Introduction
Business Elements is a Professional / Business English course book for young people
enrolled on vocational courses, in particular Ciclos Formativos, in Spain. The book
aims to equip students with the essential language to work in an English-speaking
environment and to take their level from A2 into B1, according to the Common
European Framework of Reference for Languages.
Having taught English in Spain, in academies, business schools, universities and
companies for many years, we felt that there was still a shortage of appropriate
materials for elementary and lower-intermediate students looking to improve
their professional English language skills. Our views coincided with those of
McGraw-Hill, who –as one of the leading publishers in the ﬁeld of education and
training– were looking for authors for such a book. Consequently, in 2013, this
book was conceived as a solution to that gap in the market.
Business Elements has a graduated, functional approach, with each unit dealing
with major business functions, such as making telephone calls, attending
meetings, writing emails, reports and proposals, and giving presentations. These
functions and their relevant vocabulary are presented in lively and interesting
situations. The focus throughout the book is on real communication, both spoken
and written, with a range of task-based activities which include a wide selection of
listening materials. Equal importance is given to grammar and structures, which
are presented and practised in realistic business contexts.
A unique feature of Business Elements is that it is set in and around one company:
MN Global Access Ltd., and features a cross section of multicultural characters,
representing key roles in contemporary business. Although the protagonists are
dedicated business professionals, there is a thread of fun and humour running
through their daily lives, by which we hope to demonstrate once and for all that
Business English does not need to be “boring” English.
Another point that we feel strongly about, which is also reﬂected in the book,
is the importance of using English as the vehicle for learning; consequently all
rubrics and instructions are written in English. We believe that an over-reliance on
the mother tongue in foreign language teaching can restrict students’ progress
and lead to dependency on literal translations.
Finally, we believe that Business Elements is not only a course book, but also a
useful reference document, which students can return to in their future working
lives for clear models and explanations of key business English. We hope that
students who use the book will feel the same.
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