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introduce yourself and your company

talk about roles and responsibilities
describe company structures and processes
read about real company management structures
write emails

talk about experiences

make small talk

discuss cultural differences

talk about plans and schedules

conduct conference calls

talk about your experience, skills and knowledge
discuss team-building activities

make oral and written summaries

practise the language of meetings

write minutes

discuss tips for effective meetings

prepare for a presentation

talk about future and past hypothetical situations
practise starting and ending a presentation
analyse a presentation

structure the body of a presentation

talk about facts, figures and trends

practise handling questions

analyse a report and listen to a presentation
report what people have said

practise the language of negotiations

use tentative language

discuss negotiation strategies

discuss cross-cultural issues

speculate about behaviour

negotiate effectively

think about your own culture and how others see you

talk about projects and schedules

write a progress report

discuss effective delegation

talk about products and services

write a report

brainstorm ideas

discuss the benefits of professional communities

Answer key (exercises and progress checks)
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