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Welcome to The little Book of Business Skills

We’ve prepared this small snapshot of the business skills which employers look for. We hope 
you’ll enjoy reading it and trying out some of the lessons from The Business 2.0 which illustrate 
the skills included. There are full links to downloadable full sample units and their related audio 
online so that you can show your students � rst-hand how these skills can be learned.
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Your feedback, research into business English studies and the evolving needs of employers have 
helped us to update our popular business English course for college and university students. 
The Business 2.0 builds on the success of the � rst edition and includes a range of new material 
which o� ers students the language, skills and con� dence they need to succeed in the 
competitive international business arena.

All compactly packaged in a format to suit you, the extensive range of resources is available in 
easy-to-use formats, for teachers and students. See the back of this booklet for the full range of 
components as well as their ISBNs for easy ordering.
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Building the next business generation
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The best professionals are those with emotional intelligence

 ‘Interpersonal skills’ – ‘Emotional intelligence’ – ‘The vital 
5th skill’ – ‘The hidden or secret skills’ ...

Why do we need them in business?
Whatever you choose to call them, they are that extra little 
bit of something that helps you get along in a professional 
environment and makes other people say: ‘I really like working 
with her/him’ and makes employers think: ‘I want them on 
my team.’ 

When we’re teaching students English language and business 
skills, there’s still room to ensure that they also get exposure and 
practice in these other vital areas relating to interpersonal skills. 

What’s your ‘Secret Skill’? competition results

“Listen to everyone from the cleaner to people in top management, because 
you may get brilliant ideas for the business from anyone in the company.”
Cristiano Caetano

“Always respect people as individuals but make them work as a team.”
Hana Nesutova, Czech Republic

“Learn everyone’s name – from the CEO to the cleaner – and use them!”
Anne-Marie Ross

“Showing my students that it’s okay to make mistakes by making mistakes 
myself and correcting them.”
Carlos Martinez, Germany

“Being ready to learn – always and everywhere. I don’t have all the answers and 
can learn something from every interaction, from everyone, and every situation. 
I know a little more each day and am open to new things.”
Cait Kinsella, Germany

Our competition from a recent BESIG showed that business teachers worldwide are fully aware of 
these ‘secret skills’, and sent in some fantastic examples of their own. 

Here are the winning entries from Anne-Marie Ross and Cristiano Caetano along with a 
selection of other great entries (some of which have been annotated). Congratulations to 
Anne-Marie and Cristiano and thank you and well done to everyone who entered!



www.macmillanenglish.com/TheBusiness2.04

BUSINESS SKILLS

1. Communication skills (speaking and writing)

In the world of business, no one can deny that good communication is key. Whether you are 
speaking or writing, presenting or producing copy for products, there’s no escaping the fact that 
to do business well, you need to communicate well.

So what do we mean when we say that someone has ‘excellent 
communication skills’? 

Excellent communicators are con� dent. They give clear messages when they speak and write. 
They use the right words for the right occasion, and pronounce them clearly. They understand 
and use non-verbal communication, such as body language, and they maintain appropriate 
eye-contact.

Communication is two-way, so good communicators need  to be able to listen well,  be aware 
of and sensitive to other people’s feelings as well as check with the listener that they have been 
properly understood.

Some managers may be natural communicators. Others may need to work harder at this in 
order to consciously develop their skills in this area. It is quite common to � nd managers who are 
good at verbal communication, but who are not so good at written communication. Conversely, 
some people who are strong on paper may dread giving presentations. It is certainly possible for 
managers to strengthen their skills in this important area through reading about communication 
skills, training or by practising these skills every day in the workplace.

Articulate verbal language skills and superior written communication abilities are the crucial 
elements which are transferable across disciplines, but can be particularly relevant in business.

What is covered by communication skills? 

Use the table and tick those you think are relevant for speaking or writing, or both. Can you think 
of any more that are used in a business environment?

Speaking Writing

Knowing when to use the right tone or level of formality for the right situation xxxxx

Creating PR, marketing plans and promotion for products or services xxxxx

Giving presentations and training to improve team-building xxxxx

Communicating face-to-face, online, by phone or in writing with colleagues, customers, 
employees, investors, suppliers and others

Public speaking to shareholders, clients or customers and sharing your product, business idea 
or vision

E� ective networking with internal and external partners to build new business relationships 
and contacts

Writing formal or informal emails to colleagues,  customers and suppliers xxxxx

Negotiating with colleagues or clients in order to get the best deal

Intercultural communication x
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Communication skills activities from The Business 2.0

Try this activity from The Business 2.0 new Pre-intermediate level, Unit 1 Gaining experience with 
your students.

Meeting people and making conversation - Lesson 1.4 Speaking  

It is not easy to network e� ectively. Building new business relationships can start at a networking 
event. In Exercise 4, you can � nd a list of useful expressions for making conversation, including 
phrases for changing the subject, keeping the conversation going and � nishing a conversation. 
Download the audio � le, and listen to the phrases to help you practise further.

Try this activity from The Business 2.0  Intermediate, Unit 3 Products and packaging with 
your students.

Writing a product description - Lesson 3.5

Writing is sometimes seen as the most di�  cult of the four language skills, but why is this? 
One reason is the fact that business writing has to be accurate. In Exercise 6, students
practise writing a product description for a tablet PC, using a set of notes. 

Using notes means that the content has already been brainstormed, and allows the writer to 
concentrate on accuracy.

Download sample units and audio for The Business 2.0 Pre-intermediate and Intermediate levels at 
www.businessenglishonline.net/business-2/samples

Extract from The Business 2.0 Pre-intermediate Student’s Book, page 16
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BUSINESS SKILLS

2. Negotiation and persuasion skills

The term ‘negotiating’ can cover anything from a hard team negotiation for better terms in a 
contract, to simple everyday situations, such as discussing the best place to have lunch. At some 
time or another, every manager needs to persuade an employee or a customer to change their 
mind about something. Some � nd negotiating and persuading di�  cult skills to master. But what 
do these two skills involve?
 
When negotiating, you must do the following: prepare well; establish mutual trust; listen 
carefully to the other team; and keep a ‘win-win’ outcome in mind.

An established technique is to form three positions in your head: 

•  What you could get away with in an ideal world, which is usually your opening bid
• What you expect to get, based on prior knowledge of your market
•  Your  ‘deal breakers’ – something which would make you walk away from the negotiating table

When it comes to persuasion, some people seem to just win you over using their natural charm. 
But there’s far more to persuading people than this. You can:

• Frame your persuasive argument by selecting certain words that bring up particular images 
 in the mind of the listeners
• Mirror the listener’s body language, in order to achieve a sense of empathy
• Do something nice for someone � rst, so they might feel the need to return the favour
• Make something seem more appealing because there is limited availability; this is called 
 ‘scarcity’ in people marketing

The manager gifted in persuasion may well use their ‘special skill’ to get others to do what they 
want them to do. That’s a useful business skill for any manager, negotiator or sales rep!

The Business 2.0 can help you with negotiation skills. In every unit there is a focus on language 
structures, such as conditionals. Good use of conditional forms are vital to successful negotiations. 
For example, do you know the di� erence between: “If we give in on this point, we’ll have a deal” 
and “If we gave in on this point, we’d have a deal”?

Try this activity from The Business 2.0 Advanced, Unit 7 Investment.

Grammar: Inversion and emphasis - Lesson 7.3

Exercise 2 on inverted conditionals enables students to use the conditional forms more � exibly 
at advanced level. It is followed by an exercise on ‘reformulating for emphasis’, a technique which 
can help successful negotiating. This unit � nishes with a full-blown negotiation so students can 
practise these techniques.

Download the sample unit and audio for The Business 2.0 Advanced level at 
www.businessenglishonline.net/business-2/samples
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3. Financial and numeracy skills 

Business is about making money, and whether you love or hate maths, � nancial skills and 
understanding numbers (i.e. numeracy) are both vital skills to have in order to succeed. 

So, what do we mean by � nancial skills? In terms of the big picture, this could involve:

• Understanding pro� t and loss
• Reading � nancial reports
• Budgeting and knowing how to manage cash � ow 
• Spending – knowing how to spend and invest money wisely
• Tracking the time you spend on a project
• Understanding the ‘cost-bene� t’ ratio

Are you someone who is good with numbers? How numerate are you? In business, it’s useful to 
be able to do the following: quickly work with � gures in your head, make rough but fairly 
accurate estimates, and read sales reports easily. Certainly, at the end of the day you could hire 
an accountant. But to succeed in the business world, being able to apply accountancy principles 
to all aspects of running a business will be invaluable. 

We may love spending money, but there’s a di� erence between wasting money and knowing 
how to spend and invest it wisely. Making wise investment decisions is not always easy, even 
for professionals. Test your investment skills and try this activity from The Business 2.0 
Advanced, Unit 7 Investment.

About business: Investment banks - Lesson 7.2

The � rst discussion exercise provides students with a chance to discuss how they would 
invest €50,000.

Try this activity from The Business 2.0 Pre-intermediate, Unit 1 Gaining experience.

Vocabulary: Personal details - Lesson 1.2

We tend to count in our � rst language, and it takes students a lot of practice until they can feel 
con� dent using complex numbers in English. The Business 2.0 contains a series of exercises 
which help students build up their con� dence in using numbers.

Download sample units and audio for The Business 2.0 Pre-intermediate and Advanced levels at 
www.businessenglishonline.net/business-2/samples

Extract from The Business 2.0 Pre-intermediate Student’s Book, page 12
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BUSINESS SKILLS

4. Technological skills (IT)

No one in business today can a� ord to ignore the technology revolution going on around them. 
The whole nature of doing business has changed almost beyond recognition, due to the growth 
of IT systems, the rise in the use of the computer and the spread of the internet. 

ICT or IT lies at the heart of running a business in the 21st century, and has provided us with new 
ways to communicate with clients and employees. 

Doing business is becoming increasingly international, so managers today may � nd themselves 
hosting a ‘virtual meeting’ with members of their team, or with important clients, spread across 
the globe. 

When it comes to IT skills, it’s important not to feel left behind. Just what this skill of ‘technology’ 
involves is quite broad, but it may involve some or all of the following:

• Knowing something about your own company website, and what makes it an e� ective  
 shop window for the � rm
• Using business software to track your own goods through the supply chain, or generate 
 business plans
• Using spreadsheets
• Using a client database or CRM (Customer Relationship Management) system
• Using PowerPoint or learning Prezi, a new type of tool, to deliver great presentations
• Keeping on top of social media – being able to write a blog, for instance – and knowing how  
 social media can grow your business – or the reverse
• Managing the � ood of emails which greet you every morning, and understanding 
 email etiquette
• Understanding cyber-risks – keeping your hardware safe through use of security

There are several di� erent video-conferencing platforms used in today’s business environment, 
although they work in similar ways. Managers who communicate online quickly learn the 
relevant technology skills, such as sharing their desktop screen, asking participants to turn their 
video cameras on or o� , and chairing an online discussion. 

In the age of the Smartphone and the tablet, it’s important to keep up with the fast-moving 
world of technology, and ensure that your business does not get sidelined, or that you don’t 
become a dinosaur!
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Technological skills (IT) activities from The Business 2.0

Knowing how to use IT is one business skill: knowing the terms and names used about IT and 
how to use them is another.

Try this activity from The Business 2.0 Intermediate, Unit 3 Products and packaging.

Writing a product description - Lesson 3.5

.pdf; Flash; spreadsheet; 3D chart; open source code; shareware; plug-ins, to name a few – IT is 
full of technical terms. 

In this unit, students read a product description about the bene� ts of using a program called 
‘OpenO�  ce.org3’.  The description is rich in IT vocabulary. In the � nal writing task, students write 
a product description of a tablet PC based on a set of notes which includes useful terminology.

Using technology

Students have the opportunity to use technology throughout The Business 2.0. For example, 
there are internet research tasks in each unit. When they give presentations (such as the one in 
Lesson 3.4 Presentations - structure), they can use PowerPoint in class, or even try out a Prezi. 

Download the sample unit and audio for The Business 2.0 Intermediate level at 
www.businessenglishonline.net/business-2/samples

Give your students the full digital experience by us-
ing the The Business 2.0 eWorkbook. 

The eWorkbook is an integral part of the 
course which can be used on the student’s own 
computer. Extra language practice, audio and video 
can also be downloaded to a tablet or mobile phone 
for on-the-go learning. New videos in the Advanced 
and Upper Intermediate levels o� er good vs bad 
models, and include commentaries by a 
communications expert. 

Extract from The Business 2.0 Intermediate Student’s Book
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BUSINESS SKILLS

5. Organisational skills

Organisational skills are vital to be e� ective and e�  cient in the modern workplace. A manager 
today cannot a� ord to be disorganised! Imagine you cannot � nd that important bit of paper for 
the tax authorities, and your company receives a � ne. Imagine missing a vital deadline and 
losing that all-important contract. If these scenarios sound familiar, then it’s time to develop your 
organisational skills!

Being organised could be simply keeping a tidy desk. It may involve organising every aspect 
of running a project, or a one-o�  special event. Or, it could simply mean organising yourself. 
Organisational skills have been de� ned as the “skills, strategies and qualities you need to 
organise your time, deadlines and productivity”.  So, what do desktop organisation, task 
organisation and self-organisation involve? 

Desktop organisation

How well do you organise your � les, emails, reports and important documents? 
Keeping a tidy desk might be challenging, but it improves e�  ciency and productivity. 

Task organisation 

Managing a project involves prioritising and keeping track of all relevant documentation, such as 
contracts and schedules. People with highly developed organisational skills often sort their tasks 
into things which are urgent, things which are important, and things that are both urgent and 
important. If you ever get round to doing some tasks that are neither urgent nor important, then 
you can really start to reap the bene� ts of being well-organised!

Self-organisation 

How is your time management? Keeping yourself organised results in a healthy work-life 
balance. In today’s fast-paced business world, we are all too aware of the downside of becoming 
snowed under – stress. And stress can be fatal.

Try this activity from The Business 2.0 Upper Intermediate, Unit 4 Feedback with your students.

The project team - Lesson 4.1

Managing a long-term project may seem daunting at � rst. Most project managers will be familiar 
with a Gantt chart, a type of bar chart (developed by Henry Gantt in the 1910s) that illustrates a 
project schedule.

Download the sample unit and audio for The Business 2.0 Upper Intermediate level at 
www.businessenglishonline.net/business-2/samples

Extract from The Business 2.0 Upper Intermediate Student’s Book, page 48



11

6. Selling skills

Your company can have the best idea in the world, but it will never survive if there’s no one out 
there selling it and sales is everyone’s business – all successful business people sell.

The skill of selling is having a sales-oriented frame of mind. Even if you aren’t directly selling a 
product or service, every day you are selling new business opportunities. The table below shows 
some examples. 
 

See an example of selling skills in use, and try this activity from The Business 2.0 Advanced, 
Unit 7 Investment  with your students.

Vocabulary: Investment choices - Lesson 7.2

Whatever you are selling – car components, windows and doors, � nancial services or new 
medicine – product knowledge is important. 

In this lesson students listen to an investment product salesman. He is speaking at an investment 
fair and o� ers advice on a range of topics such as planning for retirement, currencies 
and property. 

Students then have the chance to establish their partners’ investment pro� le – to what extent are 
they comfortable with risk, for example. There is plenty of scope here to match the right solution 
to the clients’ needs. 

Download the sample unit and audio for The Business 2.0 Advanced level at 
www.businessenglishonline.net/business-2/samples

Researches They study their prospects and � nd out all about their business.

Plans It is hard to get a commitment, and good planning helps make that happen.

Creates rapport The customer needs to like the salesperson. To achieve that ‘magic connection’ you need to be 
personable and build those all-important relationships with the client.

Asks questions Not only do sales people ask questions, they ask the right ones.

Listens The salesperson doesn’t just do all the talking; they listen – and listen actively.

Presents solutions Sales is about � nding the right solution to your individual clients’ needs.

Asks for commitment Sometimes, it’s closing the deal that’s the hardest part.
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BUSINESS SKILLS

7. Leadership and team skills

Every business needs someone at the top to steer the ship – every business needs a great leader. 
Not all great leaders are popular. In fact, there is some disagreement about the qualities of a 
great leader. One recent poll put ‘strategic thinking’ as the number one quality of a successful 
business leader. But more and more popular is the idea of a successful leader being 
customer-focused. 

Leadership skills

It goes without saying that leaders have the ability to communicate clearly. Great leaders:

• Listen
• Take risks
• Give direction
• Are creative

Team skills

A leader without followers can be said to be an autocrat. A leader needs a team, they show 
commitment, so when things are bad, they ‘roll up their sleeves’ and join in. Yes, they inspire – 
but they also lead by example. 

A true leader � nds value in their team, is inspired by their team, and at the same time
inspires them.

To what extent do teams need strong leadership? Do teams need to have a common plan and 
clear objectives? How important is it to be open and honest in a team? 

See an example of team-building skills in use, and try some activities from The Business 2.0 
Upper Intermediate, Unit 4 Feedback with your students.

About business: The project team - Lesson 4.1

In this unit (Exercises 4 and 5) students read the article ‘Smells like team spirit’ which criticises 
conventional team-building activities of the ‘navigating rope’ course type. It focuses on four 
essential team-building characteristics, providing plenty of scope for students to discuss what 
makes a good team.  

Download the sample unit and audio for The Business 2.0 Upper Intermediate level at 
www.businessenglishonline.net/business-2/samples
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8. Problem-solving and decision-making skills

When everything is running smoothly, it’s not di�  cult being a manager. It’s when problems arise 
that you are called on to display the skills of both problem-solving and decision-making. 

Problem-solving

There are many tools to help you solve problems. One of the most popular ones is a ‘cause and 
e� ect’ diagram, also called a ‘Fishbone diagram’. First, you need to identify the exact problem; 
then, work out the major factors involved, such as people, systems, equipment, external forces 
and so on; then, identify the possible causes. You will need analytical skills to study your diagram, 
and may need to do more research before being able to come up with solutions. Being able to 
ask ‘Why?’ ruthlessly at every stage helps get to the heart of a problem, and can ensure that the 
solution really does answer all the issues.  

Decision-making

We make many minor decisions every day and from time to time, we must make di�  cult and 
more important ones. Decision-making can involve:

• De� ning and clarifying an issue – thinking about whether the matter is urgent, important 
 or both 
• Considering and comparing the pros and cons of each option 
• Actually making that decision! It’s all too easy to have a ‘foot in both camps’, and end up being  
 indecisive, or making an unhappy compromise
• Explaining your decision to others and implementing any follow-up

Try this activity from The Business 2.0 Advanced, Unit 7 Investment with your students.

Management skills: Decision-making - Lesson 7.4 

There are a number of decision-making tools in the business world, such as the ‘grid analysis’. 
This technique is especially powerful where there a number of good alternatives to choose from, 
and many di� erent factors to take into account. It involves ‘weighing’ options as to how 
important they are, and ensuring that your goal is a SMART one. SMART stands for Speci� c; 
Measurable; Achievable; Realistic; and Time-bound.  This unit starts with a discussion of di� erent 
ways of reaching a decision.

Download the sample unit and audio for The Business 2.0 Advanced level at 
www.businessenglishonline.net/business-2/samples

Procedures
Policies

Cause

Why
E� ect
(Y)

PeoplePlant
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ABOUT

Resource site

The supporting resource site o� ers full 
downloadable sample units for you to try
with your class, video life coach exercises
and interactive business dilemmas. 
www.macmillanenglish.com/TheBusiness2.0

Levels and the CEF

B1 B2 C1B1+

The Business 2.0 caters for 
four levels of English and 
adheres to the Common 
European Framework of
levels so you can be 
con� dent of your students’ 
language abilities and 
skills at the end of 
the course.

“Like the web 2.0, The Business 2.0 is more interactive and more user-centred. We’ve 
listened to what you’ve said, kept what you liked, added what you felt was missing 
and generally streamlined the course for an even better user experience.”

John Allison, Series Author of The Business 2.0

To help students with their communication skills, 
The Business 2.0 includes video clips and 
worksheets to accompany each unit in the 
Student’s Book. The video clips are episodes of a 
mini-drama that illustrate these exact interpersonal 
skills in each unit, along with key unit language. 
The worksheet exercises allow students to 
practise the functional language demonstrated in 
the video.

Take a closer look to see all that’s new in The Business 2.0
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RESOURCES FOR BUSINESS ENGLISH

Macmillan Practice Online
Macmillan Practice Online is the easy way to o� er 
your students all the bene� ts of online learning – 
and thanks to its fresh new look and brand-new 
markbook functionalities, it’s never been better! 
Using real-life topics and contexts, from meetings to 
presentations and from job interviews to business 
communication, our Business English Practice
Online courses are ideal for busy professionals.
www.macmillanpracticeonline.com

Onestopenglish
The number one resource and community 
site for English language teachers. With 
hundreds of specialised resources related 
to the world of work, onestopenglish has 
all you need to help you develop your 
students’ business skills. 
www.onestopenglish.com

Business Skills
In-depth and dedicated study for 
particular business English skills.

Grammar and 
Vocabulary
Fundamental grammar and 
vocabulary requirements for
students studying business English.

www.macmillanenglish.com/business

You can � nd a host of other resources to complement The Business 2.0 either online, or as part of 
our range of Business Grammar and Vocabulary series of books.
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The Business 2.0 PRE-INTERMEDIATE INTERMEDIATE UPPER  INTERMEDIATE ADVANCED

Student’s Book 9780230437807 9780230437883 9780230437968 9780230438040

Student’s Book + eWorkbook 9780230437814 9780230437890 9780230437975 9780230438057

Teacher’s Book + Resource Disc Pack 9780230437845 9780230437920 9780230438002 9780230438088

Class Audio CD 9780230437852 9780230437937 9780230438019 9780230438095

Sounds: The Pronunciation App
Now with wordlists available for The Business 2.0.
www.soundspronapp.com

This booklet has been produced by Fauzia Eastwood, 
Marketing Executive for Adult, Business and 

Methodology. If you need further information on 
the products mentioned here, you can 

contact Fauzia via help@macmillan.com


