
Business English 
Topics covered: presentations, telephoning, business writing, e-mails, negotiations, 
meetings, team building. 
Our business English courses have been created for all those who need to use English in 

professional situations and who have reached at least “intermediate” level. They are focussed on 

developing skills such as: handling telephone calls, meetings and business dinners, drafting 

presentations and emails and reports.  

Our courses concentrate on both spoken language and written skills, drawing on actual examples 

from real working life. During the lessons, practical activities are proposed such as: simulations, 

role play, listening and practical exercises. The aim is to provide the language tools required for 

interacting in a professional environment in a serious and effective way.  

THE MODULES 
- Presentations: Do you have to make presentations in English? This module will help 

you to learn the techniques for an effective presentation. You’ll learn how to capture the attention 

of your public after having firstly assessed it, how to deliver clear and unambiguous messages, 

how best to use verbal and other languages, how to prepare impeccable slides and how to 

become an effective speaker by using the correct pronunciation, the right tone and a convincing 

posture. Participants, in turn, will make a brief presentation, which will be assessed by those 

present. 

- Telephoning: Making calls in English can be extremely difficult: you cannot see the 

person you are interacting with and so you’re unsure as to whether the other person has 

understood what you are saying unless you are able to express exactly what you have in mind as 

well as understand everything the other person is trying to say. 

This module will give you the suitable language tools to make telephone calls with greater ease. 

You’ll study useful sentences for every conversation, practise listening, checking that the 

information has been transmitted and received correctly, and finally, you’ll make simulated 

telephone calls to verify and put into practice what you have learnt.   

Our goal? To make you more confident and make your conversations more effective and flowing.  

- Business Writing: Some people can speak English to a very high level but still have 

problems with writing. If you think you need to correct your written English and structure a text so 

that it is clear and easily understood, or if you wish to learn to write in a polite and clear manner, 

we recommend taking this advanced writing module, which will help you to become more 

independent in drafting documents and portraying a highly professional image of yourself and 

your business. 

- E-mails: The e-mail is a type of document that is often overlooked; in reality, just like any 

other form of communication, the writing of an e-mail follows precise rules. In this module, you’ll 

examine the most common errors and you’ll learn the most suitable expressions. Your teacher will 

help you to write short e-mails, giving you useful feedback for recognizing and correcting your 

mistakes.  At the end of this module, you’ll be able to communicate more effectively and correctly 

by e-mail.  

- Negotiations: Negotiating in English may be difficult. This module will provide you with 

the communicative strategies needed for being successful and convincing during business 

meetings. You’ll learn the techniques of negotiation, how to be diplomatic, how best to manage 

disagreements and reach your goals with success and skill. The programme includes role-playing 



and group activities that give participants the opportunity to express themselves and test their 

abilities.  

- Meetings: If, during your meetings you have difficulty speaking English and feel 

embarrassed in front of your colleagues, take this module. You’ll have the opportunity to learn the 

strategies necessary for interacting in your meetings. You’ll learn the most suitable phrases for 

interrupting colleagues, for expressing agreement and disagreement and for addressing a meeting 

or handing over to someone else. Role-playing and group activities will be extremely useful for 

putting into practice the techniques learnt and testing your communication skills.  

- Team building: We can help you to make your team work more effective. Besides 

individual skills, synergy within an office or department is an essential aspect for the success of a 

task and the achievement of concrete goals. This module envisages the division of participants into 

teams, which will then be assigned tasks. In this way the participants can learn about the dynamics 

of a team, identifying the key aspects useful for creating, strengthening and effectively guiding a 

team.  


