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Listening 

◦ How to change Basic English into Business English
◦ https://youtu.be/_2ZDNgtAsbw

5.46 minutes

◦ Be Professional! Never say this at work! ❌
◦ https://youtu.be/0_6B6tlpIdM
◦ 13.12 minutes

https://youtu.be/_2ZDNgtAsbw
https://youtu.be/0_6B6tlpIdM


How to change Basic English into Business English
Basic English Business English Meaning

got received ไดร้บั

need require ตอ้งการ

talk about discuss พดู/โตเ้ถยีง/ถกกนั

get in touch contact ตดิต่อ

make sure ensure ทาํใหแ้น่ใจ

give travel plan provide itinerary แจง้กาํหนดการ

let them know inform แจง้ใหท้ราบ/ใหข้อ้มลู

Tell why explain อธบิาย

talk more elaborate แจกแจงรายละเอยีด

fix the problem solve แกปั้ญหา



Be Professional! Never say this at work! 
When someone asks you a question 

and you don’t know the answer.
เม่ือมีใครถามอะไรคณุสกัอย่าง แต่คณุไม่ทราบคาํตอบ

❌ I don’t know.
 I’m not sure but I can find out.

 I’ll find out for you.

 Let me come back to you on that.



Be Professional! Never say this at work! 

When someone asks you if you can do something 
by a specific time and you can do it.

เม่ือมีคนส ัง่ใหค้ณุทาํงานในเวลาที่กาํหนด และคณุคดิว่าทาํได ้
❌ I’ll try to finish it. I’ll try my best.
 I can get it done by…..(2 p.m.)

 Sure, I can have it done by ….(2 p.m.)



Be Professional! Never say this at work! 
When someone asks you if you can do something by a specific time 

and you don’t think you can finish it by that time.
เม่ือคณุไดร้บัมอบหมายใหท้าํงานในเวลาทาํกาํหนด แต่คณุคดิว่าคณุทาํไม่ไดต้ามกาํหนดเวลานั้น

 Actually, I don’t think I can manage it by 2, 
but I can definitely have it done by 4. 
Would that by OK?

 I don’t think I can manage it Thursday, 
but I can definitely have it done by Friday. 
Would that be OK?



Be Professional! Never say this at work! 
Someone is angry or disappointed on something

เม่ือเจา้นาย หรอืลูกคา้โกรธ หรอืผิดหวงัในบางเรื่อง

❌ OK, Yes
 I understand
 I understand. Let’s see what we can do.
 I’m sorry.  I understand. 

Let’s see what we can do about this.
 I understand that you come all this way and it’s not ready. 

Let’s see what we can do.



Be Professional! Never say this at work! 
When you keep somebody waiting

เม่ือคณุตอ้งใหใ้ครสกัคนรอ
❌ Response by hand gesture or body language 
 I’ll be with you in a moment.

 Sorry to keep you waiting, I’ll be right there.

 Sorry to keep you waiting, 
I’ll be there with you in just a minute.



Be Professional! Never say this at work! 
When somebody asks you a question but you didn’t hear them.

เม่ือมีคนถามคณุ แต่คณุไม่ไดย้นิ
❌ What?
 I’m sorry, I missed that. 

Could you say it again please?
 Sorry, would you mind just repeating that for me.

I missed it.
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