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NETWORKING 

IN ENGLISH



NETWORKING

• What is networking?
• Why is networking important?
• What essential skills are needed in networking?

DISCUSS…and make notes



What is networking?

Networking is the exchange of information and ideas among 

people with a common profession or special interest, usually in 

an informal setting.



Why is networking important?

Business Networking is a really valuable way to expand your 

knowledge and learn from the success of others.



What essential skills are needed in networking?

• Active listening

• Social skills

• Public speaking skills

• Non-verbal communication

• Interpersonal skills

• Empathy

• Positivity



1. INTRODUCTIONS



What topics are appropriate to mention when introducing 

yourself?



You should usually include this 
information:

• Name

• Nationality

• Job Title

• Company

• Company Location

• Purpose of visit

And an ‘elevator’ pitch







Framework for a pitch

• Present – state what you do that creates value.

• Past – give an example of an impressive achievement you had.

• Future – outline what you want and ask for input.



Things to be careful about







How to describe your current project







Using the PAPO formula think of, write down and describe a 
current or future project to your partner

P –

A –

P –

O –



2. LISTENING



The secret of successful networking and communication at

work and in social situations is to be a good listener. Good

talkers are first of all good listeners. Research has identified four

types of listener.

• pretend listeners
• marginal listeners
• active listeners
• non-listeners







Using F.A.C.E.

Using F.A.C.E. helps us to empathize with the person
we are listening to

Focus

Acknowledge

Clarify

Empathize







3. SMALL TALK



1) What is small talk?

2) Why is small talk important?



What is a small talk?

Small talk is a casual form of conversation 
that "breaks the ice" or fills an awkward 
silence between people. It is sometimes 
considered rude to say nothing.



Why is small talk important?

It is important to get to know people 
personally. This is the best way to build a 
good relationship.



Why are the topics of 
small talk important?



























PRESENTATIONS



How to structure your presentation



A business presentation may be:

• an informal 3 minute report to colleagues in a meeting

• a formal long speech to a large audience you have never met

before

BUT

Every presentation has the same structure





Think of the presention as a story with:

- a beginning

- a middle 

- an end



The beginning

Tell your audience what you are going to say.



The middle

Tell your audience you are saying it.



The end

Tell your audience you have said it.



Use the ‘Three Ss’ Technique

Signpost

Signal

Summarize

















How do we deal with questions and interruptions?







How do you stop interruptions?





What do you say if you don’t know 
the answer?























How to keep the audience listening

•Hooking

•Flagging

•Bridging

•Looping























MEETINGS



Unit 7 Running a successful meeting



What three things are essential
for running a successful

meeting?





The Agenda
What information is included on 

the agenda?





The Minutes

What are they?













Controlling the meeting

Who controls the meeting and what is
his/her job?













8. PARTICIPATING

IN MEETINGS

What problems could there be for non-native speakers of English?









B  Giving your opinion

Why is it important to give your opinion in international 
meetings?



























International Negotiations



● How to explain the meaning of ‘negotiation’.

● How to introduce yourself and your company.

● How to recognise the five stages of a negotiation.

● How negotiation expectations differ across cultures.

Aims



● What do we mean by ‘negotiations’?

● Why do we negotiate?

‘You don’t get what you want. You get what you
negotiate’ 

Think about these two questions



What do we mean by negotiation?

It’s a process by which compromise or agreement
is reached while avoiding argument and dispute.

Negotiations include informal day-to-day
interactions, eg. who is going to cook lunch, and 
formal transactions like conditions of sale or legal
contracts. 



Why do we negotiate?

Because we want to make a deal which
is beneficial to all the parties involved. 
Negotiation means compromise. If you
don’t want to compromise then you
are not negotiating.



A Presenting your organisation at the beginning
of a negotiation

This is the first thing you must do. 

You must never assume that your negotiating
partner knows all the relevant information about
your company.



Introducing and clarifying
your organization’s status



h

f

e
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a
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Answers





B The Five Stages of Negotiation

It is essential to have a shared understanding of the 
point you are at when negotiating internationally.
It is no good when one side thinks, for example, that
they are outlining a position, and the other side 
thinks they are reaching a final agreement.



Stage 1 Prepare

Stage 2 Explore

Stage 3 Propose

Stage 4 Bargain

Stage 5 Agree



The Five Stages



Problems
1. You may not hear the signals for movement from 

one stage to the next.

2. The other side may change their position.

In reality, negotiations never follow the five-stage 
process exactly. Negotiators often raise new points and 
go on from the Bargain stage back to Prepare or Explore
stage







Answers

Hard sell I want them to sell me the 
product and tell me how good it is.

Soft sell I want them to tell me the product’s
qualities and disadvantages. I want to make 
up my own mind.

Company pride My key concern is to 
support my company.

Personal career My key concern is to 
develop my own working progress.

Risk embracing I calculate risks but I am
prepared to take them when necessary.

Risk averse I avoid taking risks. I obey rules 
and never go outside them.

Close I like to stay near to my customer. I 
telephone and visit whenever I can.

Distant I prefer relationships through emails 
and official channels.

Positive orientation I believe that you
should always emphasize the positive. 
Look for opportunities and be optimistic.

Negative orientation I believe you should
focus on problems, find out what went wrong
and improve it. Being realistic is better than
always being optimistic.



11 Negotiating Styles



What are the different stages of a 
negotiation?



Stage 1: Prepare
Stage 2: Explore
Stage 3: Propose
Stage 4: Bargain
Stage 5: Agree



PREPARE and EXPLORE stages

You present your position

BUT

There are FOUR things to know before





















The start of a negotiation is the:

Entry point



The start of a negotiation is the:

Exit point





PROPOSING and BARGAINING



PROPOSING and BARGAINING

1) When you propose, you make AN OFFER

2) When you bargain, you DISCUSS with the other
negotiator to find the best SOLUTION for both of you.











Closing the Negotiation



What is the last stage of 
negotiation?



Agreeing

we call it:
the close



Difficult negotiations

If you haven’t reached an agreement at the 
end of a negotiation, there are three
alternatives





Strategies for reaching an agreement



Things you should do at the AGREE stage





Job seeking skills



Job advertisement on a travel company website

Answer the questions

1. What are the responsibilities of 

the receptionist?

2. What skills are required?

3. Would you be interested in the 

job?

4. If you are interested in this job, 

what do you have to do?



You send your C.V. and a cover letter.

If the company is interested in you, what do they do?



How can you prepare for an interview?

They call you for an interview



1. Try to predict the type of questions you are likely to be asked.

2. Do some research into the company you are applying for a job with.

3. Find out exactly what the job involves.

4. Analyse your skills and experience and identify where they match the job 
requirements.

5. Rehearse the interview.

6. Decide what you’re going to wear.

7. Prepare a list of questions to ask at the end of the interview.

Discuss the following tips for preparing for an interview. Which are 
more important? Which would you do first?



Making a positive first impression

Before you arrive

Send out the right message about who you are through your physical 

appearance, your clothes and your body language



What can you do to create a positive first impression?

Think about:

• your appearance

• body language

• how to ‘break the ice’



• arrive on time

• dress appropriately

• smile

• be confident and relaxed

• demonstrate you have done some research into the 
company

• use clear, precise, positive language













Dealing effectively with interview questions













Complete the interview 

with these words:

apply; communicate; 

develop; gain; get (x2); 

lead; make; meet; 

motivate; put; work





Common interview questions





Match the advice (a-h) to the questions (1-4)





INTERVIEW QUESTIONS

CANDIDATE A

Why did you choose to study your degree subject?

What did you most/least enjoy about your time at university?

What skills did you develop at university?

How will your degree help you in your future profession?

What are your strengths and weaknesses?

What is you biggest achievement?

How do you handle stress?

What motivates you professionally?

How do you work in a team?

How would your colleagues describe you?

How have you changed over the last 5 years?



The exam consists in:

- A dialogue between candidate and examiner of approximately 10 mins

- Questions and answers relating to a job application and the Business 
English course



To pass the exam candidates must:

- Demonstrate a B2 (First Certificate) level of English:

Language (grammar and vocabulary)

Skills (listening and speaking)

Interaction (understanding and answering appropriately)

- Demonstrate critical and independent thinking



To pass the exam candidates must:

- Search online and find a job advertisement for a professional 
job

- Use the Job Description and Person Specification to talk about 
the job



To pass the exam candidates must justify/describe:

- Why they would apply for this job

- Why they would like to work for the company

- The main role of this job

- Why they feel they are the best candidate for this job

- Which BE skills they would need for this role



To pass the exam candidates must consider and explain:

- What they found of particular interest about the course

- How this will impact on the role they have chosen to apply for

- Which areas of BE you feel you need to develop in the future 
and why?

- Think about the questions from the course



GRADES

B2/FCE LUMSA

1-2 0-17 - Fail
3-4 18-23 - Pass (lower)
5 24-27 - Pass (upper)
5 + 28-30 - Pass (with distinction)



Talking about a job



Career opportunities with a Business Degree



What Can You Do With a Business Degree?

Corporate business careers are available in all sectors: all 
industries need strong leaders, managers, financial advisors 
and market-savvy decision-makers. For many business 
graduates, however, the traditional pathways still hold a strong 
appeal – including careers in the banking and financial sectors, 
consultancy, human resources and marketing roles.



Typical careers with a business degree

Good business and management skills are key elements of any 
profitable company, and therefore effective leaders, strategic 
thinkers and financial experts are all in great demand. Big or 
small, global or local, companies all over the world are 
looking for business graduates.



Business careers in accounting and finance

Jobs in accounting or finance, may involve reviewing the 
company’s financial situation both past and present; 
advising clients and colleagues on tax and expenditure; 
managing records and business transactions; playing a role 
in mergers and acquisitions; and taking responsibility for 
preventing bad practice as well as fraud and negligence.



Business careers in management

Becoming a manager is a hard job, with long hours and heavy responsibilities. The advantage is that 

managerial roles are highly-paid, as well as giving many opportunities for career progression or even a 

career change. Managers can be found across all industries and fields, and their job is to provide 

structure and strategy to a workplace.

Because of the responsibility of such positions, a Master’s Degree is required or a number of years of 

mid-level work experience . Despite this, business graduates are well-placed to become managers later 

on in life.



Business careers in consultancy

Another option is the field of business consultancy. This involves working as part of a 

team, combining your business expertise and analytical skills in order to provide advice 

to other companies, usually focusing on how to optimize a specific project or part of 

the business. Projects and clients may vary widely, ensuring plenty of new challenges. 



Business careers in retail and sales

Opportunities within sales and retail are numerous, including shop-based and office-based roles, as well 

as travelling positions for which a good knowledge of global markets is a must.



Other common graduate careers 

Other common graduate careers with a business degree include roles 

within auditing, banking, communications, distribution, energy and 

utilities, hospitality and leisure, IT, insurance, journalism, law, logistics, 

manufacturing, media administration, production management, public 

relations, the public sector and defense, risk management and tax.



Less typical careers with a business 
degree

What can be done with a business degree without following the typical 

routes? Roles requiring business knowledge and analytical thinking are 

innumerable, and choices of which industry to work in is likely to be 

based on personal interests. 



Business careers in media

Although business studies degrees may not seem like the most creative of pathways, 

they can in fact lead to many roles within creative industries. Media is one such 

widespread industry, an umbrella term covering TV, film, online, newspaper and 

magazine publishing, events and more. A solid understanding of the media sector of 

interest is needed. Business careers in media include roles in sales, human resources, 

PR, finance and accounting, operations, marketing and branding, as well as overall 

management and strategic direction.



Business careers in marketing and advertising

Opportunities in marketing and advertising are numerous for business graduates, 

particularly for those with a bit of creative flair. In these industries, business graduates 

can use the analysis and report-writing skills perfected during their degree in order to 

conduct market research, develop marketing strategies, manage client relationships, 

liaise with copywriters, designers and printers, analyze markets and evaluate campaign 

results. These roles usually require collaboration with specialists such as designers, 

video producers and copywriters.



Business careers in Human Resources

Business doesn’t have to be a world of fierce competition, and careers within human 

resources offer roles which require both business knowledge and highly perfected 

interpersonal skills. Recruitment, training and pay are all areas handled by the HR 

department. Great communication skills are essential, but  also a good basic 

understanding of business operations and management as well as detailed and up-to-

date knowledge of employment laws and company regulations are required .

.



Business English Skills

• Networking

• Presenting

• Negotiating

• Meetings

• Job seeking

Which of these skills are important for each business role? 



NETWORKING

•Why is networking important?

•What do you believe to be the essential skills needed in 
networking and why?



PRESENTATIONS

• What makes a good presentation – think about the structure 
and how to deliver it



Meetings

• What 3 factors are necessary for a successful meeting

• What difficulties may non-native speakers of English have
when participatiing in meetings?



NEGOTIATIONS

•How is a ‘good’ negotiation conducted?

•What cultural problems could you have in international 
negotiations?



JOB SEEKING/SEARCHING

• What type of career could a Business graduate undertake?

• Which do you think is the most important phase of the 

recruitment process and why?

• Which phase of the recruitment process do you think is the most 

difficult phase of the recruitment process and why?


