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Introduction

Welcome

Whether you are a freshly graduated student or a
long-time employee who wants to get a promotion,
English is always one of the fastest ways to success.
Being good at communicating in English gives you
more chances to widen your knowledge as well as
build your confidence, especially in an international
environment.

This eBook introduces some common Business
English phrases to use in the office, as well as useful
tips for getting a promotion.
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Xin chao

Du la sinh vién m&i t6t nghiép hay nhan vién lau
nam mudén thang tién trong sy nghiép, ti€ng Anh
luén la mét trong nhitng cach dan ban dén thanh
cdng nhanh nhat. Giao tiép tiéng Anh thanh thao
cho ban thém nhiéu co hdi hoc hdi va lam viéc,
doéng thai tu tin hon vao kha nang clia minh, dac
biét la & moi trudng qubc té.

Trong quyén eBook nay, ban sé tim thay nhiing
mau ciu giao tiép ti€ng Anh noi cédng s& danh cho
nguoi méi di lam va nhiing 1&i khuyén htu ich gitp
ban thang ti€n trong su nghiép.
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Connecting with key people and building your K&t ndi véi nhiing ngudi quan trong va xay dung maoi
professional network is important in the early days of quan hé la diéu ban nén quan tdm trong nhiing ngay
your career. Therefore, you should focus on how to dau sy nghiép. Vi vay, ban nén tap trung hoc cach giao
communicate effectively, especially, in English. tiép that hiéu qua, dac biét la giao ti€p bang tiéng Anh.
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A\. Introducing yourself
Tu gidi thiéu ban than
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B

When you meet people in business for the firsttime, you Lan dau gap g& déng nghiép hoac déi tac, hay tao

want to create a good first impression of both yourself mot an tuong that tét ca cho ban than minh va céng ty.

and your company. How do you do this? By confidently DBé lam duoc diéu nay, ban can gidi thiéu ban than that

telling them who you are, what your job is and what tu'tin: Ban la ai? Cong viéc cla ban la gi? Ban dai dién

company you work for, of course! cho cong ty/ b6 phéan nao?...

Your introduction is also an opportunity for you to paint L&i gidi thiéu nay cling la co hdi dé ban kién tao nén

a professional picture of yourself and your company. It's mot hinh anh chuyén nghiép vé ban than va cong ty

the right time to lay the foundation for future business trong mat d&i phuong. Day cling 1 lic dé ban dat nén

dealings and networking. tang cho nhiing m&i quan hé céng viéc trong tuong
lai.
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Some useful phrases to introduce yourself/
M6t s6 mau cau théng dung:

2 .

Hello, I'm/my name is + [your name] I'm with + [company name]
Xin chao, tén toi la... Toi lam & + [tén cong ty]
E.G.: E.G.:

Hello, I'm/my name is Ben Franklin. I'm with Citibank.
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I'm based in + [location] I'm working in the [name] department.

Toi lam viéc tai + [dia diém] Toi dang lam viéc & bo phan [tén b phan]

E.G.: E.G.:

I'm based in our headquarters in Berlin. I'm working in the Marketing department. What do you
do here?
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| work as + [article (a/an)] + [occupation] I'm involved in + [project/area of involvement]

Toi hién la [vi tri cong viéc] Toi dang tham gia vao du an...

E.G.: E.G.:

| work as an engineer. I'm involved in conducting training courses for our new
staff.
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I'm in charge of + [department/project] | report (directly) to the + [superior]

Toi chiu trach nhiém thuc hién/ cong téc Toi bao céo truc ti€p véi [vi tri cap trén]
E.G.: E.G.:

I'm in charge of the hotel construction project. | report directly to the Head of Finance.
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Part 1
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B. Introducing your company
Gidi thiéu cong ty

You may need to present your company to visitors,
potential investors or partners, or new suppliers and
clients.

Trong mot sé trudng hop, ban sé can gidi thiéu vé
cdng ty clia minh cho khach hang, déi tdc hodc nhiing
nha dau tu tiém nang hodc bén phan phai...




Some useful phrases to introduce your company/
M6t s6 mau cau théng dung:

2 C 2 S
We're + [article (a/an/the)] + [description] + company We're + [article (a/an)] + multinational/privately-

owned/pubilic listed/startup company

Chung t6i la cong ty + [nhédm nganh hang kinh doanh]

Chuing téi la céng ty + [loai hinh cong ty]

E.G.:

We're the biggest construction company in Asia Pacific. E.G.:
We're the number one privately-owned company in
the country.
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We've been in business for + [length of time] We specialize in + [products/services]
Chung t6i da & trong nganh nay dugc + [thdi gian] Chung t6i chuyén vé ...

E.G.: E.G.:

We've been in business for 25 years. We specialize in pastries and cakes.
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We supply/sell/distribute + [noun] We import/export + [noun]
Chung t6i cung cap/ ban/ phan phéi... Chung t6i nhap khau/ xuat khau...
E.G.: E.G.:

We supply automobile spare parts. We import dried food products.
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C. Making a presentation
Thuyét trinh

S L]

Knowing how to make a good presentation is a big
bonus for your future career path. With excellent
presentation skills, you can show your colleagues and
superiors a lot of your potential.

Biét cach thuc hién mét bai thuyét trinh hoan hao la
diém cong Ién cho con dudng su nghiép tuong lai cla
ban. Vé&i ki nang thuyét trinh t8t, ban cé thé dé dang
boc 16 nhitng kha nang tiém &n cla minh trudc déng
nghiép va cap trén.
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Some useful phrases for a good presentation/
M6t s6 mau cau théng dung:

SN LA S LA

Good morning/afternoon/evening ladies and Welcome everybody, my name is [your name] and | am
gentlemen, I'm [your name] [position] for [your product/idea/project]

Chao moi ngudi, tén téi la... Chao ming moi ngudi, toi tén .... va la nguai [vi tri phu

trach] cho du én nay.

E.G.:

Good morning ladies and gentlemen, I'm John. E.G.:

Welcome everybody, my name is John and | am a
designer for our new product.
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Today I'm here to talk to you about...

Hom nay toi sé ndi vé...

E.G.:

Today, I'm here to talk to you about the design and
concept for our new product.
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I'm delighted to be here today to tell you about...

Toi rat vui khi cé mat & day ngay hdom nay dé néi vé...

E.G.:

I'm delighted to be here today to tell you about the
design and concept for out new product.




S ] S ]

Firstly I'll talk about... I'll start with some general information on...

DBau tién, toi mudn ndive... Toi sé& bat dau vai nhiing théng tin bao quat vé...
E.G.: E.G.:

Firstly, I'll talk about the idea and concept. I'll start with some general information on the design.
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Then | will look at...

Tiép theo, t6i sé ndi dén...

E.G.:

Then | will look at the new design.
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Then we'll go over...

Tiép theo ching ta sé ndi vé...

E.G.:

Then we'll go over the new design.
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And finally we'll look at... To conclude, we'll touch on...

Va cudi cing chiing ta sé di dén... BE két thic, ching ta sé dé cap téi...

E.G.: E.G.:

And finally we'll look at the comments of our To conclude we'll touch on the comments of our
customers. customers.
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| will be glad to answer any questions that you may Toi rat san long gidi dap bat cir cau hdi nao tir cac ban
have at the end of this presentation. vao cudi budi thuyét trinh hém nay.

Well, that brings me to the end of my presentation, Bén day la két thidc phan thuyét trinh cda t6i, cdm on
thanks so much for listening. moi ngudi da lang nghe.

It was a real pleasure being here today. Goodbye and That [a moét vinh du khi dugce diing déay ngay hom nay.
thank you. Tam biét va xin cdm on.
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Itis a good idea in business meetings to speak as clearly Trong nhiing cudc hop, ban nén nadi véi giong diéu

as possible and to be firm (strong). Remember though, rd rang va chac chan, nhung diing dé bi bién thanh
“firm” does not mean “rude”. giong diéu tho 16 hoac qué cliing nhac.

It can be easy to seem rude if you don't add the all- Théng thudng, dé€ tranh bi hiéu nham 13 thé 16 va hach
important “please” and “thank you” to your phrases. dich, ban nén thém vao céu nadi clia minh nhing tu
These polite terms go a long way in business English. nhu “lam on” va “cdm on”. Néi cho cuing, muc dich cla
Meetings are all about listening and letting people viéc hop hanh 13 lang nghe va tao co héi d& moi ngudi
know you understand what is being talked about. Try hi€u va theo sat tién do cdng viéc clia nhau.

these phrases when you are in a business meeting or
participating in a conference call.
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Some useful phrases to be active in a meeting/
M6t s6 mau cau théng dung:

SN LA S LA

Sorry, l interrupted you. You were saying...? | didn't quite hear that, sorry, can you say that again?
| didn’t catch that last bit. Can you say it again please?

Xin 16i vi da ngat 161 Nhung van dé ban dang néi dén

la... Toi khéng nghe ré 1am, xin 16 nhung ban cé thé 13p lai
khong?

E.G.: Toi khong bat kip y cusi. Ban cé thé nai lai [an nita
khong?

Sorry, | interrupted you. You were saying that our latest
campaign is not really working as well as we thought?
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Sorry, but just to clarify... So, what we're saying is...

Xin 16i nhung dé 1am rd hon cht... Vay, diéu ching ta dang néi dén la...

E.G.: E.G.:

Sorry, but just to clarify, our target for this campaign is So, what we're saying is our goal is achieving 20 million
20 million dollars, right? dollars in 2 months?
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That's an excellent point [person’s name], | totally agree Okay, | think we are all on the same page here...

with you on that.

. a e " e
Buoc réi, téi nght ching ta déng quan diém vé diéu
DPay la mot luan diém xuét sac, [tén ngudi ndi], tdi hoan nay

toan dongy.

E.G.:
EG.: Okay, | think we are all on the same page here. | totally
That's an excellent point, Josh. | totally agree with you agree that we must achieve 2 million dollars worth of
on that. sales after 2 months.months.
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I'm sorry but | think you may have that slightly wrong...

Xin 16i nhung téi nghi ban cé nham lan déi chut & day...

E.G.:
I'm sorry but | think you may have that slightly wrong, |

think it should be 2 million dollars, not 3 million dollars.

WALL STREET ENGLISH |
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FEle™

From our perspective, it's a little different. Let me
explain.

Theo quan diém cla ching téi sé cé chit khac biét. BE
toi gidi thich nhé.

E.G.:

From our perspective, it's a little different. Let me
explain. After launching, it will take about from 2 to
3 months for the customers to get used to our new
design for this product. So | think it's hard to achieve
this target after 2 months.

28
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You may feel you're ready for the next step in your Ban cdm thay ban da s&n sang cho mét budc tién mdi
career, but just how do you persuade your manager trong su ngiép, nhung lam thé nao dé thuyét phuc cap
that you deserve a promotion? trén rang ban xiing dang duac thang chic?

You can't afford to lose your footing when climbing Ban khong thé chun budce khi dang dat chan 1én

the career ladder. The way you present yourself is nhiing nac thang su nghiép. Chinh vi vay, hay dac biét
essential, and the right attitude combined with the chiy dén céch xay dung hinh tugng ban than, thai dé
right words can give you a big career advantage. ding dan két hop cung ngdn tir chuén xac sé mang

dén ban nhiing loi thé to 16n.
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A. Stay focused
Ludn tap trung

] L]

In a professional environment, people who stay
focused and take their work seriously will excel. Focus
and dedication will lead to trust, and earning the trust
of your manager is vital on the road to a promotion.

Trong moi trudng chuyén nghiép, nhiing ngudi duy tri
duoc su'tap trung va nghiém tdc déi vai cong viéc sé
dé duoc céng nhan. Su tip trung va su céng hién hét
minh luén gitp ban cé dugc niém tin tir cdp trén va md&
ra nhiéu co héi thang tién trong su nghiép.
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Some useful phrases to show that you're staying focused/
M6t s6 mau cau théng dung:

SN LA S LA

It's a really good challenge. I'd be grateful if someone else could take a look.

DBay thuc su' la mot co hoi tét. T6i rat cam kich néu ai dé cé thé xem ludt qua phan
nay.

E.G.:

It's a lot of work but I've got it under control. It's a really E.G.:

good challenge. I'm confident I'll have it finished by the end of the

week. ButI'd be grateful if someone could take a look
before | present it to the rest of the team.
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I've got it under control. I'm confident | can...

Moi th&r déu trong tam kiém soét cla toi. Toi tu'tin minh co thé...

E.G.: E.G.:

Don't worry! I've got it under control. I'm confident | can finish this by Thursday.

WALL STREET ENGLISH |
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B. Get results
Gatthanh qua

S L

Focus is essential, but it is best demonstrated through
the results you've achieved. Great results can prove
to your manager that you're working hard towards
achieving your goals and the goals of the company.

Tap trung la diéu can thiét, nhung viéc quan trong nhét
van |a chiing minh dugc thuc luc clia ban théng qua
nhiing két qua ban mang dén cho cong ty. Cac thanh
tuu ndy co thé cho cap trén thay duoc su c6 gang va
quyét tdm cla ban trong viéc chinh phuc nhiing muc
tiéu ca nhan va muc tiéu cong ty dé ra.




Some useful phrases to prove you're capable of meeting goals/
M6t s6 mau cau théng dung:

SN LA S LA

71 [ ] =1 L]

| really feel I'm gaining in confidence. Of course I've been busy, but I'm feeling really
motivated.

Bung la téi da rat ban, nhung t6i thdy nhu minh cé
thém dong luc dé c6 gang.

Toi thuc su cdm thay minh dang I8y lai sutu'tin,

E.G.:

| really feel I'm gaining in confidence, and | think that's EG.:
reflecting in my results. oo
Of course I've been very busy, but I'm feeling really

motivated and that makes things easier.
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I'm hoping I'll have even more opportunities to My hard work has paid off.

challenge myself next year.

* v g b n 4x “ 4l .
2 Su ¢6 gang cla toi da duoc dén dap xiing dang.
To6i hy vong minh sé cé nhiéu co hdi thd thach hon
trong nam tdi.

E.G.:

I've worked very hard to double my sales figures from
E.G.: last year and it has paid off.
I've spent all year looking for new challenges, and I'm
hoping I'll have even more opportunities to challenge
myself next year.

WALL STREET ENGLISH |
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'm especially proud that... I'm very keen to...

T6i dac biét tu hao vi... Toi rat mudn...

E.G.: E.G.:

There have been lots of great moments, but I'm I'm very keen to accept more responsibility if the
especially proud that | managed to secure the contract opportunity comes up.

with the tourism board, because | know it's a valuable
contract for our company and they've never worked
with us before.
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I'm sure | can...

T6i chac chan minh cé thé...

E.G.:

| believe I've earned the trust of the team, and I'm sure | can
keep balancing my workload well.

WALL STREET ENGLISH |
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C. Stand out
Tda sang

WALL STREET ENGLISH



2 C

You can'tjust be good if you want a promotion. You Bé duoc dé bat, ban khéng chi gidi ma con phai la
have to be the very best. That means going the extra ngudi gidi nhat. Diéu nay nghia la ban phai thuc su tda
mile to stand out from the crowd. sang va néi bat gitta nhiing ngudi khac.

Just remember, there's a thin line between healthy Chi can nhé& su khac biét gilta canh tranh lanh manh
competition with your co-workers and actual conflict. véi dong nghiép va su ganh ghét, dé ki. Ban can hoc
You must maintain a friendly and professional attitude cach duy tri su'than thién va thai dé chuyén nghiép

at all times if you don't want to suffer alienation from moi lic néu ban khéng muén bi dong nghiép (hodc ¢
your peers, and potentially your boss too. cap trén) xa lanh.

WALL STREET ENGLISH |
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Some useful phrases to show you're the best for the job/
M6t s6 mau cau théng dung:

SN LA S LA

| thought the team could be a little more competitive. So | challenged the other guys...

T6i cho rang moi ngudi trong nhdm can ¢é tinh than Vi vay t6i da ra thir thach véi nhitng nguai khéc...

canh tranh hon.
E.G.:

E.G.: We all take pride in our individual pages. So |

| thought the team could be a little more competitive in challenged the other guys to drive more visits, by using

getting more traffic to the site. clever SEO and finding costeffective promotional
options.
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| managed... | personally feel...

Toi quan ly... Céa nhan t6i cdm thay...

E.G.: E.G.:

| managed to get a great piece of free radio PR, and | personally feel it's good to have some healthy
my viewer figures went up to their highest level yet. competition in the team.
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D. Joinin
Hoa minh

S L

Managers want to promote individuals who can lead
by example and support their colleagues at all times.
While individual success is important, it's the ability to
inspire others and gain their trust that will truly impress.

Cac nha quan ly lubn muén danh co héi thang tién

cho nhiing ca nhan vira cé kha nang lanh dao, vira

biét cach hb trg ddng nghiép moi ldc. Du thanh tich c&
nhan cling quan trong, nhung ban sé gay an tuong tét
hon trong mat cap trén néu cé kha nang truyén cam
hing va lay dugc niém tin tr nhirng nguai xung quanh.
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Some useful phrases to prove you're a team player/
M6t s6 mau cau théng dung:

SN LA S LA
How would you like me to help? Is there anything else | can do to help?

E.G.: E.G.:

Manager: Sharon, I'm hoping you might be able to Certainly. I'll make an appointment with him straight
help. Becky is experiencing some personal troubles away. Is there anything else | can do to help?

and I'd like you to pick up some of her workload.

Sharon: Of course. How would you like me to help?
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She really helped me out...

E.G.:

Manager: It would be good if you could keep an eye on
Becky when she gets back. Make sure she's OK. | know she
trusts you.

Sharon: I'd be happy to. We've talked quite a lot over the
past few weeks, and she really helped me out when my
mother died.

WALL STREET ENGLISH |
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E. Be positive
Ludn lac quan
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Enthusiasm ranks alongside ability in many bosses’ Su nhiét tinh ludn dugc cac nha quén y danh gia cao,
minds, and it can often get you out of trouble on those va thai dé tich cuc nay cd thé “ciru” ban trong rat nhiéu
occasions when things don't go to plan. trudng hop khong luong trude.

Going to work with a smile on your face shows your Budc vao céng ty v&i mot nu cudi va guong mat tuoi
manager that you're keen as well as capable. tan la dau hiéu dé cap trén biét rang ban rat hao hing

vai cdng viéc va thich moi trudng lam viéc cdia minh.

WALL STREET ENGLISH |
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Some useful phrases to show your enthusiasm/

M6t s6 mau cau théng dung:

S ]
[ Z1 [

| hope you'll enjoy it.

E.G.:
Travis: Good morning, Alan. How was your journey in?

Manager: Not bad, thanks. How's that article coming
along?

Travis: It's all coming together really well. | hope you'll
enjoy it.

WALL STREET ENGLISH |
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I'm more than happy to edit it if you'd prefer.

E.G.:
Manager: How long do you expect the piece to be?

Travis: It's about 1500 words now, but I'm more than
happy to edit it if you'd prefer.
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You're looking well. Good point.

E.G.: E.G.:

Hello Alan, you're looking well. How was your trip to That's a good point. | will add more bright colors to this
Scotland? photo.

WALL STREET ENGLISH |
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