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Introduction

Welcome to this interactive and task-based learning experience, designed to help adults enhance their
professional communication skills in real-life scenarios, such as presentations and conflict resolution.

This document provides a comprehensive guide to applying Business English phrases in practical and
meaningful ways, with a focus on interactive and task-based learning. By the end of this lesson,
participants will be able to analyze the effectiveness of different Business English phrases in various real-
life scenarios, evaluate the impact of using Business English phrases on communication outcomes in the
workplace, apply Business English phrases in simulated real-life scenarios, and create their own examples
of Business English phrases and scenarios.

Lesson Objectives

By the end of this lesson, participants will be able to:

1. Analyze the effectiveness of different Business English phrases in various real-life scenarios.

2. Evaluate the impact of using Business English phrases on communication outcomes in the
workplace.

3. Apply Business English phrases in simulated real-life scenarios, such as presentations and role-
plays.

4. Create their own examples of Business English phrases and scenarios, demonstrating their ability to
think critically and apply their knowledge in new and unfamiliar situations.
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Presentation Skills

Effective presentation skills are essential for communicating ideas and persuading audiences in the
workplace. The following Business English phrases are commonly used in presentations:

¢ Introducing oneself: "Hello, my name is [name] and | am [job title]."
» Stating the purpose of the presentation: "Today, | will be talking about [topic]."
e Concluding: "In conclusion, [summarize the main points] and [call to action]."

Activity 1: Presentation Role-Play

Divide into pairs and practice presenting a topic of your choice, using the Business English phrases
above. Switch roles and provide feedback to each other.

Conflict Resolution

Conflict resolution is a critical aspect of business communication, and using Business English phrases
effectively is essential for resolving conflicts successfully. The following Business English phrases are
commonly used in confiict resolution:

e Active listening: "l understand your concern, can you please explain it further?"
» Expressing concerns: "I'm concerned that [state the concern].”
¢ Finding solutions: "Let's work together to find a solution that meets both our needs."

Activity 2: Conflict Resolution Scenario

Divide into pairs and role-play a conflict resolution scenario, using the Business English phrases
above. Switch roles and provide feedback to each other.
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Group Discussion

Group discussions are an essential part of business communication, and using Business English phrases
effectively is crucial for contributing to discussions and building relationships with colleagues and clients.
The following Business English phrases are commonly used in group discussions:

» Contributing to the discussion: "l agree with [name], and I'd like to add [point]."
» Asking questions: "Can you please clarify [point]?"
» Providing feedback: "l think [idea] is a great idea, and I'd like to suggest [improvement].”

Activity 3: Group Discussion

Divide into small groups and discuss a topic of your choice, using the Business English phrases
above. Provide feedback to each other and reflect on your communication style.

Conclusion

In conclusion, applying Business English phrases in real-life scenarios, such as presentations and conflict
resolution, is essential for effective communication in the workplace. By practicing and reinforcing your
learning through interactive and task-based activities, you can develop your professional communication
skills and achieve your career goals.

Reflection Questions

1. How effectively did you engage with the interactive and task-based activities, and what
adjustments can you make to improve your engagement in future lessons?

2. How well did you demonstrate your understanding of the key Business English phrases, and
what additional support or practice may you need to reinforce your learning?

3. What opportunities did you have to receive feedback and reflect on your own learning, and how
can you expand or improve these opportunities in future lessons?
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Negotiation Skills

Effective negotiation skills are crucial for achieving successful outcomes in business. The following Business
English phrases are commonly used in negotiations:

¢ Opening the negotiation: "Let's discuss the terms of the agreement.”

» Making a proposal: "We propose a price of [price]."

¢ Responding to a counteroffer: "That's a good point, but we were thinking more along the lines of
[alternative]."

Activity 4: Negotiation Role-Play

Divide into pairs and practice negotiating a business deal, using the Business English phrases above.
Switch roles and provide feedback to each other.

Networking

Networking is an essential part of business communication, and using Business English phrases effectively
is vital for building relationships and making connections. The following Business English phrases are
commonly used in networking:

* Introducing oneself: "Hi, I'm [name] from [company]."
¢ Asking about someone's work: "What do you do?"
* Talking about your work: "l work in [industry/field], and I'm responsible for [job responsibilities]."

Activity 5: Networking Role-Play

Divide into small groups and practice networking, using the Business English phrases above. Provide
feedback to each other and reflect on your communication style.
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Email Writing

Writing effective business emails is a crucial skill for communication in the workplace. The following
Business English phrases are commonly used in email writing:

¢ Starting an email: "Dear [name],’
« Introducing the purpose of the email: "l am writing to [purpose].”
e Concluding an email: "Best regards, [name]."

Activity 6: Email Writing

Write a business email using the Business English phrases above. Exchange emails with a partner
and provide feedback on clarity, tone, and effectiveness.

Report Writing

Writing effective business reports is a vital skill for communication in the workplace. The following Business
English phrases are commonly used in report writing:

 Introducing the purpose of the report: "This report aims to [purpose].”
» Presenting findings: "The results show that [findings]."
¢ Concluding the report: "In conclusion, [summary]."

Activity 7: Report Writing

Write a short business report using the Business English phrases above. Exchange reports with a
partner and provide feedback on clarity, organization, and effectiveness.
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Meeting Skills

Effective meeting skills are essential for achieving successful outcomes in business. The following Business
English phrases are commonly used in meetings:

¢ Introducing the purpose of the meeting: "The purpose of this meeting is to [purpose].”
» Contributing to the discussion: "I'd like to add that [point]."
e Summiarizing the discussion: "To summarize, we've discussed [points]."

Activity 8: Meeting Role-Play

Divide into small groups and practice conducting a meeting, using the Business English phrases
above. Provide feedback to each other and reflect on your communication style.

Telephone Skills

Effective telephone skills are vital for communication in the workplace. The following Business English
phrases are commonly used in telephone conversations:

» Answering the phone: "Hello, this is [name]."
* Introducing the purpose of the call: "I'm calling about [purpose].
e Concluding the call: "Thank you for your time, goodbye."

Activity 9: Telephone Role-Play

Divide into pairs and practice making a business phone call, using the Business English phrases
above. Switch roles and provide feedback to each other.
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Social Media

Using social media effectively is crucial for business communication and marketing. The following Business
English phrases are commonly used in social media:

¢ Introducing a product or service: "Check out our new [product/service]!"
¢ Engaging with customers: "Thanks for your feedback, we appreciate it!"
» Sharing news: "We're excited to announce [news]!"

Activity 10: Social Media

Create a social media post using the Business English phrases above. Share with a partner and
provide feedback on clarity, tone, and effectiveness.

Conclusion

In conclusion, applying Business English phrases in real-life scenarios, such as presentations, conflict
resolution, and networking, is essential for effective communication in the workplace. By practicing and
reinforcing your learning through interactive and task-based activities, you can develop your professional
communication skills and achieve your career goals.

Reflection Questions

1. How effectively did you engage with the interactive and task-based activities, and what
adjustments can you make to improve your engagement in future lessons?

2. How well did you demonstrate your understanding of the key Business English phrases, and
what additional support or practice may you need to reinforce your learning?

3. What opportunities did you have to receive feedback and reflect on your own learning, and how
can you expand or improve these opportunities in future lessons?
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