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ELLEN JOVIN


ENGLISH AT WORK


FIND AND FIX YOUR MISTAKES IN BUSINESS ENGLISH




With gratitude to my friends and acquaintances around the world who have shared their beautiful languages with me




INTRODUCTION


Many millions of people around the world work in a language different from the one they grew up speaking at home or in school. Often that language is English.


Non-native speakers frequently know things about English that native speakers do not, but they also often make mistakes that native speakers would not make. At work, that can sometimes cause problems, because mistakes make it harder to understand what a person is trying to say. Mistakes may confuse readers and listeners, and sometimes even lead to real misunderstandings.


This book was written specifically to help non-native speakers of English reduce workplace errors in grammar and word choice. The goal is to help learners communicate more effectively and professionally with their colleagues and customers around the world.


Who is this book for?


This book is for intermediate and advanced non-native speakers (CEFR B1–C1) who want to improve their written and/or spoken English for professional reasons. The material in this book comes from every industry: finance, law, consulting, publishing, real estate, retail, technology, energy, pharmaceutical, manufacturing, education, advertising, government, insurance, non-profit, and more. Whatever your profession or interest, you will benefit from the exercises contained in this book. If you are just looking to sharpen your English, this book is for you, too. The exercises use US English spellings but are appropriate for global English.


What will you learn?


The content of this book is based directly on my 20 years of experience teaching grammar, business writing, and email etiquette to businesspeople and other professionals throughout the US. Roughly one-fourth of my students are non-native speakers of English, and they work in all major industries. Over the years, I have noted and collected mistakes committed by students from many language backgrounds—German, Bengali, Chinese, Spanish and more—and those mistakes are the basis of the exercises in this book.


Most of the errors in the exercises are grammatical or contain problems with wording. Through finding and correcting these common mistakes, you will learn how to find and fix your own mistakes. The primary goal of English at Work is to improve your workplace writing, but if you truly understand how to fix your mistakes in writing, you can improve your spoken communications as well.


How will you learn?


This book’s approach is different from other language books. Instead of giving you long grammar explanations and vocabulary to learn, and then giving you exercises based on that information, English at Work goes straight to real-life examples from the workplace.


You will test your error-correction skills twice a day for 25 days. That means you will have 50 separate, quick opportunities to find and fix mistakes you may be making without realizing it. Each exercise is short and includes different errors at different levels. There are also four Review quizzes to help you identify your areas of weakness and check your progress.


As a lifelong teacher, I believe in classroom-based learning, but classroom schedules are hard for busy working adults. The wonderful thing about a book is that it can be with you always. Therefore, with the right learning materials and dedication, intermediate and advanced students can often learn faster on their own than they can in a class. You can study whenever you find time, and you can focus on your own weaknesses rather than on the weaknesses of other students who may be at a different skill level than you are.


Why is this approach effective?


The approach of English at Work offers numerous benefits:


•    Each interaction with the material is quick, which makes learning easier and more fun.


•    By practicing often, you will become aware of your own common mistakes and learn to avoid them.


•    You can use the book to determine your general areas of weakness and then focus on those.


•    The only grammar explanations are in the answers sections, so if you get something right and you don’t want to read the explanation, you can skip it!


•    We learn best when we learn how to keep teaching ourselves throughout our lives. Instead of waiting for someone to point out your mistakes, you can use this book to find them yourself and take control of your own continuing education in English.


I personally am an expert at making mistakes in languages not my own. I grew up speaking English at home, but I have studied about 25 other languages, simply because I love language-learning so much. I have made mistakes in languages ranging from Spanish and Arabic to Polish and Persian. I have probably made more mistakes in more languages than most people in the world.


I have also worked hard on fixing those mistakes to help improve my language skills. With those experiences in mind, I wrote this book to help you do the same in English. No matter what you do for a living, words matter.


Language skill is one of the most important forms of personal and professional power there is, and it is my wish to help you increase that power.




HOW TO USE THIS BOOK


This book provides a 25-day program of self-study, with two short error-correction exercises per day. Each exercise contains ten examples, and your task is to find and fix the error in each. Here are some notes to help you make the most of the experience:


•    Timing. Do the morning session in the morning. Do the evening session in the evening. If you take a train back and forth to work each day, for example, you could consider this book your travel companion.


•    One error at a time. There is only one error per example. You may need to make more than one change to fix that error, but there aren’t multiple unrelated errors in an example.


•    Types of mistakes. Most of the examples contain a problem with grammar or wording. Some are quite clearly mistakes. Others may include wording that would be understandable but would sound unnatural to many native speakers. The difficulty level of the items is random, but each item is selected to be relevant and helpful for intermediate and advanced speakers of English.


•    Lots of first person. You will notice that many of the sentences are written in first-person singular: I. That is because so much of what people write at work tends to be email, which is quite naturally written in first person. Some adults are uncomfortable writing in first person, so if you are one of them, this will be good practice for you.


Here are some examples of how you should mark up sentences in order to correct them.
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•    Explanations. Each error-correction section is immediately followed by a page of answers and explanations. When you get the answers wrong, read the explanations. If you get things right, you can either skip the explanations or read them anyway, to enhance your knowledge.


•    Multiple answers included. In exercises for intermediate and advanced speakers, it can be hard to write exercises with only one correct answer per question. You already know too much! Although most questions here have only one correct answer, some have more than one. In those cases, I have tried to include all possible answers.


•    Ellen says. Every other lesson has a section offering information and advice from me on communication topics relevant for non-native speakers of English in the workplace. These range from grammatical points and writing tips to cultural differences and learning strategies.


•    Cartoons. There are cartoons in the book that you can use to help figure out some of the errors. Each cartoon is always relevant to the last item on the page where it appears.


•    Index. The book is fully indexed by grammar and language topic, to help you find examples relevant to your interests and areas of weakness.


•    Review quizzes. There are four review quizzes with 20 questions each to help you check your progress. The first two quizzes appear after Day 13, and the last two appear after Day 25. Do each quiz and then check your answers to confirm that you have improved your error recognition and correction skills. The error types are labeled so that you can see which errors are still giving you the most trouble. You can then look up more examples of those errors in the Index and review them before continuing.


•    Grammar glossary. This glossary includes explanations of grammar terms used in this book, along with helpful examples. Refer to it whenever you come across a grammar term you don’t know.


•    Useful vocabulary for work and life. This second glossary includes definitions and explanations of some of the more advanced vocabulary used in the exercises.


•    Notes. At the back of the book, you will find some blank pages marked Notes. You can list special errors you need to work on, write down new vocabulary, and so on. I have kept notes in every language book I’ve ever used as an adult, and it helps me stay motivated and focused.


Happy learning,
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Day 1 Morning


Correct the errors in the sentences below.


  1  To collaborate more effectively, they need to respect each others opinions.


  2  José is not the only one who disliked the proposal. Three of his colleagues didn’t like the proposal as well.


  3  Could you explain what is this?


  4  Yesterday I was using Google Translate for almost two hours to try to communicate with international visitors.


  5  My co-worker is taking one-year break in Belgium.


  6  That new office building is the most ugly one in the neighborhood.


  7  The club is quite close where I worked on Ryder Street.


  8  We have a large amount of employees in India.


  9  They must take actions to create a more supportive work environment.


10  Now I’ll wait what our director says.
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Ellen says: Two abbreviations sometimes show up in English-speaking work environments. They are:


•    i.e. = that is (from id est in Latin), for when you give more infor-mation or an alternative wording to show what you mean. Ex. Your hotel bill included unexpected charges, i.e., four movie rentals.


•    e.g. = for example (from exempli gratia in Latin), for when you provide an example or multiple examples, but not a complete list. Ex. The firm has recalled several food products, e.g., lettuce and blackberries.


You will see i.e. and e.g. in these pages, and they are common in business reports. They can be helpful space-savers where there is a lot of information. Just be careful not to overuse them!


[image: image]




Day 1 Morning Answers


  1  To collaborate more effectively, they need to respect each others other’s opinions. Each other’s is a possessive form. It always takes an apostrophe before the s. Each other’s is a more efficient way of saying of each other, so each other’s opinions means the opinions of each other. Each others and each others’ are always incorrect.


  2  José is not the only one who disliked the proposal. Three of his colleagues didn’t like the proposal as well either. Don’t use as well for a negative statement; either is the correct word here. If everyone liked the proposal, you could write this: José is not the only one who liked the proposal. His colleagues liked the proposal as well.


  3  Could you explain what is this is? This is an indirect question, a polite version of the direct question What is this? In indirect questions, after the question word (what in this case), use conventional statement word order: first subject, then verb.


  4  Yesterday I was using used Google Translate for almost two hours to try to communicate with international visitors. The phrase for almost two hours requires simple past; the effort is over and done with. Here’s an example where the past continuous was using could actually work: I was using Google Translate when a professional interpreter suddenly appeared.


  5  My co-worker is taking a one-year break in Belgium. Break is countable and singular, so an article is necessary. The one in one-year is not an article substitute, because it is merely part of a hyphenated adjective (one-year) showing the duration of the break.


  6  That new office building is the most ugly ugliest one in the neighborhood. To form the superlative of a two-syllable adjective ending in -y, remove the -y and add -iest.


  7  The club is quite close to where I worked on Ryder Street. Close is an adjective, not a preposition; this construction requires the addition of the preposition to before the location.


  8  We have a large amount number of employees in India. Use number to describe countable nouns such as employees. Amount is for uncountable quantities such as salt or cement.


  9  They must take actions action to create a more supportive work environment. Even though action is often used as a countable noun (e.g., He defended his actions), in this idiom it acts as an uncountable one. If you take action, you are taking necessary steps to achieve a goal.


10  Now I’ll wait to see what our director says. You can wait for something, or wait to do something, but you can’t use wait without a cushion between it and the object (e.g., what our director says).




Day 1 Evening


Correct the errors in the sentences below.


  1  [image: image] “Can you learn this procedure on your own?”
[image: image] “Of course, it will be piece of cake.”


  2  I need to open this package. Where’s the scissors?


  3  How many emails do you get? I get at least 300 emails each day.


  4  It was the first meeting of which I performed well in.


  5  The goal is to make these changes done by tonight.


  6  I should have not gone to Carl’s retirement party.


  7  The reason why she’s working with Paolo this week is that he knows her client.


  8  HR has moved from the 16th to the 17th floor several years ago.


  9  Ask me anything. I love this kind of questions!


10  On business trips, I managed to pick bits and pieces of random vocabulary and grammar up.
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Day 1 Evening Answers


  1  “Can you learn this procedure on your own?” “Of course, it will be a piece of cake.” Piece is countable and singular, so you need an article, and besides, the expression is It’s a piece of cake, meaning It’s easy.


  2  I need to open this package. Where’s Where are the scissors? You may well hear native speakers using a singular verb after where or there, even if what follows is a plural subject. However, the verb should match the subject in number, and scissors normally takes a plural verb.


  3  How many emails do you get? I get at least 300 emails each a day. Each would be understood here, as would every or per, but unless you are really emphasizing the frequency, a day sounds most natural.


  4  It was the first meeting of which I performed well in. or It was the first meeting of in which I performed well in. or It was the first meeting of at which I performed well in. Be careful not to insert prepositional phrases such as of which or in which after nouns without considering first whether the preposition is right for the context.


  5  The goal is to make get these changes done by tonight. or The goal is to make these changes done by tonight. You can get something done or have something done, but you can’t make something done.


  6  I should shouldn’t have not gone to Carl’s retirement party. The adverb not goes after the first verb in the series of verbs here: should have gone. As with most contractions shown in answers throughout this book, you don’t have to contract should not into shouldn’t, but many native speakers would unless they were emphasizing the not.


  7  The reason why she’s working with Paolo this week is that he knows her client. Avoid the reason why. It’s redundant. The expression is simply the reason or the reason that.


  8  HR has moved from the 16th to the 17th floor several years ago. HR means human resources. It is a very common abbreviation in the workplace. The reference to several years ago requires simple past rather than the present perfect has moved.


  9  Ask me anything. I love this kind these kinds of questions! or I love this kind of questions question! It’s either this kind of question or these kinds of questions; the elements must either all be singular or all be plural. You can’t mix and match singular with plural in this construction, so think about whether you want a singular sense or a plural sense, and make a commitment. Either option could work here.


10  On business trips, I managed to pick up bits and pieces of random vocabulary and grammar up. If you are using pick up to mean learn, don’t separate the two parts of the verb; you pick up information. If you pick something up, it sounds as though you are picking the thing up physically, for example, off the ground or off a table.




Day 2 Morning


Correct the errors in the sentences below.


  1  Doing a research online about a medical symptom can make you nervous.


  2  My co-worker Fabio just registered for a statistics class that will be held on seven consecutive wednesdays.


  3  I want to prove her that I can do better.


  4  There are 326 millions people in the United States.


  5  They are long-time members in the group.


  6  In the following few days, Masha will write to each of you about possible interview times.


  7  I want to talk to you about something, that is really bothering me.


  8  I am curious where in China you are from and what other languages do you know.


  9  My advise to you is to request a promotion.


10  If they renovate the reception area, people would get a better first impression of the organization.
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Ellen says: Business culture in the US tends to be less formal than in some other countries. When you email Americans, especially if they are your clients or senior managers, pay attention to their email habits. For example, if my client used Hi Ellen as their greeting to me, I wouldn’t use Dear John in my reply, because that could seem too formal. Dear may sound like a business letter to them—or potentially feel too personal, like a letter to a relative.


Instead, if a client begins an email to me with Hi Ellen, I usually reply with Hi plus that person’s first name, followed by a comma. If they address me just by first name plus a comma, I tend to do the same in my reply. If they are more formal, I stay more formal. Mirroring the person you are writing to—i.e., following their example when it seems appropriate—can do a lot to ensure that you are matching the work environment in which you find yourself.
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Day 2 Morning Answers


  1  Doing a research online about a medical symptom can make you nervous. Research is uncountable and can never be used with an indefinite article.


  2  My co-worker Fabio just registered for a statistics class that will be held on seven consecutive wednesdays Wednesdays. Days of the weeks (and months, too) are always capitalized in English.


  3  I want to prove to her that I can do better. or I want to prove show her that I can do better. You prove things to people, so the indirect object her cannot stand alone; it must follow the preposition to. A second alternative is to replace the verb with show, which can take an indirect object without a preposition.


  4  There are 326 millions million people in the United States. Don’t make the word million plural in specific numbers.


  5  They are long-time members in of the group. Use of with group membership.


  6  In the following next few days, Masha will write to each of you about possible interview times. If you are speaking about the near future, use next. Here’s a correct use of following: Next week I will be in Iowa. The following week I will be in London.


  7  I want to talk to you about something, that is really bothering me. Delete the comma. The clause that is really bothering me is called a relative clause. Relative clauses begin with who, whom, that, which, or whose. To determine whether a comma is needed before a relative clause, decide whether the clause could be removed without destroying the sense of the sentence. This one cannot be removed—it defines the nature of the something—so it cannot take a comma. As a general rule, it is very unusual to need a comma before any relative clause beginning with that.


  8  I am curious where in China you are from and what other languages do you know. This sentence contains two indirect questions; the sentence itself is not a question. After the question word(s) in an indirect question (in this case, where in China and what other languages), use subject-verb word order. In the original sentence, the first indirect question is correct (where in China you are from), but the second one is incorrect because it is still written like a direct question (what other languages do you know). Do not keep the do in indirect questions.


  9  My advise advice to you is to request a promotion. Advise is the verb form; you need the noun form, advice, here.


10  If they renovate renovated the reception area, people would get a better first impression of the organization. or If they renovate the reception area, people would will get a better first impression of the organization. If an if-clause is in present tense, use future in the then-clause. If the if-clause is past subjunctive—which is usually the same as the past tense in English and which is used for things that are hypothetical or untrue—use conditional (e.g., would get) in the then-clause.




Day 2 Evening


Correct the errors in the sentences below.


  1  [image: image] “I hate it when my boss corrects my grammar.”
[image: image] “Really? I would be happy to have such person to correct me.”


  2  The conference increased my interest to learn more about finance.


  3  I would like to inquire something about our recent shipment.


  4  I left the firm many years ago, so if I went back now, I will not recognize anyone.


  5  Sue taught me it.


  6  Luis resigned on his own accord.


  7  I asked a madam in the accounting department for a blank tax form.


  8  I suggest to talk to Yuri first.


  9  Sometimes two words are spelled the same but both have different meanings.


10  We will be in the plane until 5:00 p.m.
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Day 2 Evening Answers


  1  “I hate it when my boss corrects my grammar.” “Really? I would be happy to have such a person to correct me.” or “I would be happy to have such person someone like that to correct me.” It is common for certain non-native speakers to misuse or overuse such. After such, you still need an article whenever the noun after it is singular and countable, as it is here. A second problem with such is that it often sounds unnatural in English when it may sound natural in other languages. Therefore, although the first revision here is technically correct, the second revision sounds much more like something a native speaker would say.


  2  The conference increased my interest to learn in learning more about finance. One has an interest in doing something, not to do something. Use the gerund after in.


  3  I would like to inquire something about our recent shipment. or I would like to inquire ask something about our recent shipment. To ask can take a direct object; to inquire cannot. You can ask something, or you can inquire about something, but you can’t inquire something. A better, simpler wording that would avoid these challenges entirely is: I have a question about our recent shipment. Or better yet, just ask the question and be done with it!


  4  I left the firm many years ago, so if I went back now, I will would not recognize anyone. This is another if-then structure where the if-clause contains a counterfactual statement. The went in the if-clause is past subjunctive (identical to simple past), so you use conditional (would…recognize) in the then clause. By the way, not all then-clauses actually contain the word then; this one doesn’t, but it is still functioning as one because it describes the outcome of the if-clause.


  5  Sue taught me it to me. or Sue taught me it that. Teach can take both a direct object and an indirect object, e.g., Sue taught me the song. However, when both objects are personal pronouns, the order of the objects changes and the indirect object me should be moved to be part of a prepositional phrase at the end of the sentence. Alternatively, you can keep the original word order if you replace it with that.


  6  Luis resigned on of his own accord. The expression is of one’s own accord, so don’t touch that preposition! It means he is resigning of his own will, his own choice.


  7  I asked a madam woman in the accounting department for a blank tax form. Madam preceded by an article means a woman who runs a brothel. Although it can sometimes be courteous to use madam when addressing a woman directly, it should not be used as a synonym for woman.


  8  I suggest to talk talking to Yuri first. After suggest, use a gerund (-ing verb form). You can’t use the infinitive here.


  9  Sometimes two words are spelled the same but both have different meanings. You can’t use both here, because the words don’t mean the same thing. Here’s a correct use of both: Both words contain 11 letters.


10  We will be in on the plane until 5:00 p.m. Use on with planes, trains, buses, subways, and ships. It does not mean you are literally on the vehicle, even though it sounds like it. More logically, you ride in a car or a taxi.




Day 3 Morning


Correct the errors in the sentences below.


  1  In my opinion, the English grammar is simultaneously simple and challenging.


  2  I will take a public speaking course for the next two months.


  3  [image: image] “Would you like to attend this afternoon’s meeting on the solar power project?”
[image: image] “Yes, thanks for inviting.”


  4  Some people use too many big words in their writing because they believe they sound more sophisticated like this.


  5  Who already started writing their performance reviews?


  6  She is interested more in internal medicine than dermatology.


  7  You will soon develop a good understanding for the process.


  8  Rana, a 19 years old college student, is interning in our office.


  9  I’ve been working here for four days and I even don’t know where I’m supposed to park.


10  We are concerned about customers who might be mislead.


[image: image]


Ellen says: Many people are taught to avoid contractions in business writing. It is largely a myth that you need to do that, and it is also contrary to standard workplace practices, especially in email.


•    Contractions are a fact of life and can help non-native speakers better capture the rhythms of spoken and written English.


•    Even native speakers who believe they shouldn’t use contractions in business writing often do so regularly without noticing it.


•    You may see fewer contractions in some industries than in others. For example, in certain types of legal and academic writing, people may avoid them entirely.


•    Formal documents such as reports or proposals often contain fewer contractions than email.
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Day 3 Morning Answers


  1  In my opinion, the English grammar is simultaneously simple and challenging. Grammar is uncountable here, so it doesn’t take an article.


  2  I will take will be taking a public speaking course for the next two months. Use future continuous rather than simple future for something starting in the future and continuing for a period of time.


  3  “Would you like to attend this afternoon’s meeting on the solar power project?” “Yes, thanks for inviting me.” The verb invite is transitive, meaning it requires a direct object.


  4  Some people use too many big words in their writing because they believe they sound more sophisticated like this that way. or Some people use too many big words in their writing because they believe they it makes them sound more sophisticated like this. Avoid like this to mean that way. It isn’t idiomatic in this context in English. Here’s a correct use of like this: To use the coffee maker, first open the top. Like this. The phrase would be delivered in person and accompanied by a physical gesture explaining what to do.


  5  Who has already started writing their performance reviews? This question asks about a past action without giving a time frame, so use present perfect. You may hear native English speakers using simple past in cases like this, but that’s a more informal use, and this book focuses on careful writing and speech for professional contexts.


  6  She is more interested more in internal medicine than dermatology. More modifies interested and needs to precede it.


  7  You will soon develop a good understanding for of the process. Use understanding of plus an object to show familiarity with a topic.


  8  Rana, a 19 years old 19-year-old college student, is interning in our office. When you take an age, such as 19 years old, and turn it into an adjective before a noun, you must hyphenate it and remove the plural ending on years. You can also write out the number: a nineteen-year-old college student.


  9  I’ve been working here for four days and I even don’t even know where I’m supposed to park. When there is a helping verb (e.g., do[n’t]) plus a main verb (e.g., know), the adverb even goes before the main verb.


10  We are concerned about customers who might be mislead misled. The past tense and past participle of to mislead are both written misled and pronounced miss-LED.

OEBPS/images/P003-001.jpg
Teach
Yourself





OEBPS/images/boy.jpg





OEBPS/images/p10.jpg
My neighbor and | waLk
o

I've worked imthis company for 20 years.

Our department has only;few employees.

has been v .
Iti5,5¢Vén years since lvan founded his company.

The student wants to know how(@ap sheget a job here.





OEBPS/images/p11.jpg





OEBPS/images/common.jpg





OEBPS/images/p15.jpg
wm.f on e garth EMPLOYEE BREAK ROOM

are ynu doing?

Tm .cu.,. e
f = &,mb'ﬂ"')’ :P





OEBPS/images/p19.jpg
AE)

EEmEE]s





OEBPS/images/line2.jpg





OEBPS/nav.xhtml




Table of Contents





		Cover



		Title



		Contents



		Introduction



		How to use this book



		Days 1–13



		Review 1



		Days 14–25



		Review 2



		Index



		Grammar glossary



		Useful vocabulary for work and life



		Author acknowledgments



		About the author



		Syntaxis











		Copyright











OEBPS/images/girl.jpg





OEBPS/images/cover.jpg
ELLEN JOVIN

ENGLISH
AT WORK

FIND AND FIX
YOUR MISTAKES IN
BUSINESS ENGLISH






