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Welcome Back!
to enhancing your business English
and communication skills.......
We are developing a range of online business English and communication skills
courses delivered through Moodle, a popular learning management system (LMS).
These facilitator-led courses help learners acquire new workplace language and skills
through tasks, quizzes, and collaborative learning with colleagues on the same course.
Online training is still a relatively new concept in Hong Kong and as an HR or
training professional, you may be unclear about how it works and what the benefits are
compared to traditional face-to-face training.
With face-to-face training, it is often difficult to find a time to suit all staff and often
it is ineffective to have too many staff away from their desks at any one time. In larger
face-to-face groups, participants can get "lost in the crowd" and may not always have
the chance to participate. Less confident staff may be uncomfortable asking questions
in front of a group and will therefore benefit less. Other staff may find that they study
better at certain times of the day and that the time of the training doesn’t work for them.
The Language Key’s online courses address many of the issues associated with
traditional face-to-face training courses. Our online courses:
• Benefit busy people travelling for work with no time for face-to-face training;
• Give participants control over their learning and allow them to decide how much 		
time they need to spend on the coursework. They can work at their own pace;
• Give participants the opportunity to get involved and ask questions through the 		
course forums and social media;
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• Allow participants’ identities to be hidden using avatars and nicknames. This helps
less confident participants;
• Are facilitator-driven. The online trainer guides staff through
a colloborative learning process;
• Are effective and sustainable. Learning is spread over
several weeks rather than condensed into a day’s training;
• Provide a bridge between face-to-face learning and
performance in the workplace
Our business email and report writing courses are now
ready for delivery to Hong Kong and regional corporate clients.
If you have a batch of staff (up to 30 staff per
course) who may require training in these areas,
please get in touch with us. We’d be happy to
meet you and explain how our online training
courses can meet the training needs of your
staff. We’ll also give you a demonstration
of the courses and how they are delivered
through Moodle.
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.
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1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

struggles
deterring
graphic
final nail in the coffin
on the market
year-on-year
pleaded
unscrupulous
accounted for
splashed out
dismissed
envy
stuffed/crammed
enraged

breathtaking pace – (phrase) describes
something which is happening very
quickly
formally – (adv.) officially
ultimately – (adv.) in the end
anti-corruption campaign – (phrase)
an action designed to stop the illegal
gain of money or gifts

ANSWERS:

H

paradise – (noun) a perfect place or
situation
the final nail in the coffin – (idiom) the
event that causes the failure of somethingha
that had already started to fail
accounting for – (phrasal verb) being
part of a total number of something

Down:
2. During the ______ several witnesses were called to give
evidence.
4. Considering you will spend 1/3 of your life in bed, you
should invest in a good ______.
6. I don't know how people in the past coped without all
the ______.
7. The ______ voted unanimously to convict the man of 		
murder.

N

Are the days of Hong Kong being a shopper’s paradise finally
over? Perhaps. It would appear the final nail in the coffin was China’s
“Singles’ Day”, with a record US$17.8bn being spent, mainly over
smartphones, in the single day.
E-shopping is changing retail across China, with e-sales now
accounting for over 11 per cent of all retail spending and growing at
a breathtaking pace. While Singles’ Day has been running since 2009,
this is the first year it has formally come outside the mainland, to
Hong Kong and Taiwan.
E-retailing is of course not the only nail in the coffin for Hong
Kong – though it may ultimately prove to be the most important
one. The big fall in the number of mainland shoppers coming to the
territory is a second important reason for its decline.
Another reason is China’s anti-corruption campaign, which has
deterred big-spenders from splashing out at Hong Kong’s luxury
retail stores up since 2013.

9.
10.
11.
12.
13.
14.
15.

Amy constantly _____ to make a living from her job as a factory worker.
High prices are ______ many young people from buying houses.
The policeman described the scene of the crime in ______ detail.
The ______ in our relationship was when she admitted cheating on me.
They say the best time to put your property ______ is in the spring.
First Active reports more than 100% _______ growth in sales
The man _____ not guilty to armed robbery.
Beware of that company! I hear they use very ______ practices to get
customers to sign up to their services.
Last year, advertising ______ for almost 15% of our total turnover.
The stock market trader ______ on a Ferrari after getting his annual bonus.
Patrick ______ my suggestion that staff be paid 13 months’ salary.
It was a very complicated ______ that went on for months.
Do you ______ Pauline for getting the job you really wanted?
He ______ $100,000 into his briefcase before boarding a plane to New York.
Plans to build a new nightclub in the neighbourhood have ______ local
residents.
S

Shopping Paradise that Used to be the Envy of the World

1.
2.
3.
4.
5.
6.
7.
8.

10

guilty – (adj.) having broken the law
murdering – (gerund) killing someone on
purpose
shocked – (verb) surprised and upset
convicted – (verb) decided officially in a
court of law that someone is guilty of a crime
unanimously – (adv.) describes an action
agreed by everyone (in this case by the jury)
Prosecutors – (noun) lawyers who accuse
someone of a crime in a court of law
tortured – (verb) caused someone great pain
Jurors – (noun) members of the jury (a
group of people in a court of law who
decide if someone is guilty or not)
graphic – (adj.) described in great detail
stuffed – (verb) pushed something into a
small space
pleaded – (verb) said in a court of law if you
are guilty or not guilty of the crime
trial – (noun) a legal process to decide if
someone is guilty of a crime
manslaughter – (noun) the crime of killing
someone without intending to kill them
diminished responsibility – (phrase) the
condition in which someone's mental state,
etc. causes them not to be in full control of
their actions

1. The prisoner of war was _____ badly by the enemy.
3. The island was a ______ until the property developers
moved in.
5. The hospital was ______ opened by the prime-minister.
8. _____ bankers were mainly responsible for the 2007 		
financial crash.
9. I have a number of _____ with your proposal.
10. Donald Trump's presidential election victory ______ 		
the world.

EclipseCrossword.com

A British banker has been found guilty of murdering two
Indonesian women in Hong Kong in a case which shocked the city.
Rurik Jutting was convicted unanimously at the High Court
of killing 23-year-old Sumarti Ningsih and Seneng Mujiasih, 26.
Prosecutors said Jutting was using cocaine while he
tortured Ms Sumarti for three days before the murder and
then cut her throat.
Jurors were shown graphic video clips of the torture
filmed by the 31-year-old, who stuffed her body inside a
suitcase that he left on the balcony of his luxury apartment
near Hong Kong's Wan Chai district.
Ms Seneng Mujiasih was killed days later.
He had pleaded not guilty to murder when his trial began
two weeks before but tried to plead guilty to manslaughter
on the basis of diminished responsibility.
Rutting, a Cambridge University graduate, was working at
the Hong Kong office of Bank of America-Merrill Lynch at the
time of the killings.
He had offered both women large sums of money to go to
his apartment to have sex.
Ms Seneng was in Hong Kong on a tourist visa after an earlier
stay as a domestic helper. Ms Sumarti was officially on a domestic helper visa but was working at a bar. They were among Hong
Kong's more than 300,000 domestic workers, most of them women
from Indonesia or the Philippines.

Across:

EclipseCrossword.com

Hong Kong's New "Space Capsule" Homes

Yet another cause for the retail decline comes from Hong
Kong’s greedy landlords who have squeezed the life out of a
shopping paradise that was once the envy of the world. Yearon-year rent rises have until recently forced even for the most
famous of retailers to struggle to make a profit.
deterred – (verb) made someone less
likely to do something
splashing out – (phrasal verb) spending a lot of money on something that
you want but do not need
greedy – (adj.) wanting a lot more food,
money, etc, than you need
squeezed the life out of – (idiom)

forced someone to give you money
envy – (noun) the feeling of wanting
something that someone else has
year-on-year – (adj.) used to compare
financial results with those of the same
period in the previous year
struggle – (verb) find it hard
to do or achieve something

Hong Kong is well-known for having some of the
smallest and most expensive homes in the world.
However, ten "space capsule" units have just
come on the market in Sai Ying Pun, offering a total
of 24sq ft of living space for HK$5,100 a month.
The listing on a real estate platform says each
pod comes with a television, air-conditioning and a
memory foam mattress.
But despite such mod-cons, many netizens are
enraged, describing the capsule as a glorified
coffin and the landlord as unscrupulous.
The landlord, surnamed Wang, says in her
property listing that the space capsule has special
lights which "create the feeling of being in space".
When contacted, Ms Wang said they are
only subletting the "space capsules", which are
crammed into a 960-sq ft flat; and they are not
looking to make big profits but just to share the rent
with others.
If every bed is rented, however, Ms Wang will
be able to earn more than HK$51,000 in a month at
maximum.
A kitchen and a toilet will be shared among
the people living in the apartment.

Mr Wang also dismissed fire safety concerns,
saying: "The buildings department states that no
registration is required if fewer than 12 people live in
the same apartment."
"Space capsule" pods are not completely new. In
Japan, "space capsule" hotels are popular for travelers who want to reduce expenses on accommodation. However, this listing in Hong Kong requires a
minimum stay of one month.

on the market – (phrase) available to buy
mattress – (noun) the soft, comfortable
part of a bed that you lie on
mod-cons – (noun) the machines and
devices, such as washing machines and
fridges, that make the ordinary jobs in a
home easier
netizens – (noun) people who use the
internet
enraged – (verb) made someone very
angry
capsule – (noun) the part of a spacecraft
that people live in
glorified – (adj.) describes something in a
way that makes it sound better than it is
coffin – (noun) a box in which a dead
body is buried
unscrupulous – (adj.) behaving in a way
that is dishonest or unfair in order to get
what you want
subletting – (verb) allowing someone to
rent all or part of a house or other
building that you are renting from
someone else
crammed – (verb) completely full of
people or things
dismissed – (verb) refused to consider an
idea or opinion
concerns – (noun) a feeling of worry
about something, or the thing that is
worrying you

Example Document 2

Business Writing Skills

To:

Introduction
Giving and receiving bad news is an unhappy fact of
business life because it disappoints, irritates, and even
angers both the givers and the receivers. So, it must be
written carefully. The negative feelings associated with bad
news can be reduced if the reader knows the reasons for the
rejection, and the bad news is revealed with sensitivity.

The Direct Approach to
Giving Bad News

• The reader must accept the bad news.
• The good image of the writer/organisation must be
maintained; and
• The message must be clear so that future correspondence
on the matter is unnecessary.

This is an approach which states the bad news at the
beginning of the message. Starting with the bad news at
the beginning has the advantage of requiring the audience
to spend less time before reaching the main message.
Emails and office notices/circulars are often organized so
that the bad news comes before the reasons. Often in
business people expect internal correspondence to be brief
and direct, regardless of whether or not the news is positive
or negative. But you still need to use a tactful tone, to focus
on the reasons, and a courteous close.

Giving Bad News

Messages using the direct tone tend to communicate the
feeling that the writer is firm and strong, so they are often
most appropriate in situations where it is an email to a
subordinate or a colleague, rather than a superior. However,
the direct approach is appropriate if you know that your
boss prefers internal messages to get right to the point. It
is also appropriate if the message has little personal impact,
and if you want to make your point in an emphatic (strong)
way.
When you write a message using the direct plan, you can
use the following structure.
State the bad news in the first paragraph
State the bad news in the first paragraph, but don’t forget to
refer to the background so that the reader is orientated to
your message and then state the negative message in the
first paragraph. Make sure you give the background to the
negative message, state the problem clearly and politely.
You can say:
Thank you for your email yesterday regarding the
schedule drawn up by the working group committee on Health Protection. Although we will be able to
comply with most of the deadlines set, unfortunately
we may not be able to meet some of them.
Outline reasons supporting your negative message
Outline reasons supporting your negative message; cover
the more positive points first, then move to the less positive
ones. Provide enough detail for the audience to understand

The bad news:
Representatives of the seven top universities in the U.K. have
contacted me regarding their software renewals. They have
rejected our recent proposal and are insisting on a 20%
reduction in license pricing this year vs. last year.
Reasons supporting the negative message:
The proposal we submitted included a 10% increase. Historically, this is a fairly standard increase. We have enjoyed this large
increase and significant contribution to our bottom line every
year for the past six years. This is due to a number of factors:

Three Basic Goals in Communicating Bad News

The Direct Approach to Breaking Bad News

From:
Subject:

Mr. Raymond Autry, Executive Vice President,
Higher Education Sales
Mr. Mack Chen, Sales Rep, Higher Education Sales
20xx Software Renewals

•
•
your reasons. But be concise; a long, roundabout explanation may
make the audience impatient.
You can say:
In point 2 on your schedule you request that the Health
Protection Plan Guidelines should be completed and printed by
31 May 20xx. However due to some problems with our printers,
we will not be able to meet this deadline, but they have promised
to complete the job by 15 June. Also, in point 5 of your schedule
you request that the information is released on 5 June 20xx, but
due to staff leave we will not be able to release the guidelines
then. We suggest that they are released on 10 June instead.
End with a positive close
End with a positive close; after giving the reasons your job is to end the
message on a more upbeat note. You might propose a solution, outline
further action, or express the hope that the working relationship you
have enjoyed in the past will continue, if this is appropriate.

•

Inflation has been running a bit high, so the universities
accepted our need for the increase
Enrollments at the universities have been up which gave
them higher profits
Product enhancements have been extensive in each of the
last six years

This year, however, inflation is less than the historical average,
enrollment is down at most universities, and the preliminary
professional reviews of our new product have been unexciting.
Not one reviewer has noted any substantial improvement in
our newest version.
The positive close:
I believe we can negotiate an increase, rather than a
decrease, but it will be very small. I will ask our marketing staff
to enhance the descriptions of this year’s improvements and
contact each of the university representatives personally over
the next few days. We still have time to negotiate with them
before the August 31 license expiration date.

WRITING SKILLS TIPS
Focus on Content and Style

Example Document 1
Read through the email on the next page and notice that:
• The bad news about the request for a substantial price reduction is
stated clearly in the first paragraph.
• The second paragraph explains the reasons for the problem,
beginning with the more positive information about past proposals.
• This paragraph also gives some details as to the cause.
• Finally, the last paragraph not only ends with a positive message but
also gives several possible solutions to the problem
Subscribe to WETE
using LKEY80 coupon
code for an 80% Discount
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•
•
•
•
•
•
•

The bad news about the low registration is presented in the first
paragraph.
Also in the first paragraph, the writer gives sufficient detail to make
the problem very clear.
The second paragraph gives the reasons for the problem.
Notice how using ‘may’ and ‘might’ softens the message somewhat.
Also, notice that the writer makes suggestions by asking questions.
This is because she is writing to her boss and wants to be very polite.
The writer suggests several solutions to the problem in the second
paragraph.
Finally, closing positively, the writer uses the last paragraph to talk
about future events and gives a clear opinion about the solution to
the problem.
To:
From:
Subject:

joydrummond@artforall.com
beckyevans@artforall.com
Upcoming Amateur Art Exhibit

The bad news:
Registration for the Amateur Art Exhibit on June 30 is much
lower than we’d anticipated. Unfortunately, we have only ten
registrants with less than thirty exhibits. We have space to
show up to fifty pieces, so having only thirty pieces to exhibit
will make the exhibit hall seem empty. People may think the
admission price is too much for the limited number of pieces
available to view and purchase.
Reasons supporting the negative message:
Our criteria for accepting applicants this year was much stricter.
Do you think our decision to raise our standards this year might
have cost us many faithful exhibitors from previous shows?
Wouldn’t it be a good idea to take another look at our criteria
and be certain they’re not too strict?
At this point, we have several alternatives:

You can say:
I hope that these alternatives will be acceptable to you. This will
still give us ample time to circulate the Health Plan Guidelines in
February, and to prepare the report by 20 March.

Read the following email from the Special Exhibits Coordinator of the
Art for All art gallery to the President of the organization. Notice:

•
•

We can contact some of the better applicants we initially
rejected and ask them if they’re still interested.
We can borrow some art from the museum and exhibit
several pieces of museum quality art (not for sale, of course!)
We could postpone the show, but only as a last resort. This
would seriously restrict our operating budget for the rest of
the year.

Simple Language

•

Create reader-friendly content by avoiding adjectives, using the
active voice, and opting for commonly-known, shorter words.
Your aim is to communicate your point across as effortlessly and
as quickly as possible. Avoid "hidden verbs" by being conscious of
unnecessary nominalization; for example, instead of saying, "We’d
love to be of assistance" say instead, “We’d love to assist you.” The
second sentence is more effective and customer-friendly, because
it’s direct, efficient, and easy to understand.

The positive close:
For the sake of future shows, if we want to keep our entrance
requirements high, we had better borrow some museum pieces
rather than exhibiting mediocre quality art. Both our exhibitors
and attendees would enjoy seeing museum quality pieces as
well as the amateur exhibits.

Conciseness and Brevity
Business writing has to be succinct. Your audience doesn’t have
the luxury to browse through multiple report pages to get the
information they seek. Respect your recipients’ time; they should
be able to access important information easily. You can achieve
this when you:
•
•
•
•
•

Stick to your subject matter
Focus on facts
Aim for clarity and avoid confusion
Choose short words
Avoid unnecessary décor (adjectives and adverbs)

Key
Idiom
When you
put all your
eggs in one
basket, you
depend for
your success
on a single
person or
plan of action.

Language Focus: Accepting and
Declining Offers of Help

Speaking Skills

Phrases such as ‘would you like,’ and ‘do you need’ can be used to form offers of
help. Practice using the phrases:

Offering Help in the Workplace

Introduction
In the workplace, people often offer to do
things for others. It's important to know how
to make offers in different business situations.
It's also important to know how to respond to
offers in the right manner, using appropriate
language.
You should be able to offer help in a way that is
polite and friendly. You should also know how
to accept or decline an offer of help.
In offering, accepting or declining help, the
right tone is very important. What you say is
sometimes not as important as how you say it.
Tone adds a lot to the meaning of your words.
While the right tone can help you make positive business relationships, using the wrong
tone can offend others.

Situation 1

Situation 2

Elaine, a marketing executive at a telecommunications firm, needs
to leave work early one day. Her co-worker Jerry offers to help her.

George, a new employee at a graphics firm, is having trouble with a new
kind of software. Rachel, his manager, sees that he is having problems and
offers to help him.

Dialogue 1
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:
Jerry:
Elaine:

How are things with you, Elaine?
Fine, thanks, Jerry.
You look a little worried, if you don’t mind my saying.
Not at all. I’m just not feeling on top of things at the
moment.
I’m sorry to hear that. Is there anything I can help you with?
I’m not sure if you can. I need to leave work early to
day, and I can’t find anyone to take over my shift.
Well, I can easily do that. My shift ends in the
afternoon, and I don’t have any plans for the evening.
Oh, would you? That would be wonderful.
No problem. Just tell me what I need to do.
You just have to attend to the phone, and make one
follow-up call to a client, Ms Wong, about her policy.
I can certainly handle that. Do you have her details?
Yes, they’re in this file over here, and also in the
database.
Great. Don’t worry, I’ll handle it. It’s a policy renewal, I
presume?
Yes. She’s expecting a call in the evening, around
5 p.m. or so.
Consider it done. Anything else I should keep in mind?
One Mr McGregor may call about his premium – he’s in
two minds about whether to renew it.
Ah, one of those! Don’t worry, I can handle it.
Thanks so much for doing this, Jerry. I owe you one.
No problem. You can do the same for me if I need it!
Of course! Let me know any time if I can return the favour.

Dialogue 2
Rachel: Hi George. How’s it going with the new project?
George: To be honest, I’m a little lost. I haven’t quite got the hang of
this software yet.
Rachel: I know the feeling! It takes a bit of getting used to. Would
you like some help with it?
George: Yes, please. I’d really appreciate that.
Rachel: No problem. Can I help you with the design you’re working
on at the moment?
George: That would be great.
Rachel: Okay, let’s see what we have here. Where are you having
problems?
George: Well, one thing is that I can’t figure out how to save the file
in a different format.
Rachel: Oh, that’s easy once you know how to do it. Just use this
drop-down menu.
George: Oh, I see. It’s so simple.
Rachel: Isn’t it? And here’s the command for when you want to 		
open a new file in a different format.
George: Thanks Rachel, I think I’m getting the hang of this now.
Rachel: You’re welcome. Shall I ask someone else to help you with
the rest of the project?
George: Thanks, but I think I can manage it from here.
Rachel: Great. There’s a tutorial on using this software. I’ll give you
the DVD.
George: Sounds great. I’m sure that’ll be useful.
Rachel: It is. Do let me know if I can help with anything else.
George: I will. Thanks for your help!
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Would you like me to help you transcribe those files?
Would you like some assistance in finding the venue?
Do you need any help setting up the projector?
Do you need any help finding your way around?
‘If you don’t mind,’ ‘if you have time,’ ‘I’d appreciate it/that’ and ‘that would be great’
are polite phrases used to accept an offer of help.
The following mini-dialogues will show you how to use the phrase ‘that would be
great’ while accepting someone’s offer to help you.
Can I help you find those addresses?
Yes, please. That would be great.
Would you like me to arrange the interview?
Thank you. That would be great.
Do you need any help using the program?
Yes, that would be great.
Here are some ways to use the phrases ‘if you don’t mind’ ‘I’d appreciate it/that’ and ‘if
you have the time’ while accepting someone’s offer to help:
Shall I give you a hand with that?
Yes, please. If you don’t mind.
Would you like me to keep an eye on your staff while you’re out?
Yes, I would. If you don’t mind.
Would you like me to give you a lift to the station?
Thank you. If you have time.
Shall I show you how to do it after work?
Yes, please. If you have time.
Can I assist you filling in the form?
Thanks. I’d appreciate that.
Do you need any help using the new accounting software?
Yes. I’d really appreciate some help.
When you decline an offer of help, be a polite as possible. Don’t simply say ‘No’ or ‘No,
I don’t.’
When declining help, use phrases such as ‘That's okay. I can do it,’ ‘No, thanks. I have
everything under control,’ and ‘Thanks for the offer, but I can manage on my own.’
Read these mini-dialogues.
Shall I take these cheques to the bank for you?
No, thanks. I’m just going there now actually.
Do you need a lift to the station?
Thanks for the offer, but Jimmy’s taking me there.
Would you like any help with the design work?
Thanks very much, but I don’t really need any help with this.
Shall I send over my assistant to help you with this?
I really appreciate the offer, but I can handle it.

KEY EXPRESSIONS
Making Offers
Can I…?
Shall I…?
Would you like me to…?
Can I help you?
Shall I post these letters for you?
Would you like another coffee?
Would you like me to answer your calls while you’re out?
Using Modal Verbs to Offer Help
Could I be of any help here?
Would you like some help with that?
Shall I help you with this?
Do you need any help?
Can I be of some use here?
Will it help if I…?
Would you like me to do that for you?
Accepting an Offer of Help
Yes, please. I'd like to know...
Yes, please. That would be very kind of you.
Yes, please. That would be great.
Yes, please. If you wouldn't mind.
Yes, I would. If you have time.
Yes, that would be very kind of you.
Thanks very much. I’d really appreciate the help.
Thanks. I appreciate the offer.
That would be great, thank you.
Would you? That would be great.
Declining an Offer of Help
That's okay. I can do it.
No, thanks. I have everything under control.
Thanks for the offer, but I can manage on my own.
Thanks very much, but I don’t really need any help on this.
I really appreciate the offer, but I can handle this.
Responding to Thanks
You’re welcome.
Not at all.
No problem.
Don’t mention it.
It’s my pleasure.

An English teacher wrote these words on the
whiteboard: "woman without her man is
nothing". The teacher then asked the students to
punctuate the words correctly.

English
Around
the
World

The men wrote: "Woman, without her man, is
nothing."
The women wrote: "Woman! Without her, man is
nothing."
Two men were talking in a bar. One said,
"My problem is I do not like my mother-in-law but she lives with us. Yesterday,
I tried to solve my problem. I went to my local pub and I drank too much. I
forgot my problems. But when I returned home - there were two mothers-inlaw waiting."

This month we spoke to Hakim Mohamed who manages a hotel in
Riyadh, Saudi Arabia, for an international hotel chain.

A stockbroker went to hospital and had an operation. When it was over, he was
part asleep, part awake.

"I started working at this hotel many years ago as a bell boy. When I first started, I was only 17 and I had left school so that I could help support my family. I
had no English schooling at all, so even learning basics like “Hello” or counting
to ten was new to me! I remember the first time a guest – a Singaporean business man – spoke to me in English. I couldn’t even say “Excuse me!” to him! After
that, I decided that if I wanted to have a successful career, English would be
very important for me. So then I began to work hard: listening to foreign guests
very carefully and learn as many phrases and new vocabulary as I could. I only
practiced at work but slowly my English began to improve.

BUSINESS MANDARIN

Now that I am the manager, I use English every day. In some ways, in fact, I use
English more than Arabic! Unfortunately, I am expected to write often in English
and I find this very difficult. It’s hard to know what kinds of words and phrases
are OK in conversation but are not OK in writing. And grammar has always
been a challenge for me! Recently, my company sent me on a business writing
course. It was so difficult! I worked all day at the hotel, then traveled by bus to
the other side of the city to my English class for two hours every night. It helped,
all that writing, and my teacher was very patient with me. But I still find writing
in English a challenge. Even now, when I have to write an email, it takes a long
time because I'm afraid of making mistakes. I usually write my thoughts out in
Arabic first, then translate into English. I know this isn’t a very good way to do it,
but it takes too long if I don’t write the words in my own language beforehand.
Once I get the English down, I then have to read over the email several times to
try and make sure that it’s as clear as it can be. I don’t worry too much about the
grammar because if I did, I would never finish writing anything!

The nurse measured his temperature. The patient heard her say,
"98.4 doctor."
"Good," said the stockbroker patient, half-asleep. "At 100, you must sell."
Peter: What a strange pair of socks you’re wearing; one is green and the other
is blue!
David: Yes it is really strange. I’ve got another pair at home that are exactly
the same.

Business English Apps
One LinGo (itunes . google play . free)
http://www.globalenglish.com/solutions/consumer/lingo_download

With this app you can learn new words and phrases and listen
to them spoken with different accents. It also includes
flashcards and business email templates.
The Economist (itunes . google play . free)
http://www.economist.com/digital

The app includes articles selected by the editor that are free to
read, even if you are not a subscriber. Audio will help with your
listening comprehension. Listen and read at the same time.

Corporate Training

Other Languages

• 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

• 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

Could you show me how to use the word "likely"? Does it mean
"probable"?

Likely is most often used as an adjective, and yes it means probable,
(opposites unlikely / improbable). If something is likely, it is probably
going to happen: The most likely cause of the fire was an unextinguished cigarette. Here’s another example: The most likely outcome to
the investigation is he will be found negligent.
With the modifiers most, quite or very, likely is also sometimes used as
an adverb, meaning most probably: They’ll quite likely ask you
questions about your past jobs during the interview.

Q
A

Should the noun immediately before a verb determine if the verb
is singular or plural?

Usually, but not if the noun is not the subject of the sentence. It is the
subject alone that determines whether or not the verb is singular or
plural.
Errors are often made when the subject and verb are separated by a few
words. Here, nouns placed immediately before verbs are often mistaken
for subjects. For example: Each of the companies listed on the files
have filed for bankruptcy. The verb in this sentence should be singular
to agree with the subject each, not files: Each of the companies listed
on the files has filed for bankruptcy.
Here’s another example of incorrect agreement: All our products,
particularly the electronics line, was successful last year. The subject
in this sentence is products, not line, so the verb should be plural: All our
products, particularly the electronics line, were successful last year.

One-on-One
Executive Training

CANTONESE • JAPANESE • KOREAN
FRENCH • SPANISH • GERMAN

Q
A

I asked a friend if the test was hard and he said it was "a piece of
cake." What does this strange expression mean?

Yes, it is a strange-sounding idiom, yet it is also a very common one.
If something is a piece of cake, it is very easy. So, your friend clearly
had no difficulties with his test. Here's another example: "Did you have
any problems finding our office?" "None at all. It was a piece of cake."

Q
A

Could you tell me when the following expression is used? "We
have until the 29th."

This phrase means that we have the period of time between now
and the 29th of this month to do something. In other words, if we are
in the month of October, something must be done between now and
the 29th of October: the 29th is the deadline for completing something.

Q
A

Can you explain when we can use “always” with the present
continuous?

One of the first rules you learn in English is that you use always with
the present simple.

For example: I always catch the 8.00 train. And: We always watch 'The
Film Review Program' on Wednesday evenings.
However, look at these examples: You’re always complaining about
things. She’s always missing the train because she can't wake up
early. I’m always making typing mistakes. You’ll notice that the
present continuous tense is used with always to show criticism of
regular actions.

Using Question Tags
Tag questions are small questions added to
the end of a statement, for example:

In-House Business Mandarin Training

Small Group and Executive 1:1 Mandarin Training

Q
A

You've finished that report, haven't you?

Gaining Agreement
Make a strong statement and add a tag
question:

Here are a range of tag questions:
..., won't you?
..., can't you?
..., shouldn't you?
..., don't they?
..., isn't it?
..., haven't they?
..., hasn't there?

They will finish, won't they?
I am the best person for the job, aren't I?
This is the best way to do it, isn't it?
She's the best person for the job, isn't she?
There aren't enough seats, are there?
We should buy this equipment as soon as
possible, shouldn't we?

• The first element contains a verb, often 'to
be' or 'to do', and is often a repetition of
the verb used in the statement.
• The verb is made negative, in the short form.
• The second element is a pronoun.

Gaining Compliance

We use tag questions to emphasize and
encourage the other person to agree with
you. They turn a strong statement into a
question that is difficult to disagree with.

You won't let me know, will you?
You will come to the dance, won't you?
You can do this today, can't you?
You can't force him to do it, can you?

Start with what you want the other person
to do, and then end with a tag such as
'won't you' or 'can't you'.

Executive
Coaching
Tailor-made individual or
small-group programs designed with
the needs of senior managers and
executives in mind.
 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.
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For further information, call
Lachlan Robertson on 2893 6124.
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