
 

BUSINESS VOCABULARY 
 
In this week’s Teacher’s Corner, we highlight vocabulary that students can use in the workplace to sound 

more dynamic and professional. Students will learn this vocabulary through a matching exercise and 

then practice the vocabulary through a sentence completion exercise.  

 

LEVEL 

Intermediate to Advanced 

 

LANGUAGE FOCUS 

Reading (primary focus); Speaking (secondary focus)  

 

GOALS 

Students will learn and review business related vocabulary through the following:  

● A vocabulary and definition matching exercise 

● A sentence completion exercise 

 

MATERIALS 

● Teacher: computer, projector 

● Students: notebook, pencil, paper 

PREPARATION 

 

1. Read through all the materials carefully. 

2. Print copies of the business vocabulary infographics in “Appendix 1: Business Infographics Blanks” 

and the word cards in “Appendix 2: Business Vocabulary Word Cards.” Print enough copies for each 

pair or small group of students to have a set. 

3. Cut out the business vocabulary cards from Appendix 1 and the word cards from Appendix 2. 

4. Print one copy of the activity in “Appendix 3: Business Vocabulary Sentence Completion” for each 

student in the class (Answers to the activities are included in Appendices 4 and 5.).  

 

 



 
 

PART ONE: VOCABULARY GUESSING 

 

1. Begin the class by placing the students into pairs or small groups. 

2. Next, give each pair or group a set of the Business Vocabulary Infographics in Appendix 1.  

3. Provide the students a few minutes to look at the cards. During this time, encourage the students to 

guess the words based on the pictures and definitions on the cards. 

4. Next, provide each group with a set of the Business Vocabulary Word Cards in Appendix 2.  

5. Have the students match the vocabulary word cards to the correct vocabulary infographic. 

a. Note:​ Encourage the students to use the parts of speech and example sentences on the 

infographic cards to help them match the cards. 

6. After the students have matched the words, have the groups turn to another group and compare 

their answers. If the groups have different answers, have them work together as a large group to 

agree on an answer. 

7. Once the pairs or small groups have compared answers with one another, bring the class together as 

a large group and review the answers as a class. 

 

PART TWO: SENTENCE COMPLETION 

 

1. Have the students put away the cards from Part One of the activity.  

2. Next, give each student a copy of the sentence completion activity in Appendix 3. 

3. Provide students time to fill in the blanks of the activity with the correct vocabulary words. 

4. Once students have completed the activity, have them compare answers with their partner(s) from 

Part One of the activity. If the pairs or small groups have different answers, have them work 

together as a large group to agree on an answer. 

5. Once the students have compared answers in their pairs or small groups, bring the class together as 

a large group to review the answers as a class. 

a. To encourage additional reading and speaking practice, have students volunteer to read 

sentences aloud during the review. 
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To find these business infographics and many others, be sure to check out the ​American English 

Facebook page​! 
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APPENDIX 1: BUSINESS VOCABULARY INFOGRAPHICS* 
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APPENDIX 2: BUSINESS VOCABULARY WORD CARDS 

 

Accomplish  Assist  
Consult  Create 
Direct  Edit 
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Establish  Guide 
Handle Identify 

 
 
 
 
 
 
 
 
 
 
  

 
 americanenglish.state.gov  

*Images included in graphics are used under license from Shutterstock.com. 
Images © Shutterstock and may not be reproduced separately unless with 

permission of © Shutterstock. 

 

 

http://americanenglish.state.gov/


 
APPENDIX 3: BUSINESS VOCABULARY SENTENCE COMPLETION 

 
Fill in the blanks below with the following words: 
 

edit     consult     assist     create     identify 
guide     direct     accomplish     handle     establish 

 
1. When students succeed, teachers ____________________ their goal. 

2. My teacher likes to ____________________ students to the correct answer, not tell them directly. 

She helps us to discover things on our own. 

3. I always ask someone to ____________________ my work and check for mistakes. I want everything 

to be correct. 

4. Our boss will ____________________ us at our next meeting. He’ll tell us exactly what to do 

5. I have so much to do! I’m not sure I can ____________________ all of these tasks. 

6. How do you ____________________ others when they need help? 

7. Can I ask your advice? I need to ____________________ with an expert. 

8. We’d like to ____________________ a new school in our community. We hope to start a school that 

will last for many years! 

9. Painting, drawing, taking photos – there are so many ways to ____________________ beautiful 

images. 

10. We were able to ____________________ the problem. After we knew what it was, we could find a 

solution. 
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APPENDIX 4: BUSINESS VOCABULARY INFOGRAPHICS – ANSWER KEY 

 

  

  

 

 

 
 americanenglish.state.gov  

*Images included in graphics are used under license from Shutterstock.com. 
Images © Shutterstock and may not be reproduced separately unless with 

permission of © Shutterstock. 

 

 

http://americanenglish.state.gov/


 

  

  

 

 

 
 americanenglish.state.gov  

*Images included in graphics are used under license from Shutterstock.com. 
Images © Shutterstock and may not be reproduced separately unless with 

permission of © Shutterstock. 

 

 

http://americanenglish.state.gov/


 

  

 

 

 

 

 

 

 

 

 

 

 

 
 americanenglish.state.gov  

*Images included in graphics are used under license from Shutterstock.com. 
Images © Shutterstock and may not be reproduced separately unless with 

permission of © Shutterstock. 

 

 

http://americanenglish.state.gov/


 
 

 

APPENDIX 5: BUSINESS VOCABULARY SENTENCE COMPLETION – ANSWER KEY 

 
Fill in the blanks below with the following words: 
 

edit     consult     assist     create     identify 
guide     direct     accomplish     handle     establish 

 
1. When students succeed, teachers __​achieve​____ their goal. 

2. My teacher likes to ___​guide​____ students to the correct answer, not tell them directly. She helps 

us to discover things on our own. 

3. I always ask someone to ___​edit​____ my work and check for mistakes. I want everything to be 

correct. 

4. Our boss will ___​direct​_____ us at our next meeting. He’ll tell us exactly what to do 

5. I have so much to do! I’m not sure I can ____​accomplish​____ all of these tasks. 

6. How do you ___​assist​_____ others when they need help? 

7. Can I ask your advice? I need to ___​consult​____ with an expert. 

8. We’d like to ____​establish​____ a new school in our community. We hope to start a school that will 

last for many years! 

9. Painting, drawing, taking photos – there are so many ways to ____​create​____ beautiful images. 

10. We were able to ____​identify​___ the problem. After we knew what it was, we could find a solution. 
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