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Topics / Skills

Talking about yourself

Talking about your work
Helping foreign customers
Language and grammar:
Introducing yourself

Simple past and present perfect
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Communication across cultures

Greeting people
Floors (GB / USA)
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Topics / Skills

Receiving and redirecting calls

Taking messages

Making telephones calls

Leaving messages on an answering machine
Language and grammar:

will-future
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Communication across cultures
Politeness on the phone
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Topics / Skills

Preparing presentations

The language of presentations
Delivering a presentation
Language and grammar:
Describing pie charts
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Communication across cultures
Presentations
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Making an appointment

Preparing agendas, meetings and conferences
Taking the minutes

Negotiating

Language and grammar:

Present continuous
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Communication across cultures
Tips for visitors to the UK
Cross-cultural negotiations
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Business letter formats

Writing business letters

Writing e-mails

Language and grammar:

Typical mistakes in business correspondence

Communication across cultures
The tone of English business
correspondence
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Managing risk Complaining

The insurance industry

Insurance fraud
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