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Dear Readers

Welcome to the Spring edition of The Language Key magazine. 

Our popular English for HR Training Seminar has just been 
announced and is now open for registration. It will be held on 19th 
May in Causeway Bay, and runs from 2 to 5pm.

The aim of the seminar is to promote the five core elements of 
Business English Writing.  As HR / L&D professionals communicate 
with a wide range of people and organizations, clear and concise 
writing skills are essential. 

This seminar offers a chance to explore and practice key Business 
English writing skills such as style, tone, modern English, functional 
language, colloquial phrases and common errors. The short 
interactive seminar will help to refine and enhance your writing skills.

Lachlan Robertson, our Training Director, and Tom Crawford, our 
Senior Trainer, will be jointly delivering the seminar. Also in 
attendance will be Fion Lee, our new Client Relationship Manager, 
who will give a short talk on how we can streamline 
workshop and course logistics. 

The seminar is a great chance to meet, interact 
and socialise with our trainers and other HR / L&D 
professionals in Hong Kong. It will also give 
participants the opportunity to see first-hand 
Language Key's training methodology. And of 
course, you'll be able to brush up on your writing 
skills for the workplace at the same time.

Due to the venue size, participants will 
be limited to 30, with a maximum of 2 
participants from each company. 

The seminar is free to attend, so 
please contact Fion Lee to reserve 
your place today. 

Rebecca Williams
Editor – The Language Key

Welcome Back!
to enhancing your business English 
and communication skills.......
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Top marks – (phrase) the highest test or 
examination grades
rigorous – (adj.) careful to look at or 
consider every part of something to 
make sure it is correct or safe
desperate – (adj.) needing or wanting 
something very much

     The first woman elected to lead Hong Kong has promised to 
repair divisions with a public demanding more democracy and 

less influence from China.
     Carrie Lam, 59, was backed by the Chinese government and 
was the favorite to win. 
     Hong Kong's Election Committee picked Mrs Lam to replace 
unpopular leader CY Leung, who will step down in July. 
     Mrs Lam, a long-time civil servant, is nicknamed "the 
nanny" because of her background running a number of 
government projects.
     Mrs Lam, who comes from a working-class background, 
joined the civil service in 1980 after graduating from the 
University of Hong Kong. 
     After jobs dealing with housing and social welfare, she 
served as the city's secretary for development before moving 
into Hong Kong's number two role, chief secretary, in 2012. 

     She was not the popular candidate to replace Mr Leung - 
rival John Tsang scored far better in opinion polls - but was 
favoured by the election committee. 
     There were many reports of Beijing lobbying for her and, a 

few days before the election, Hong Kong's richest man, Li Ka-
shing, appeared to endorse her. 

     Mrs Lam's first proposal was a two-level tax system which 
would result in a tax reduction from 16.5 per cent to 10 per cent for 

firms with an annual profit of less than HK$2 million.

divisions – (noun) disagreements between 
people about something
democracy – (noun) a system of govern-
ment in which people elect their leaders
Influence – (noun) power to affect how 
something develops
backed – (verb) given support by someone 
or something
unpopular – (adj.) disliked by most people
step down – (phrasal verb) withdraw or 
resign from an important position or office
civil service – (noun phrase) the govern-
ment departments of a country and the 
people who work in them
social welfare – (noun phrase) services 
provided by the government or private 
organizations to help poor, ill, or old people
rival – (noun) someone who is competing 
against another person
opinion polls – (noun phrase) occasions 
when people are asked questions to 
discover what they think about a subject
favoured – (verb) preferred
lobbying – (gerund) trying to persuade an 
official body to do something  
endorse – (verb) say publicly that you 
support a person or action

Top marks are often not enough to get you into a good university 
these days. In Hong Kong, it can be even harder, with rigorous testing 
required even at kindergarten level.

Parents desperate not to let their children fall behind can often 
get lost in cyberspace, as they search for the best schools, classes and 
extracurricular activities.

Enter Whizpa, a website that will catalogue education providers 
in Hong Kong and allow parents to rate and review schools, athletics 
centres, art facilities, tutoring classes, even summer camps.

“Education in Hong Kong is clearly big business – there are tonnes 
of providers out there, and as a parent, it’s almost impossible to know 
every one of them,” says Whizpa founder Jennifer Chin, a mother of 
three. “I just felt it was very stressful, trying to google every single 
centre in Hong Kong.”

To be launched in late May or June, Whizpa parents will be able to 
contribute reviews to the site and access existing reviews.

HK Mum to Launch Tripadvisor-for-Schools Website

fall behind – (idiom) not do some-
thing as well as others and as well as 
expected
extracurricular – (adj.) describes an 
activity or subject that is not part of the 
usual school
catalogue – (verb) a complete list of 
items, typically one in alphabetical or 

other systematic order
rate – (verb) judge the quality or ability 
of someone or something
tonnes of – (phrase) a lot of something
stressful – (adj.) making you worried 
and not able to relax
launched – (verb) If a company 
launches a product or service, it makes 

it available for the first time
contribute – (verb) write articles, 
reviews, etc. for a newspaper, magazine, 
book or website
existing – (adj.) in operation or use at 
the present time
category – (noun) a group of 
people or similar things 

Hong Kong’s richest man thinks that the contin-
ued price increases in the world’s most expensive 
housing market could last for another two years as 
growing demand outweighs government curbs to 
cool the market.

"I cannot see how property prices would fall 
in the coming one to two years," Li Ka-shing, the 
88-year-old head of Cheung Kong Property Hold-
ings Ltd. and CK Hutchison Holdings Ltd., said 
during his annual earnings press conference. "The 
force from buyers is very strong."

The home property market has given a head-
ache to Hong Kong’s leaders and created rising 
discontent among the city’s residents. After a brief 
fall in 2016, home prices have jumped 17 per cent in 
the past year and have now reached record levels. 

In November the government imposed higher 
stamp duties on properties bought by all but 
first-time local buyers to try to cool prices. The curbs 
have done little to reduce demand, with buyers 
flocking to newly built units attracted by rebates 
and discounts from developers.

Hong Kong-leader elect Carrie Lam has said she 
is "very determined" to tackle the city's housing 

problem by increasing land supply when she  
becomes chief executive later this year.

Li’s fortune has stayed resilient as Hong Kong’s 
robust property market boosted stocks of listed 
developers. His wealth has risen by $2.1 billion this 
year to $30.7 billion, ranking him third in Asia.

Home Property Prices will Continue to Rise 
outweighs – (verb) is greater or more 
important than something else
curbs – (noun) things that limit or control 
something else
cool – (verb) take the enthusiasm or 
energy out of something
press conference – (noun phrase) a 
meeting at which a person or organi-
zation makes a public statement and 
reporters can ask questions
discontent – (noun) a feeling of wanting 
better treatment or an improved situation
imposed – (verb) officially forced a rule, 
tax, punishment, etc. to be obeyed or 
received
stamp duties – (noun phrase) taxes that 
you pay when you buy a house, apart-
ment, etc., or when you buy shares
flocking to – (phrasal verb) (people) go-
ing somewhere or joining something in 
large numbers
rebates – (noun) money returned to you, 
especially by the government, for exam-
ple when you have paid too much tax
determined – (adj.) wanting so much to do 
something that you keep trying very hard
tackle – (verb) try to stop a problem
resilient – (adj.) able to quickly return to 
a previous good condition
robust – (adj.) (of an object or system) 
strong and unlikely to break or fail

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.

1. How would you ________ Amy’s performance over the past month?
2. Growth figures show that the country’s economy is still fairly ________.
3. Gymnastics is just one of my daughter’s after-school ________ activities.
4. People like to ________ the islands at the weekend to escape the city.
5. If you live alone in your apartment you may apply for a 25% ________ on  

 your local taxes.
6. The government has introduced a number of ________ policies over the  

 past year to reduce inflation.
7. Do you know how many people work for the ________ in Hong Kong?
8. William is ________ to win the top salesperson’s award this month.
9. ________ is an important way for governments to raise revenue.
10. The Language Key was ________ in 1994 so it’s been in business for 23 years!
11. Can ________ always be relied on to correctly predict election results?
12. The more governments spend on ________, the higher income tax will be.
13. The CEO announced that she would be ________ at the end of the year.
14. At the ________ last night, President Trump stated that he would defeat the  

 terrorists within six months.

1. rate
2. resilient
3. extracurricular
4. flock to
5. rebate
6. unpopular
7. civil service
8. determined
9. Stamp duty
10. launched
11. opinion polls
12. social welfare
13. step down
14. press conference
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EclipseCrossword.com

Across:
2. The machines undergo ________ testing before they   
 are sold.
4. This offer is not available to ________ customers.
6. The drug companies have a lot of ________ on doctors.
7. The benefits of this treatment far ________ the risks.
8. Coca Cola's biggest ________ is Pepsi.

Down:
1. A number of big companies ________ millions of 
 dollars to Donald Trump's election fund.
3. Which job do you think would be more ________:   
 stockbroker or librarian?
4. The proposal was ________ by the board of directors.
5. Personally, I __________ Jenny over John for the 
 position of Assistant HR Manager.

Vocabulary Test

ANSWERS:
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EclipseCrossword.com

Already, its database has more than 1,500 listings of learning 
centres, which can be searched based on age range, location, 
price and category.

It’s a model similar to OpenRice, a review site for dining in 
Hong Kong, or TripAdvisor, a platform for reviews of hotels.
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Usage Tips for Linking
Words and Phrases
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Because / Since / As

Because, since and as, which all mean the same thing, can be used at the 
beginning or in the middle of a sentence. For example: 

Because/Since/As it was raining, the match was postponed. 
We believe in incentive schemes, because/since/as we need to 
encourage our employees to be more productive.

Therefore / So / Consequently

Therefore, so, consequently and as a result are all used in a similar way.  
For example: 

The company is expanding. Therefore/So/Consequently/As a 
result, it is hiring extra staff. 

So is more informal. 

But / However

But is more informal than however. But is a conjunction and joins two 
contrasting sentences together. However, also shows contrast but shows 
this between two full clauses. For example: 

He works hard, but he doesn’t earn much. 
He works hard; however, he doesn’t earn much.

Despite / In spite of

Despite and in spite of are used in the same way as due to and owing 
to.  They must be followed by a noun or noun phrase.  If you want to 
follow them with a clause, you must follow with the words the fact that.  
For example: 

In spite of the funding shortage, the project was a complete success.
Despite the fact that the company was doing badly, they recruited 
additional staff.

Common Errors with Linking
Words and Phrases

In business writing you should avoid writing in long sentences. Long sentences may often contain several different ideas and their complexity 
may confuse the reader. However, that is not to say that you should always write in short sentences. Once again, add a little variety to your 
writing by varying the length of your sentences. Keep your sentence length within the range of 7 - 25 words. You can use linking words to join 
two sentences together or link ideas within the same sentence to help control the sentence length.

Now lets look at some extracts from documents. The extracts in the left-hand column lack linking words and phrases and have a low readability 
score. They are difficult to read because the reader is unable to follow the writer’s line of thought. Linking words and phrases have been used in 
the rewrites in the middle and right-hand columns to vary the sentence length, and  connect ideas within and between sentences.

UNCLEAR 
(ideas not linked)

CLEAR 
(ideas linked)

CLEAR 
(ideas linked)

I am now completing the final  
arrangements for the week. I would 
be grateful if you could confirm that 
the proposed time on Monday is 
convenient for you. I would appreci-
ate receiving any comments you may 
have on the programme by Friday of 
this week.

I am now completing the final arrange-
ments for the week. Therefore, I would 
be grateful if you could confirm that the 
proposed time on Monday is convenient 
for you. In addition, I would appreci-
ate receiving any comments you may 
have on the programme by Friday of this 
week.

I am now completing the final arrange-
ments for the week. As a result, I would 
be grateful if you could confirm that the 
proposed time on Monday is convenient 
for you, and I would appreciate receiv-
ing any comments you may have on the 
programme by Friday of this week.

I know how hard you worked on the 
Merrylux report. I’d like you to go 
over it for me once more. It will be 
distributed to all the board members 
tomorrow. It must be as good as it 
can be. Please check the figures 
again today.

I know how hard you worked on the 
Merrylux report, but I’d like you to go 
over it for me once more. It will be  
distributed to all the board members 
tomorrow, and it must be as good as it 
can be. Therefore, please check the 
figures again today.

I know how hard you worked on the  
Merrylux report. However, I’d like you 
to go over it for me once more, as it will 
be distributed to all the board members 
tomorrow. Please check the figures again 
today because it must be as good as it 
can be.

I am employed at present. I would 
welcome the chance to work for your 
company. I am very interested in the 
field in which TECHPRODUCTS plc 
works.

Although I am employed at present, I 
would welcome the chance to work for 
your company, because I am very  
interested in the field in which  
TECHPRODUCTS plc works.

Because of my interest in the field in 
which your company works, I would wel-
come the chance to work for  
TECHPRODUCTS plc. However, I am 
employed at present.

You have been unable to find this 
product. This model has been  
discontinued. We replaced it with the 
JK866 which offers the same fine 
quality that our customers have come 
to expect. It is considerably less 
expensive.

You have been unable to find this 
product because this model has been 
discontinued. We replaced it with the 
JK866, which offers the same fine 
quality that our customers have come 
to expect, but it is considerably less 
expensive.

This product has been discontinued. As 
a result, you have been unable to find 
this model. We replaced it with the JK866, 
which offers the same fine quality that our 
customers have come to expect.  
However, it is considerably less  
expensive. 

NOTE: Notice how the sentence structure is determined by the type of linking word or phrase used, i.e. whether it is linking the ideas within a sentence 
or between sentences, or whether it is just a phrase linker. Pay particular attention to the punctuation used.

Improving Text Readability Using Linking Words and Phrases

Did the writer make a mistake?

Our advertising budget has increased over the last 
quarter. However, sales have not increased.

By adding the adverb however, the writer clearly shows that the two 
sentences are intended to be opposing.

Using Double Conjunctions

The following type of error is very common:

Although I visited the office, but I did not meet the 
Sales Manager.
Since Mr Ng was absent, so the meeting was postponed.

Only one conjunction is needed to join two clauses within a sentence. 
You can choose either one.

Although I visited the office, I did not meet the Sales 
Manager.
I visited the office, but I did not meet the Sales Manager              

Since Mr Stevenson was absent, the meeting was postponed. 
Mr Stevenson was absent so the meeting was postponed.

Notice the punctuation of the above sentences: when you use the 
conjunction at the beginning of the sentence, you should separate the 
two clauses with a comma. (some writers use a comma before the mid-
sentence but and so as well, but this is not really necessary unless the 
first clause is very long).

Incomplete Sentences

When you joined this company.  It was very small.
He asked for a modem to be added to his computer 
terminal. In order to ease the collection of his data.

When you use a conjunction, you need two clauses.  A conjunction 
should not be used with just one clause. You should either omit the 
conjunction or join the clause with another:

When you joined this company, it was very small.
He asked for a modem to be added to his computer 
terminal, in order to ease the collection of his data.

Linking words and phrases include conjunctions (and, but, because, 
although, etc.), certain adverbs (however, therefore, etc.), adverbs like 
when and where which can be used as conjunctions, and prepositional 
phrases (in addition to ...., because of .....).

These words show how two or more words are linked, but they are used 
in different ways. Here, we will look at some of the most common errors 
which writers make when they are using linking words and phrases.

Missing Links within a Sentence

One common error is to omit a conjunction. A conjunction connects two 
or more clauses or words. Here are some examples.

We manufacture floppy disks, VCR tapes.
We manufacture floppy disks and VCR tapes.

Missing Links between Sentences

Another common error is to leave out linking words (usually certain 
adverbs) that connect two sentences. This is not an error of grammar, but 
an error of style. Look at the two sentences below.

Our advertising budget has increased over the last quarter. 
We have placed ads in all the major local newspapers.

There is no linking word between these two sentences.   This is accept-
able, because the second sentence follows logically from the first, and the 
ideas follow on. Now look at these two sentences.

Our advertising budget has increased over the last quarter. 
Sales have not increased.

These two sentences seem strange together.  There is no connective, but 
the ideas do not follow logically.  In fact, they seem to oppose each other.  

Due to / Owing to / Because of / As a Result of

Due to, because of, as a result of and owing to must be 
followed by a noun or noun phrase. Owing to, unlike because 
of, as a result of and due to, is generally followed by some-
thing negative. For example: 

Due to increased demand, we cannot supply all items. 
Owing to the company's poor performance, bonuses are 
cancelled this year.
Because of changes to the computer system, everyone 
now needs to log in.

If you want to follow due to and owing to with a clause, you 
must follow the words with the fact that. For example: 

Due to the fact that demand has increased, we are 
unable to supply all items.
Owing to the fact that the workers have gone on strike, 
the company has been unable to fulfill all its orders.
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Anticipating Questions 

Think of the questions you might be asked in advance. If you know 
your topic and your audience, it’s easy to anticipate what your 
audience will want to know and what you will tell them.

Make a list of questions. Answers to the most important things 
need to be included in your presentation.  More specific and de-
tailed answers can be saved for the Q&A part of your presentation.

For example, you might be talking about a problem. The most 
common question that comes to mind probably is, ‘What needs to 
be done to resolve the problem?’ 

If you are presenting a new project, obvious questions from your 
audience might be: 'What is the cost?' 'Who will be responsible?' 
'How long will it take? 'Is there a deadline?' 'Will we get support?' 
'What could go wrong?' 'What are the alternatives?' If you don't 
have the answers to all the obvious questions, your audience may 
lose faith or confidence in your project. You need to do what you 
can in order to convince them that your project is right.

You should also anticipate other types of questions. Some of your 
audience may focus on weaknesses in your presentation: small 
details, current problems within the company, shortcomings of 
your project, etc. Don’t panic and don’t try to hide the truth. Being 
honest is very important. All you can do is try to soften the 
negative and present it in a more positive way. Be ready for such 
questions and learn how to present your answers positively.

Dealing with Interruptions

Sometimes your audience will ask questions during your presenta-
tion, even if you have asked them to wait until the Q&A session. 

Whereas some questions can and should be answered at the time

Introduction

Very often presenters are afraid of their
audience to ask questions and fall into a
defensive, suspicious position when the
presentation comes to question time.

They forget one simple truth: your audience 
is not your enemy. Moreover, if you want 
them to follow your objective, you should 
try to be friends with them and help them. 

If your objective is for example to convince 
them to buy your product, after the pres-
entation they will consider doing so if they 
have all their questions answered. 

In this article we will talk about how to deal 
with questions and how to anticipate and 
prepare for them in advance.

• With a large or noisy audience, it allows the other participants to hear the 
question again.
• Finally, it gives you the chance to change the tone of the question, e.g. by 
making it less aggressive or negative.

Here are some useful phrases to introduce rephrased questions:

 I see. So, what you’re asking is: ...
 If I understand you correctly, you want to know ...
 OK, let me just repeat your question so everybody can hear it.
 If I could just rephrase your question ...

Answering Difficult Questions

The difficult questions then arrive, one after another – questions that you are 
not prepared for, don’t have the answers to, are not completely clear as to 
what they mean, etc. It has happened to us of all in one form or another, and 
is perfectly normal to presenters of all experience levels. What helps separate 
good presenters from “not so good” presenters is the ability in handling diffi-
cult questions professionally and effectively. Here are some quick tips to help.

	Thank the person for their question:

  Thank you for your question.
  That is a really good question and I am glad you asked it.

	Clarify that you understand the question if necessary (or to buy some  
 time to come up with a good answer):

  So, if I understand you correctly, you are asking me if we…….
  Just to make sure I give you the correct answer, are you saying that…

	Answer with one of the 3 options depending on the question: 

	  Admit that you don’t know the answer and turn it over to the 
  audience to help.

   I’m afraid that isn’t my area of expertise, but I am sure someone  
   else here may know the answer to that.
   Can anyone help answer that question?

	  Admit that someone you work with would be better suited to answer  
  that, and you will consult with them and get back to the person.

   Unfortunately I don’t have the answer for that now, but I have a  
   colleague that can answer that question.  Can we meet after the 
   presentation and exchange contact details?  I will then ask him  
   and get you the answer right away.

	  You need more information on the question, it is a private question,  
  or you don’t have the time to answer it in front of the whole 
  audience.  Ask to meet later.  

   I think it would be better if I got a little more information from  
   you to help answer that question.  Can we meet after the 
   presentation at lunch?  I would be happy to get you more 
   information then.

Concluding the Presentation
In conclusion, my recommendations are... 
I therefore suggest/propose/recommend the following strategy.
I'm going to conclude by... saying that/inviting you to.....
To conclude, let me... leave you with this thought/invite you to...
I'd like to conclude by (verb+ing) ...
I'd like to finish by (verb+ing) ...

Thanking the Audience 
Thank you very much for your attention.
I think that's about it. I'd like to thank you all for coming.
Thank you all very much for taking the time to listen to ....

Inviting Questions
Now, if you have any questions, I'd be happy to answer them. 
Are there any questions?
If anyone has any questions, I’d be happy to answer them.
Do you have any questions? 
Finally, I'll be happy to answer your questions.   
Does anyone else have a question?

Commenting on a Question
That's a very interesting question.
That’s a good point.
I’m glad you asked that question.
I get asked that question a lot.
Thanks for your question. That’s a good point.
I'd like to pass that question on to Maria.
I think it would be best for Maria to answer that question.

Repeating Questions Back
Let me see if I have that right. You’d like to know if…
Bob’s asked an important question. He wants to know…
Did everyone hear that question? Melissa asked if…

Checking You’ve Answered a Question
Does that answer your question?
I hope that answers your question.
Does that clarify your concerns?
Is that the kind of information you were looking for?

When You Can’t Answer a Question
I’m afraid I’m not familiar with that
That’s outside my area of expertise, but you could check with…
I’m sorry, but I can’t answer that. I’ll try to find out for you.

When No one Asks a Question
One question that often comes up is…
A question I’m often asked is…
An important question in this context is…

KEY EXPRESSIONS

of asking (for example, when a participant hasn’t understood some-
thing you’ve said). However, you might prefer to postpone unwel-
come questions or comments until the Q&A session at the end.

If you don’t mind, I’ll deal with this question later.
Can we get back to that a bit later?
Would you mind waiting with your questions until the 
question and answer session at the end?

After answering questions, especially those requiring longer 
answers, it is sometimes necessary to remind the audience about 
what you were talking about before the interruption.

Before we continue, let me briefly summarize the points we 
were discussing.
So, back to what I was saying about ...

Asking for Clarification

Ask for clarification or repetition if you didn’t hear or understand a 
question. Use phrases such as:

Sorry, I’m not sure I understand your question. 
Could you repeat your question?
I’m afraid I didn’t quite catch (the last part of ) your question.
I’m afraid I don’t quite understand your question.
If I have understood you correctly, you mean ... Is that right?
Are you asking if ...?
Do you mean ...? 

Rephrase Questions in your Own Words

This is a useful, often-used technique because:

• You can make sure that you understand a question.
• It will give you some time to think about your answer.



Business English Apps  

Many western companies are now outsourcing much of their cus-
tomer service work to places like India and the Philippines where the 
workforce has a good overall standard of English. We spoke to Jayan-
tibhai 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. 

"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 on 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 conducted after office hours. The 
company is clearly very keen to improve our knowledge in this area in particular. 
 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 too formally in an old-fashioned way but I think this is just the way 
English is spoken in India. The way we speak is the way we've done for the past 
100 years - the language hasn't evolved as quickly as it has in the UK or the US. 
 My boss is great, though. He is a 35-year-old American and he has helped 
me a lot with my English, trying to make it seem more natural and informal. He 
even taught a class for several of us last year that really helped."

Business English (itunes . free)
http://www.examenglish.com/mobile/business_english_mobile_app.htm 
Users can listen to business conversations and read business texts. 
The app includes grammar and vocabulary interactive practice 
exercises with a scoring system to check your progress.

Travel English (itunes . google . free)
http://redriverpress.com/apps.php
English is the international language of travelers. This app is a 
mini-English course for any traveler. It includes 16 lessons focusing 
on various travel subjects.

Tailor-made individual or 
small-group programs designed with 

the needs of senior managers and 
executives in mind.

 

Executive 
Coaching

For further information, call  
Lachlan Robertson on 2893 6124.

www.languagekey.com

  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.

QCan you explain the meaning of: ‘He said he would stay with her 
until she got the hang of operating the machine’? 

AThe idiom to get the hang of something means to understand how 
to do something. In your example the man is saying he will stay with 

the woman until she understands how the machine works. Now, if you 
are having trouble understanding this I’ll offer various explanations until 
you get the hang of what I’m saying.

QWhat is the difference in meaning between the verbs “think”, 
“feel”, and “believe”? 

AContrary to what many writers seem to think, these three words can-
not be used interchangeably!

Think is used for expressing an opinion: Tom thinks that his best 
customer will renew the current supply contract.

Feel is used with regard to the sense of touch or a person’s health or 
emotional state: She feels good today. And: I feel uncomfortable 
about the deal.

Believe is much stronger than think and refers to a person’s deeper 
convictions: Mr Wong believes that now is the right time to expand.

QShould we use the pronouns “that” or “which” to introduce a 
dependent clause? 

AEven experienced writers get confused over which of these two rela-
tive pronouns is preferable for introducing a dependent clause. The 

answer is quite simple: it comes down to whether the dependent clause

  

(the words following that or which) is ‘essential’ or ‘non-essential’.

In other words, does the dependent clause provide essential information 
to what goes before it (is it needed to make the meaning clear?), or just 
additional information?

Here are some (non-essential) examples: The businessman travelled 
once a month to Rome, which was a real pleasure. And: The manager 
read through the annual report, which was very poorly written.

Now, here are a couple of (essential) examples: The party that the 
Director gave in honour of the visiting guest had to be rescheduled. 
And: The contract negotiations that were started last month have 
begun to run into trouble.

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

AYes, 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."

QCould you explain the meaning of the idiom “pay through the 
nose”? 

AThis informal spoken English expression means to pay too much for 
something. For example: He had to pay through the nose to get 

some tickets for the Rolling Stones concert held last night. 

Business Email Writing Tips!

RELEVANT     EFFECTIVE     FLEXIBLEs s

Teacher: Tell me a sentence that starts with an 
"I".
Student: I is the...
Teacher: Stop! Never put 'is' after an "I". Always 
put 'am' after an "I".
Student: OK. I am the ninth letter of the alphabet. 

A man placed an ad in the classifieds: "Wife 
wanted."

The next day he received a hundred letters. They all said the same thing: "You 
can have mine."

An artist asked the gallery owner if anyone had been interested in his pictures 
which were in the gallery.

”I have good news and bad news,” the owner replied. “The good news is that 
a gentleman asked about your work and wondered if it would become more 
expensive after you die. When I told him it would, he bought all 15 of your 
paintings.”

”That’s wonderful!!” the artist exclaimed. “What’s the bad news?”

”The man who bought your paintings was your doctor.” 

Just after the maid had been fired, she took out 10 dollars and gave it to the 
family dog, Rover.

When her boss asked her why, she replied, “I never forget a friend. That was for 
helping me to clean the dishes all the time I worked here!”

English
Around
the 
World

Date:  19 May 2017
Time:  2 - 5pm
Place: HKMA, Causeway Bay

Seminar Information

Speakers
Lachlan Robertson
Tom Crawford

Agenda
13:30 – 14:00 Registration
14:00 – 15:00 Seminar
15:00 – 15:30 Refreshments
16:30 – 16:30 Seminar

Who Should Attend?
HR and/or L&D Professionals

For registration, please 
feel free to contact:
Fion Lee
2893-6134
fionlee@languagekey.com

Creating effective English writing to a consistently professional standard is 
sometimes a challenge.  As an HR/L&D professional, you are probably required 
to write a number of documents to a range of different audiences.  You can 
reduce the time and frustration spent on writing by learning a few of these key 
aspects.

By planning, by understanding your audience, by using the most appropriate 
language structures, by selecting an appropriate level of formality and choice 
of vocabulary will allow you to communicate with ease and clarity, avoiding the 
many pitfalls people experience when communicating through writing.

This free seminar for HR and L&D professionals allows participants to polish 
their writing skills so that any document meets its aim first time around. This will 
save you time, brain power and frustration!

You will learn:
• Organisation and planning tips; 
• Using tone & style to your advantage;
• Modernising your English writing vocabulary;
• Structural techniques for clear writing; and
• Achieve your writing goals.

Book your Free Place Today!

• Emails are usually less formal than 
 letters, so it’s fine to say ‘Hi’ or ‘Good  
 morning’ and to end emails with ‘Best/ 
 kind regards’ rather than ‘Yours sincerely’.
• It’s increasingly common to use first  
 names in international business, so  
 don’t be afraid to do so!
• Abbreviations are fine – writing ‘we’re’  
 or ‘you’d’ saves time and reflects the  
 more informal nature of emails, but  
 doesn’t sound less professional.
• Prepare the subject line carefully –  
 after the sender name it’s what the   
 reader looks at first. If it’s not clear what  
 you want then they might not prioritise  
 your message.
• Avoid including unnecessary informa- 
 tion – emails are written, read and   
 replied to quickly and should be easy to  
 understand.
• Look for action – make sure you clearly  
 state what you expect the recipient to  
 do as a result of getting your email.
• Small talk helps build relationships but  
 it doesn’t need to be overly personal.  

 ‘How are things?’ suffices as a way of  
 beginning the email before getting  
 down to business.
• Don’t use too much jargon – always 
 consider what the recipient already  
 knows and don’t use terminology which  
 may sound good to you, but which may  
 cause confusion to the reader.
• Always proofread your emails, and not  
 just to ensure your grammar is perfect  
 – much more important is the tone   
 you’ve used!
• Know when to call – emailing allows  
 you to use online proofreading tools,  
 but ultimately you may save time and  
 effort by picking up the phone.




