
Business Scenarios for Vocabulary Practice - Business English Basics

Scenario 1: Negotiation
Role 1: Sales Representative
Role 2: Potential Client

· Sales Representative:
Greetings, [Potential Client]. I believe we can find a solution that benefits both parties in this negotiation. Let's aim for a win-win situation.

· Potential Client:
Certainly, [Sales Representative]. I'm looking for the best deal possible. What is your bargaining power in terms of pricing and delivery?

· Sales Representative:
We have strong bargaining power due to our extensive industry experience and efficient supply chain. However, we are also open to compromises to meet your requirements.

· Potential Client:
That sounds reasonable. Can you provide a detailed outline of the services you offer and the associated costs?

· Sales Representative:
Certainly. Here are the key points of our proposal: [Provide an overview of the proposal, highlighting the key features and benefits]. Additionally, I have prepared some visuals that demonstrate the value our solution can bring to your business.

· Potential Client:
I'm impressed with what you've presented so far. Let me discuss this with my team and evaluate the proposal further. Can we exchange references from your previous clients?

· Sales Representative:
Absolutely. I'll provide you with references who can vouch for the quality of our services. Please let me know if there are any specific qualifications or information you require.

· Potential Client:
Thank you, [Sales Representative]. I will review the materials you provided and get back to you with any further questions or concerns.

· Sales Representative:
Thank you, [Potential Client]. I look forward to your response. Feel free to reach out if you need any additional information.






Scenario 2: Presentation
Role 1: Project Manager
Role 2: Team Members

· Project Manager:
Good morning, everyone. Today, I'll be presenting a proposal for our upcoming project. Let's begin by outlining the key points we need to cover.

· Team Member 1:
The first point we should address is the project scope and objectives. This will give us a clear direction moving forward.

· Project Manager:
Excellent suggestion. Let's include that as our initial point. Now, let's move on to the next key point: the timeline and milestones.

· Team Member 2:
We should also discuss the resources needed to complete the project successfully, including the budget and team allocation.

· Project Manager:
Great point. Let's add that as our third key point. To enhance the understanding of the proposal, I've prepared some visuals. Here, you can see [display visuals].

· Team Member 3:
These visuals make it easier to grasp the project's potential and impact. It's a great addition to the presentation.

· Project Manager:
Thank you for your feedback. Now, let's open the floor for questions and further discussion.

· Team Member 4:
I'm curious about the potential risks and challenges we might face during the project. Could you address that?

· Project Manager:
Certainly. Risks and challenges are crucial considerations. Let's make it our fourth key point.

· Team Member 1:
Overall, this presentation is well-structured and covers all the essential aspects. It provides a clear roadmap for our project.

· Project Manager:
Thank you for your positive feedback. I appreciate your engagement and involvement. Let's move forward with the next steps based on this proposal.


Scenario 3: Job Interview
Role 1: HR Manager
Role 2: Job Candidate

· HR Manager:
Welcome, [Job Candidate]. Let's begin by discussing your qualifications and experience. Could you provide an overview?

· Job Candidate:
Certainly, [HR Manager]. I have a Bachelor's degree in [field], along with five years of experience in [relevant industry]. I've worked on various projects that have honed my skills in [specific areas].

· HR Manager:
Impressive. Can you elaborate on the specific skills you possess that are relevant to the job you're applying for?

· Job Candidate:
Of course. Some of my key skills include [list relevant skills, such as project management, data analysis, etc.]. These skills have been instrumental in my previous roles and would be valuable in this position as well.

· HR Manager:
Excellent. As part of our hiring process, we require references from previous employers. Do you have references available?

· Job Candidate:
Yes, I have references who can speak to my work ethic, collaboration skills, and ability to meet deadlines. I'll be happy to provide their contact information.

· HR Manager:
That would be great. Please forward the references to our email address at your earliest convenience. We will reach out to them for further evaluation.

· Job Candidate:
Certainly, I will send the references promptly. Is there any additional information or qualifications you would like me to provide?

· HR Manager:
Not at the moment, but we will review your application, qualifications, and references thoroughly. Thank you for your time and participation in this interview.

· Job Candidate:
Thank you, [HR Manager], for the opportunity. I look forward to hearing from you soon.




Scenario 4: Email Communication
Role 1: Sender
Role 2: Recipient

· Sender:
Subject: Proposal Document Attached

Hi [Recipient],

I hope this email finds you well. I wanted to share the proposal document we discussed earlier. Please find it attached to this email.

If you have any questions or need further clarification, feel free to reply to this email. I will be happy to provide any additional information.

Best regards,
[Sender]

· Recipient:
Subject: Re: Proposal Document Attached

Hello [Sender],

Thank you for sending the proposal document. I have received it and will review it thoroughly. I appreciate your prompt response.

If I have any questions or require further details, I will reach out to you via email.

Regards,
[Recipient]


















Scenario 5: Business Meeting
Role 1: Team Leader
Role 2: Team Members

· Team Leader:
Good morning, everyone. In today's meeting, we'll be brainstorming ideas for our new product launch. Let's think outside the box and generate innovative concepts.

· Team Member 1:
What if we incorporate augmented reality technology into our product to enhance the user experience?

· Team Leader:
That's a fantastic suggestion! Let's write it down. Remember, we want to explore unconventional ideas that will set us apart from our competitors.

· Team Member 2:
We could also consider partnering with influencers to promote our product and reach a wider audience.

· Team Leader:
Excellent idea. Collaborations with influencers can indeed amplify our marketing efforts. Let's add it to the list.

· Team Member 3:
Instead of rushing the product development, let's ensure we don't cut corners and maintain high-quality standards throughout the process.

· Team Leader:
Absolutely. Quality is paramount, and we should never compromise on that. Avoiding shortcuts will benefit us in the long run.

· Team Member 4:
Considering our current financial situation, we need to come up with cost-effective strategies that will help us reduce expenses and get out of the red.

· Team Leader:
You're right. Cost efficiency is crucial. Let's focus on exploring ways to optimize our operations and allocate resources more efficiently.


