Fundamental English for Business Communication

(BUA1307)

Topic: Foundations of Business Communication & Professional Self-
Introductions
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FMS — SSRU
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Why do we study English for business?

vih lisdaeBpunSinauiie55Aa

English is the language most used in international business
Mudanndunmni sunnfigalussfasninalsavea

Many Thai companies work with foreign clients, partners, or customers
ussulnsnansuwivinausduand Wusiing nsorus laas e

Good communication skills = better job opportunities
‘I/Iﬂ‘]:hﬂ']‘iﬁaﬁ”l‘i‘]/lﬂ = Tamas[umsmmummmu
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Imagine this...

ADNAUHUINIGG...

Your manager sends you a message in English. Can you understand it?
vntihwasaaadsdonuidunssinguean aaudhlalna

Today, we start building the skills to say "l understand!"
fuilisassnahuinwaisnaunaldin " Taugq!”



Four Skills We Use at Work

nwedauiiis 9 Tudvinen

Listening — understanding instructions,

calls, meetings

> . . hone calls
A5e — nst lasds nslvsany wasnns P

‘ Speaking — greetings, presentations,
AMaNe — AMainvny MaiEne wasnsnsAw

Uszaiu
Reading — emails, reports, contracts Writing — emails, messages, notes
A8 — DLNA FIENU wardeyeun ANSI YU — A TomNu waztuiin

Which skill do you think is hardest for you? Why?

anuAnvinulnsnngndsuan nszmela




®

Which skill do you think is hardest for you?

aauAnvinwlaenniiandwsuan

Why?

WS Ews (e



Two Ways We Speak

ANTWAFDILUU
At home / with friends At work / with clients
- Casual -> Professional
Aivu / Auilion — bildunmens i / AvgnA — 1Wurens

Same idea, different words — dependlng on who you're talking to.

ANURUNULALIAL Ll,ms[‘ffﬂﬁ‘l/\l AR NAL ‘U‘LLE) Uﬂ‘U')"IﬂﬂLﬂﬂa\‘lﬂ Uﬂ‘UG[ﬂ"S




Casual Professional

"Hey! What's up?" "Good morning. How are you?"
Tl Dulata alAfnOUITNASY AUNUE IMNASU
"Hil" "Hello, nice to meet you."

ninG! afasiasy Budi ldssnasy

"See yal!" "It was nice speaking with you."
WAD AL BUsiv ldwarushoasu

"Later!" "Have a nice day."

Tuazus VTS unGAsy



Casual Professional

"Yeah, sure." "Yes, of course."

0o et Ieasy wilnouasu

"Gimme a sec." "One moment, please."
soutluus AU dNASAIL

"l dunno." "I'm not sure, let me check."

laigae liuiTansu vomnsiaaounoUUzASY



Casual or Professional?

i dumnens vdo Dunens?

"Hey, what's up?" - ?

"Good morning, how are you?" = ?

"I dunno." = ?



Active Listening

Asilvoenesdla

Listening is not just hearing — it's showing you understand.
el Teud ldu usdosnandiifiuinnaudlashe

This is very important in meetings, phone calls, and with customers.
AsildArysnnlunsuszan nsnsdw uaznswarssuandn
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Nonverbal Behaviors

Look at the speaker Nod your head
N TN G WENATN
Sit up, stay focused Don't interrupt

W461IM 59 Hauns DENWAUNSGA
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Show you're listening by saying:

nansinnauiasidlasnwain

"l see." "Right."
i Taudasy Temsu
"Go on." "Okay."

wasialdiayAsy TomASy
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When You Don't Understand

"Sorry, could you repeat that?"
2olVEAsU WASNASILE NASU

"Could you say that again, please?"
WASNT 16 InuAsy

"Could you speak more slowly, please?"
wathasmlasls luasu

"Sorry, what does mean?"
PolWASU _ wanyaNuInozlsesy
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Confirming You Understood

"So you're saying..."
AOLNNE AN,

"If | understand correctly..."
st laliia...

This shows the speaker you were really listening.

Astluandliein aiuinaausdlaniaasa
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Mini Demo Dialogue

A: "We need the report by Friday, and please include last month's sales data."
isfosnsssnumsluiudng uaznganTadoyasanunuifouiindrshunsu

B: "Okay, so you're saying you need the report by Friday, with last month's sales data included?"

Towmmst AaurNnsmNIEasNsTsnuMsluiugng wssadoyavanunsidouiiudale vuasy

A: "Yes, exactly!"
Toasyu andowas!
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Email — formal
Jwa — Jumens

Zoom / Teams — meetings
Zoom / Teams — ansUsaiy

Tools We Use at Work

im5osiladoansluiivhan

LINE / Chat apps — casual with friends, polite with boss
LINE / woduwwm — aunwe AUWan usigniwAuiiniin

Phone calls — formal
ﬂ']‘iT‘I/I‘SFTW‘VT— LﬂlL‘VﬂsiﬂTi
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"l am writing to inform you...

Sudyumn o udlvinsun...

"Please find attached..."

AR LD NATUUL...

"Best regards,"

YOLAAIANNUUAD

Key Phrases by Tool

"Sorry for the late reply"

walneiimauThAsy

"Noted, thank you!"

SUNSIUASY DOURAUASU

"Can everyone hear me?"

nnAnlEBuIEsanalruasy

"Let's get started."

BUAULAYASY
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Remember:

1 ...

The SAME app can be casual or professional, depending on who you're talking to.

wothdsnAuaunsalBuuuliifumemansolfunemsa e dusgdunauddsnuiulas

LINE to a friend: LINE to your boss:

"555 ok cool see u later" Understood, | will send the report by 5 PM. Thank you.

SUNTIUASU WuRzAsT B uAslunal 5 Tuadu tounmasy
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Why Professional Introductions Matter

First impressions formed in 7 seconds
anuUsaiulausnnwuidadunisls 7 Jund

Professional communication = career success
Asdaansagefloodn = anudEaluntinfinisanu

Global business requires English skills
ssfaszeulandiasnsrineznendangy
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Hello / Hi ataa

Good morning aiaanaule
Good afternoon &ija@dnouiny
Good evening aiafmnouLin
Please nsaun

Excuse me... waluuasu...

I'm sorry welnsasy

Thank you waumaiasy

Key Greetings

Bye / Goodbye anriou

Good night s1»5atas

See you tomorrow wurunssil
See you soon L0 AEN T
See you later ufxodu

Take care! quasiossinuuy

Have a nice day! wol#iduiuiis
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Self-Introduction Structure

Greeting + Name + Position/Job Title + Department/Company + Closing

ANVAYNY + T2 + sNLAL + WNWLA/USEN + Ataing

Example:
"Good morning, my name is Somchai Wongsiri. | am a marketing manager. | work in the

marketing department at ABC Company. Nice to meet you."

afadinoweAsy nudoanwie AR5 wududInnsdnunmsnan wuvinnuluueunnsnaad
Us¥na I8 Busif ldsanasy
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Nickname Example

"Hi. My name is Kopkeaw Limboonthong. You can call me Som. Som is
my nickname."

atafin: Adudonuuil Anunmas Bundfdundudlde: Aududoiduvesdiduss
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Practice Dialogue Frame

A: Hi! My nameis . What's your name?

B:Hi!I'm___ .Youcancall me

A: Nicetomeetyou . Howareyou?

B:Niceto__ .I'm___ . Thankyou. And _

A:I'm ___ . Thankyou.

is my nickname.

?

23



What is your name?

Anudoorls

How are you?

ARAUNYG L

It's nice to meet you

DUl lstwumas

It's a pleasure to meet you
DuIASH7 o

Pleased to meet you

U o

APtolorety

How Are You? — Responses

My name is...

Sudo...

| am fine / OK / not bad / great

Suauwd / lowm / Alia / uuunn

It's nice to meet you, too

LY

DUGT sy AauLtuAL

It's a pleasure to meet you, too
DuIASHT WU AU
Pleased to meet you, too

UG e

u
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Introducing Yourself — More Phrases

Intention

Let me introduce myself

YA UUZUIGNLDIAS U

| would like to introduce myself

WHDENALUSUILDIAS U

I'd like to introduce myself

WHUD LU IR U

Name

My name is...

Wudo...

You can call me...

Bynwn...A le

Address/Origin

lam from...

WHHAA...

| live in...

NN ALDLN...

| come from...

WHHNIINA...
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Introducing Someone Else

Sentence Structure

1. Address the person being introduced to
first

2. Introduce the new person

3. Add helpful context

Example:

"I'd like you to meet..."

WNDuINLAAUSINAL...

"This is my colleague..."

AL UNINNUYDINY...

"May | introduce..."

YaLueiin...

"Please welcome..."

VIBDUIU...

"Mr. John, | would like you to meet Ms. Siriporn. She's our new marketing coordinator.”

o/

ARLRDWUASY WuBENAlRRLS

nAuAaLAsWS 1saluluszanunudsnmsnaiaausivessmasy
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Key Vocabulary: Job Titles (1/2)

Manager MAN-uh-jer WH-LUZ-1D5
Director di-REK-ter la-15m-1005"
Accountant uh-KOWN-tuhnt oe-lANU-Un UV
Secretary SEK-ruh-ter-ee 1BA-3-112-3
Assistant uh-SIS-tuhnt LOA-BA-UAUVI
Technician tek-NISH-uhn WR-As-1 B
Receptionist ri-SEP-shun-ist -1 -BU-Tas)

Analyst AN-uh-list LoU-9z-aau



Key Vocabulary: Job Titles (2/2)

Consultant kun-SUL-tuhnt ADU-BA-UAUU
Supervisor SOO0-per-vy-zer -1t |-1wos”
Salesperson SAYLZ-per-suhn 1A d-1nos-di
Employee em-PLOY-ee IPH-NAY-D
Employer em-PLOY-er IDH-INQDL-1DD5
Contract KON-trakt ADU-LINSA

Client KLY-ent laa-uoust

28



What Are "Job Duties"?

Job duties = the things you do regularly (at work, school, or in a group)
i Tuau = siaawinduds:mn (vineu lsasou nsolunaw)

Example: "l organize our group meetings."

Mo "AuAnNFUTEUNN ANV

This works for: TaflgirAu:

Your role in a class group project A part-time job, if you have one
ununvasn alulusiansnanwesiusou Ausnlnd draaud

Your future dream job
Nuludulusupnvann

29



Basic Sentence Structure

Subject + Verb + Object

Uses1u + ASYN + N9

Example: "l organize meetings."

Example: "I help my classmates."

Example: "l answer emails." (future job)

30



Adding Frequency Words

always, usually, sometimes, often
1N, dnz/Unh, UNAY, Uawe

Example: "l usually organize our group's schedule."

Example: "l sometimes help new members."
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C,

Adding Time & Place

Using prepositions: at, in, on
nslAuwunUannaT/an Uit at, in, on

Example: "I check messages in the morning."

Example: "l meet my teamat 5 PM."

32



Connecting Tasks

Use "and" to connect tasks
T "and" ioiFomausing

Example: "l organize meetings and communicate with the team."
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0,

Asking & Answering About Duties

Question: "Do you prepare reports?"
Answer: "Yes, 1do." / "No, | don't."

Negative: "I do not attend meetings in the afternoon."
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"My job is to..."
UYINAUAD. ..

"l am responsible for..."
AUSUNAYDU...

"l do many tasks, such as...

AUVNHRAYD U L.

J9

Useful Starter Phrases

35



Present Simple vs. Present Continuous

Routine/duty: "l prepare reports every week." Right now: "I'm preparing a report now."
Ains/minvidsedn: "dudavinsisanunnduen’ moudl: "duiadavinT s uagnauil”

Use Present Simple for regular duties, Present Continuous for what's happening right now.

14 Present Simple @ wsunthiivivnidudszan uazTd Present Continuous dwsudsirnaadndunoui
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Sequence Connectors

First, ... Then, ... After that, ... Finally, ...
SUAUUTA... NAUL... NAINNUW... AAVINL...

Example: "First, | check messages. Then, | update the schedule. After that, | contact my team. Finally, | write a

summary."
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Organize

Help

Support

Communicate

Key Verbs (1/2)

Meaning

To arrange or plan activities
NIV NN UAINTIN

To give assistance
Twauzhowide

To provide help or backing
Tmsavivaun

To share information
doansndoutadudoya

| organize meetings.

| help new members.

| support my team.

| communicate with classmates.
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Key Verbs (2/2)

Meaning

Work

Coordinate

Create

Arrange

Todoajob

. I work part-time on weekends.
VN

To work together with someone

o e wed | coordinate with my group.
USzan U U N AU U

To make something new

R | create presentation slides.
athaadng

To plan or set up something

oo a2 I arrange our meeting schedule.
INUNUAZD IR LHZUNAI 61N
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Verb

Manage

Supervise

Train

Report

Key Verbs — Future Dream Job

These verbs are useful when talking about your FUTURE career:
fnsuwaifiusslomlidowafsodnluounnvosm o

Meaning

To be in charge of something
UIRFAIRANS

To watch and direct work
MIVANRUANTITVINNIU

To teach or develop skills
WnousundoWeUiNG:

To give information to someone
FUUT Y ALK O UNTIU

In the future, | will manage a team.

I will supervise staff.

I will train new employees.

I will report to a manager.
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Practice: Talk About Your Tasks

Using today's phrases, describe:
Tausloafisouiui o8unwy:
1. Your role in a group/class
unuvoasnadlungn/duissn

2. A part-time job (if you have one)
Nunsulngd (§1d)

3. Your future dream job
uludulonran

Try to use: frequency words, connectors, and at least 2 key verbs.

wenedlg: FuenAnud dadondsclum uazdinsindrdayosnailos 2 fn
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