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    Dedication

To my dear students, whose passion for learning inspires me every day.

To the dedicated professionals striving for excellence in communication.

And to my beloved parents, whose unwavering support and love have shaped my journey—this book is for you.

                                Trainer Prince MALLY 



    



  	
        
            
            "Mastering Business English is not just about words; it's about opening doors, building trust, and creating opportunities in the global marketplace."
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Language is power. In today’s business world, the ability to express yourself clearly, confidently, and professionally in English can open doors that talent alone may not.

As a proud Togolese and a professional English Trainer in several respected institutions across Lomé, I’ve had the privilege of working with students, professionals, entrepreneurs, and leaders. One truth stands out in all my years of experience: many brilliant minds struggle to express their ideas—not because they lack intelligence, but because they lack the right tools for communication.

This book was born out of that need—to empower you with the language skills that match your potential.

It is more than a textbook. It is a roadmap. A guide to help you navigate the world of Business English with confidence, professionalism, and impact. Whether you are preparing for job interviews, running a business, leading meetings, or aiming to expand internationally—this book will help you speak the language of success.Your voice matters. Let’s make sure the world hears it—clearly and powerfully.

Professional English Trainer | Lomé, Togo
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Why This Book Was Written – And Why You Need It

Business English is not just about grammar or vocabulary. It’s about purpose, clarity, and influence.

As a language trainer in Togo’s vibrant capital, I’ve witnessed first-hand how mastering Business English transforms careers. I’ve helped young professionals land international jobs, guided business owners to pitch their services confidently, and trained teams to communicate better in both local and global markets.

And I want the same for you.

This book is designed for anyone who wants to level up their professional communication—whether you're a student, entrepreneur, job seeker, or executive. It combines practical language strategies with real-world business situations: how to write powerful emails, lead effective meetings, make persuasive presentations, handle negotiations, and more.

Each chapter gives you actionable tools, clear examples coupled with exercices and answers, and opportunities to practice. You’ll learn not just how to speak English, but how to own your message in every business setting.

So wherever you are in your journey—starting out or scaling up—this book is here to help you grow.

Because your words can move markets. Let’s make them count.
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Part I: FOUNDATIONS OF  BUSINESS ENGLISH COMMUNICATION 

CHAPTER 1: UNDERSTANDING BUSINESS ENGLISH 
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1.1 What Makes Business English Different?

Business English is not just about speaking English in an office. It's a specialized form of communication used in professional settings—focused, structured, and goal-oriented. Here, learners discover:

Purposeful Language: Business English is about achieving objectives—making deals, giving instructions, writing reports, solving problems.

Formal & Polite Tone: Unlike casual conversation, business communication requires professionalism and diplomacy.

Clear and Concise Expression: Time is valuable in business. Long, confusing messages are a barrier to success.

Industry-Specific Vocabulary: Different sectors (finance, marketing, HR, etc.) use specific terms learners need to understand and apply.

Example:Casual English: “Hey, did you get my thing?”

Business English: “Have you received the report I sent yesterday regarding the budget proposal?”

Tip: Think like a professional, not just like a speaker of English.

1.2 The Role of Culture in Communication

In our globalized business world, communication goes beyond just language—it includes culture, context, and expectations.

Direct vs. Indirect Communication:

Some cultures value directness (e.g., U.S., Germany), while others are more indirect and polite (e.g., Japan, many African countries).

Use of Titles and Formality:

In Togo and many African cultures, respect through formal address is essential. Learners need to balance this with global business norms.

Body Language and Non-Verbal Cues:

Eye contact, gestures, and tone may differ in meaning across cultures. Learners are encouraged to be culturally aware when interacting with international clients or teams.

Time Perception:

Punctuality is valued highly in international business. Delays in responses or missed meetings may harm credibility.

Real-World Insight: Understanding cultural differences helped me train a team in Lomé for a U.S.-based client—and we exceeded expectations just by communicating clearly and respectfully.

1.3 Key Principles of Professional Language
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