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You will become confident at a basic level in 

everyday business situations. You will continue 

to learn to: 

• make basic factual statements about 

yourself, job and company 

• understand basic questions 

• follow simple directions 

• request things and respond to requests 

• introduce yourself and colleagues 

• describe things, e.g. your job, company 

and products 

• compare things 

• make arrangements, e.g. appointments 

And also, 

• express an opinion 

• agree and disagree 

• express urgency 

• talk about a problem and make a basic 

complaint 

• speak on the telephone 

 

• basic vocabulary and structures for sim-

ple questions, answers and statements 

• basic vocabulary for the job, product/

service,  and company 

• vocabulary and phrases for simple busi-

ness discussions involving expressing opin-

ions, agreement and disagreement 

• vocabulary and phrases for talking about 

problems 

• telephoning basics: phrases for starting 

and ending a call, getting onto the right 

person, leaving a message, and asking 

for a call back 

• how to learn words and how to “guess” 

the meaning of new words from the con-

text 
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