UK.

BUSINESS MANDARIN

My goal is to be able to go out to a pub with Westerners and feel comfortable
talking about nearly any subject that comes up and not just work!"

Business English Helpline (iphone . android . free version)
http://www.languagekey.com/mobile-learning.html

Using this forum app, you can post questions about workplace
English for Language Key experts to answer within 24 hours.
Members are encouraged to get involved in board discussions.
Business English Skills - Free (android . free version)
available from Google Play

Video-based app which focuses on skills such as telephoning,
meetings and presentations. It includes on-going stories supplemented by quizzes, vocabulary, grammar, and speaking practice.

Corporate Training

Other Languages

In-House Business Mandarin Training
• Tailor-made in-house mandarin training courses
• Training process includes: needs analysis, pre- and post-course
assessments, customisation of training content, post-course reports
and certification
• Industry-specific courses for retail, hospitality, catering, logistics,
insurance, banking and finance
• Experienced corporate trainers

Small Group and Executive 1:1 Mandarin Training
• Flexible training for busy executives
• Individual needs analysis, level assessment and advice
on learning content
• Regular small group training classes
• At our training centre or
place of your choice

call
Lachlan Robertson
2893 6124

One-on-One
Executive Training

CANTONESE • JAPANESE • KOREAN
FRENCH • SPANISH • GERMAN

Q
A

When writing business documents, could you confirm if I should
put a capital letter after a colon?

five letters (in, of, to), and connectives (and, but), e.g. Corporate
Expansion Plans for Mainland China. These rules apply to the headings
used in all types of business documents.

No, in most cases. Yes, when the text that follows is a full sentence and
is longer than just a few words. For example: We cannot recruit any
extra staff at the moment for one reason: our budget has been used
up. And: The committee must find solutions to 3 problems: poor visibility, damage to equipment, and irregular transportation schedules.
But: One fact about American cars is important: They are designed for
transportation needs in a country larger than all of Europe.

Q
A

Q
A

The form that uses her husband's first name and middle initial as well
(Mrs James W Noonan) is acceptable only for social purposes. It should
never be used when addressing a business letter to a married woman.

With the words “all” and “none”, should we use singular or plural
verbs?

Both of these words can be singular or plural. If you mean “all of it” or
“none of it,” use the singular verb. If you mean “all of them” or “none of
them,” use the plural verb. These two sentences are both grammatically
correct: All of the stationery has been used up. (all of it) And: All of the
visitors have left. (all of them)
In the following two sentences, the agreement between all, none and
their verbs is incorrect: None of the staff has been informed. And: None
of the rooms has been cleaned. To correct these sentences, the verbs
should be made plural: None of the staff have been informed. And:
None of the rooms have been cleaned.

Q
A

Should we capitalise all the words, including the very small
words, in a document subject heading?

In subject headings, capitalise the first word, the last word, and all
words in between except articles (a, an, and the), prepositions under

T

When writing a letter or an email, what form do I use to address
a woman?

When writing to a married woman, follow her preference for first
and last names if you know it. She may prefer to be addressed by
her original name (Ms Joan L Conroy). If you do know that she is using
her husband's last name, continue to use her own first name and middle
initial (Mrs Joan L Noonan).

In selecting "Ms," "Mrs," or "Miss," always respect the woman's preference.
If it is not known, use the title "Ms" or omit the courtesy title altogether.
You can write "Dear Ms Noonan" or "Dear Joan Noonan." "Ms" is better if
you don't know her preference, and it's business-related.

Q
A

Could you explain the difference between the auxiliary verbs
“shall” and “will”?

Actually, there is no difference in meaning between the two words.
In the past people used I shall or we shall to refer to the simple
future, not I will or we will. But will has since replaced shall as the
people’s choice. Shall can still be used with I and we in an offer or a
proposal: Shall I refill your drink? And: Shall we go now?

Keeping a Conversation Going!

here are two main reasons why
conversations end quickly. First, one
person does all the talking, and
second, the listener isn’t active.

Tailor-made individual or
small-group programs designed with
the needs of senior managers and
executives in mind.

We all should know that it takes two people
to have a conversation, so make sure you give
the other person an opportunity to speak.
One useful technique is through the use of
open questions. Open questions force the
listener to say more than just ‘yes,’ or ‘no’ –
conversation killers. For example: What have
you been doing this morning? Another
good technique is to use phrases such as
How about you? or What about you? to
throw a question you’ve just answered back
to the listener.
One more excellent and yet underused
technique is to re-word or re-phrase what
someone has just said to you. This positive
technique shows that you are listening and
are interested. Here are some examples:

Executive
Coaching

A: The campaign has had a great impact.
B: Yes, it’s been very effective.
A: I was really surprised to hear that Larry
had quit.
B: Yes, he tendered his resignation yesterday.
A: They manage to keep their prices low.
B: Yes, they’re very competitive, aren’t they?
A: He’s spent his entire career at American
Express.
B: Yes, he’s the perfect example of the
company man.

 Personal coaching based on individual 		
needs;
 Focused on key language and
communication skills;
 Program content is flexible and based on
detailed discussion with the candidate;
 Flexible schedule with regular reports and
guidance;
 Trainers have a solid background in
business with extensive training 		
experience.
RELEVANT

s EFFECTIVE s FLEXIBLE

For further information, call
Lachlan Robertson on 2893 6124.

www.languagekey.com
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FREE SEMINAR

"Cross Cultural Communication
in Business"
18 March, 1-5pm
HKMA Causeway Bay

BOOK YOUR PLACE NOW
(max. 2 seats per company)
Call Kana Law on 2893-6134

