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            How To Use This Book

          

        

      

    

    
      It takes many hours to become proficient at anything — a sport, a hobby, a musical instrument, or a foreign language. Many thousands of hours, in fact! For a student of English, this can seem difficult to accomplish, and it’s often hard to know where to start.

      This book will help you learn and practise your business English, both at your workplace and while you are not working. If you are already taking English classes, some of the tips will help you get more out of your classes. If you’re not taking English classes — and even if you are — other tips will give you ideas to try on your own. Not every idea will work for every language learner. That’s why there are fifty. And a bonus tip! We feel sure that many of the ideas presented here will bring you results if you try them sincerely.

      Here is a suggested method for using this book:

      
        	Read through all of the fifty-one tips without stopping.

        	Read through the tips again. Choose five or six that you think might work for you. Decide when you will try them, and for how long.

        	Choose different types of ideas: some for learning new business language, some for making the most of the digital opportunities all around us, some for improving your writing skills, some for practicing speaking. Choose some that you can practise with a friend, colleague, or language learning partner, and some that you can do alone. For your convenience, the tips are divided by category: Digital Tools, Authentic Materials, Speaking, Listening, Business Writing, Workplace Language, and Business Skills. However, the categories are general, and many activities fit into more than one area — similar to employees whose work is important to more than one department.

        	Each time you use one of the tips, make a note about how well it worked for you and why. Most of the tips will work best if you practise them several times (or even make them a habit). Don’t try a tip only once and decide it’s no good for you. Give the tips you try a few chances, at least.

        	Every few weeks, read through the tips again and choose some new ones. Stop using any methods that are not working for you, or think of ways that you can adapt them to make them more useful.

      

      The most important advice, though, is to actually do the suggestions you read here. Wishing is not working. If you don’t do the work, you won’t see the results. Decide how you learn best. Don’t make learning a chore. Count your successes, and see your failures as opportunities to improve.

      Practise using English as often as you can. It doesn’t have to be perfect; just do it. And do it as often and regularly as you can.

      Finally, consider trying some of the other books in our 50 Ways to Practice series. No one skill in English is really separate from the others. Speaking, listening, reading, writing, vocabulary, and grammar are all connected. Improving in one area will almost always bring improvements to other areas too.

      Note: All of the links in this book worked at the time it was published (January 2023), and were accessible from North and South America, Europe, and many countries in Asia. If a particular link does not work for you, however, please send us an email at editor@wayzgoosepress.com, so we can update the book.

      Spelling note: This book is written in British English, by its British author. There are a few differences between British English and American English spelling, such as favourite/favorite; centre/center; and practise/practice. In fact, you will notice that the other books in the Fifty Ways to Practice series are all in American English, because they had American authors—and so their titles are Fifty Ways to Practice (Reading/Writing/Grammar/etc.), and this one is Fifty Ways to Practise Business English. Neither British nor American spelling is more “correct” than the other. When you do business in English around the world, you will meet many varieties of English. What version you should use depends on who you are working with. Be flexible!
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            Change the language settings

          

        

      

    

    
      Let’s start with an  easy one: social media. Change the language on your Facebook, Twitter, Instagram, and other social media accounts to English by going to your account settings. Choose the type of English : US English, British English, Australian, etc. Then do the same for your phone settings. Learn how to change the settings quickly so  you can switch between your first language and English easily.

      Update your profile on LinkedIn and make it bilingual – write everything in English next to the information in your first language. (If you don’t already have a LinkedIn account, set one up at http://linkedin.com.)

      Try using the voice dictation function on WhatsApp, Facebook Messenger, etc., in English, and see how well your device can understand your English pronunciation. You’ll probably get some strange or funny results, so check your voice dictation messages carefully before you send them!
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            Sign up for business alerts

          

        

      

    

    
      Get alerts in English about a specific company or field of business. You can get the latest news sent to your email. Go to http://google.com/alerts, enter the name of the company or field of business you want to get news about (for example, General Motors or solar energy), choose how often you’d like to get the alerts, fill in any other information required, and make sure you choose English as the language you’d like to receive the alerts in.

      There are of course other sources besides Google, that you can use to see what people are writing about your company or another company, such as one of these:

      
        
        Talkwalker:

        https://www.talkwalker.com/social-media-analytics-search

      

      

      
        
        Awairo:

        https://awario.com/social-media-monitoring-tools/

      

      

      
        
        Social Sprout

        https://sproutsocial.com
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            Use free online translation tools

          

        

      

    

    
      Using online tools to help you translate your texts is not cheating. In fact, you’d almost be crazy not to use them for non-professional translation tasks. They can save you an enormous amount of time on your ordinary work tasks.

      For example, if someone sends you a complicated message or email attachment in English, just copy and paste it into a translation tool such as DeepL:

      https://www.deepl.com/en/translator

      Although online translation tools don’t always understand idioms and uncommon uses of certain words, they are usually good enough for you to understand the main content of the message.

      However, remember to double-check any words or phrases that don’t sound right to you. DeepL has an additional nice function that is linked to the Linguee online dictionary. Click on any word in the text and the program will bring up the translations that it finds on Linguee. This will provide you with alternative words and synonyms and give you a choice of translations.
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            Translate with your phone camera

          

        

      

    

    
      Some of the newer translation tools, such as the one from DeepL, have apps that use your phone camera. Just open the app, point the camera at a text, choose your languages, and almost by magic, the text will appear like the camera reads it, and underneath with the translated version. You don’t even need to type anything in. Try it on a restaurant menu or a company brochure.

      If you often need to translate from one specific language to another, you can choose this in as your default setting; e.g., Spanish to English. Just point the camera at the text you want to translate, take a photo, and the text will appear in your target language. Other translation tools and apps are also available, such as Google Translate, Microsoft Translator, iTranslate, Dialog, and many more.
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            Keep track of the weather

          

        

      

    

    
      Many people, and British people in particular, like to talk about the weather. If you have a business partner in a different country who you often talk to, or a company that you often have meetings with, add the city where they work to your weather app. Make sure the language setting is English, and look at the weather forecast before you talk to your business partners. Integrate the words that you read on the app into your small talk to help build a better, friendlier business relationship.

      For example, if your partner is in Manchester, England, add this city to your app. Then, use the words that you read on the app, such as drizzle, gusty, and rainfall when you next talk to your business partner; for example, I see you’ve had quite a lot of rainfall there in the last few days. What’s it like now? Is it still drizzling?
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