
FOR GLOBAL
REMOTE CAREERS

 WORDS THAT WORK: 

 FLUENT ENGLISH 



Learning English is not just a skill; 
it’s an investment in your future and a passport

to endless opportunities around the world.



INTRO

In a global, remote-first world, clear English communication
is as vital as your skills. Whether you’re leading a Zoom call,
writing updates on Slack, or collaborating across time zones,
your words can build trust—or cause confusion. 

       This guide helps you to unlock your global remote potential!        

Hey there, Future-Proof Communicators! 

DON’T WORRY!

READY TO WORK

ACROSS BORDERS? 
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WELCOME TO
THE GLOBAL
WORKFORCE

CHAPTER 1:



  Your Office, Anywhere 
                                            

Fully remote work lets you work from home, cafés, or even
across countries.
Hybrid models blend office time with remote freedom.
Flexible hours focus on outcomes, not clock-in times.

5

In just a few years, the way we work has transformed — Fast.
Driven by the pandemic and tech, remote work has gone
mainstream.

This shift has redefined the workplace
and opened new doors for job seekers.

 Work is no longer what it used to be. 

The New Normal
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 If you have internet and the right skills, 
 you can join the international workforce—from home. 

It’s about finding one that fits your goals, values, and lifestyle.

 It’s not just about getting a job. 

Today, companies in the U.S., Australia, the Netherlands,
Germany, Singapore, and beyond are hiring skilled
professionals from around the world.

For non-native English speakers,
 it’s a chance to:

Work with global teams
Experience new cultures
Build a truly international career

 Remote work is no longer limited by geography.  

Opportunities Across Borders
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Freedom and flexibility sound great, 
but remote work brings its own set of hurdles.
Especially around communication and collaboration:

These issues can slow down progress, reduce productivity, and
even create conflict — unless we actively work to prevent them.

The Hidden Challenges of Remote Work

Misunderstood tone in messages or emails.
Delays from unclear instructions.
Cultural gaps — what’s “direct” in one country may feel
“rude” in another.
No facial expressions = hard to read emotion or intent.
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In a remote or hybrid setup, clear communication isn’t just
helpful — it’s essential. No hallway chats. No desk check-ins.
Only clear, intentional communication keeps things moving.

This is where mastering English and business
communication becomes a powerful advantage. 

Why Communication Matters
More Than Ever

When you can express your ideas clearly, ask thoughtful
questions, and respond professionally, you become more
than just a team member—you become someone who
leads, connects, and drives results across borders.



PREPARING
YOUR REMOTE
GLOBAL WORK

CHAPTER 2



Getting a remote job at an international
company is a great opportunity. 

But to get hired, you need to show
that you are ready—through your CV,
interview skills, and online presence.

1
0

Let’s learn how.
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Your CV (or resume) is the first thing employers see. To get
noticed by global companies, your CV should:

Remote-ready (mention tools like Zoom, Google Docs, Slack)
Clear & simple in English
Culturally aware (highlight cross-cultural experience)
Short & sharp (1–2 pages max)

Use action words like “managed,” “organized,” or
“supported” to show what you’ve done. 

1. Build a Global-Ready CV
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Practice common questions:
 “Tell me about yourself.” “Why do you want

 this job?” “What are your strengths?”

Remote interviews are usually done through Zoom, Google
Meet, or Microsoft Teams. To do well:

Test your technology before the call (camera, sound, internet)
Dress neatly and sit in a quiet, well-lit place
Look into the camera and smile—it shows confidence
Speak clearly and slowly so everyone can understand you

2. Ace Your Online Interview
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Good communication is one of the top skills in remote jobs.
During your interview:

Show your English skills, even if they’re not perfect.
Be polite and professional—say “please,” “thank you,” and
“I understand”.
Talk about how you’ve worked with people from different
places (if possible).

3. Showcasing Communication Skills

You can say: “In my last project, I worked with
teammates from 3 different countries.”
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When sending your CV, include a short, polite email:
Introduce yourself, say why you’re applying, and

attach your resume.

Many employers will check your online profile, especially
LinkedIn. To stand out:

Create a LinkedIn profile in English with a photo, skills, and
experience
Write clearly in your posts and summary
Use a professional email (e.g., yourname@gmail.com)
 Reply politely and on time to emails or messages from companies 

4. Standing Out Digitally



ENGLISH AS
YOUR CAREER
SUPERPOWER

CHAPTER 3



In today's global job market, English
proficiency is more than just a language
skill—it's a vital asset that can significantly
enhance your career prospects. 

Let's explore why English holds such
importance and how it can empower
your professional journey.

16
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English is the global language of business, science, tech, and
academia. It connects professionals across industries and borders.
From meetings to client calls, English is often the default.

Example: A software developer in Indonesia working with a
team in Germany and clients in the U.S. will likely use English

to coordinate tasks and deliver updates.

English: The Global
Business Language



Remote Work:

Career Growth 

Work for global companies
from anywhere.

Qualify for leadership roles and
international projects.

Networking 
Join global events, webinars, and
expand your connections.

Example:  An Indonesian marketing specialist fluent in
English might be chosen to lead a regional campaign

involving teams from multiple countries.

Proficiency in English opens doors to a multitude of opportunities:

18

Unlocking Global
Opportunities
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Effective communication is key to leadership and influence. English
proficiency enables you to:

Example: A project manager who communicates effectively
in English can align diverse teams towards common goals,

ensuring project success.

Enhancing Professional
Influence

Articulate Ideas Clearly

Build Confidence

Convey complex concepts in a
comprehensible manner.

Engage confidently in discussions,
presentations, and negotiations.

Foster Collaboration
Bridge cultural gaps and foster
inclusive team environments.
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Clarity is key in multicultural teams—simple English prevents
misunderstandings and keeps everyone aligned.

Example: Instead of saying, "Let's touch base later,"
opt for "Let's talk again soon to discuss updates."

Simplifying Communication
for Global Teams

Avoid Jargon

Be Concise

Use clear and simple language
instead of idioms or slang.

Keep messages brief and
to the point.

Confirm Understanding
Encourage feedback to ensure clarity.



KEY TAKEAWAYS
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English is essential in today’s global

workforce

It boosts employability, career

growth, and cross-cultural teamwork

Clear, simple English leads to better

communication in diverse teams

1
2
3



SPEAK LIKE A
PRO AT WORK

CHAPTER 4



619

Start with the main point first, then give context.
Busy people (your boss, clients, senior managers)
appreciate clarity upfront.

❌ “So I was thinking, and then I checked the
data, and I noticed…”
✅ “There’s a 30% drop in leads this week —
here’s why.”

Tasks or responsibilities assigned during a
meeting. Example: "Let's review the action
items before we conclude."

To revisit a topic or issue later.
Example: "We'll circle back to this discussion
in our next meeting."

Refers to someone's capacity to take on more
work. Example: "I don't have the bandwidth to
handle another project this week."

Bandwidth

Action items

Circle back

To make brief contact or check in with
someone. Example: "I wanted to touch
base regarding the project timeline."

Touch base

Must-Know
Corporate Vocabulary

23



619

Start with the main point first, then give context.
Busy people (your boss, clients, senior managers)
appreciate clarity upfront.

❌ “So I was thinking, and then I checked the
data, and I noticed…”
✅ “There’s a 30% drop in leads this week —
here’s why.”

To send a quick message or reminder.
Example: "I'll ping you the details after
the call."

To include someone in a conversation or
email thread. Example: "I'll loop in Sarah so
she's aware of the updates."

Tasks that are easy to accomplish.
Example: "Let's address the low-hanging
fruit before tackling complex issues."

Low-hanging
fruit

Must-Know
Corporate Vocabulary

Ping

Loop in

To discuss a topic privately or outside the
current meeting. Example: "Let's take this
offline to delve deeper into the issue."

Take this offline

Note: While these phrases are common, it's essential to use
them appropriately and ensure clarity in communication.

24



619

 Meaning: Expressing gratitude for being informed in advance.

"Thanks for the heads-up."

 Meaning: Valuing someone's contribution to a discussion.

"I appreciate your input."

 Meaning: Ensuring everyone agrees or
understands the same point.

"Let’s align on this."

 Meaning: Committing to provide additional
information or updates later.

"I’ll follow up with you."

Phrases That Build Trust
Using polite and professional phrases
can foster trust and collaboration:

25



619

 Meaning: Indicating the need to verify
information before responding.

"Let me double-check and get back to you."

 Meaning: Acknowledging and agreeing with
someone's idea or comment.

"That’s a great point."

 Meaning: Politely asking for more information
or explanation.

"Could you clarify that for me?"

 Meaning: Encouraging ongoing
dialogue and feedback.

"Let’s keep the communication open."

Phrases That Build Trust
Using polite and professional phrases
can foster trust and collaboration:
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"In my opinion, we should consider..."
"I believe that..."

Expressing Opinions:

"I agree with your point about..."
"That's a valid observation."

Agreeing:

"I see it differently because..."
"I understand your perspective, but..."

Disagreeing Politely:

619

Speaking Up in Meetings
Participating actively in meetings is crucial. Here are
some phrases to help you contribute effectively:

27



"Could you elaborate on that?"
"I'm not sure I follow; could you explain further?"

"What if we tried..."
"Perhaps we could consider..."

619

Asking for Clarification:

Making Suggestions:

"To recap, we're proposing..."
"In summary, the main takeaways are..."

Summarizing Points:

Speaking Up in Meetings
Participating actively in meetings is crucial. Here are
some phrases to help you contribute effectively:

28



619

Simulate meetings with a friend or
mentor, practicing the phrases
and vocabulary discussed.

Record your responses to common
meeting questions and review them
to identify areas for improvement.

Recording
Yourself   

Watch business meetings or
presentations in English and try to
mimic the speakers' language and tone.

Listening
& Imitation

Role-Playing

Seek constructive feedback from
peers or mentors on your
communication style and clarity.

Feedback
Sessions

Practice Makes Professional
Improving your communication skills requires practice.
Here are some exercises to help you build confidence:

Remember, consistent practice will enhance your
fluency and confidence in professional settings.

29



WRITING THAT
CONNECTS AND
DELIVERS

CHAPTER 5:



  Structure Your Email:  
.......................................

619

Crafting Clear,
Impactful Emails

1.

Good: "Project Update: Q2 Marketing Plan"
Avoid: "Important Info"

Formal: "Dear Mr. Smith,"
Informal: "Hi John,"

Example: "I'm writing to provide an update on..

Examples: "Best regards," "Sincerely,"

Subject Line: Be specific and concise.

Greeting: Use appropriate salutations.

Opening Line: State the purpose early.

Closing: End with a courteous sign-off.

Body: Keep paragraphs short and focused.

31
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1.Be brief: Focus on key points.

2.Use bullets: Makes info easier

to read.

3.Proofread: Avoid grammar and

spelling mistakes.

4.Reply fast: Respond within 24

hours.

BEST PRACTICES
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Maintain a Professional Tone:

Example: 
Instead of  :  "You didn't send the report."
Use            : "Could you please send the report

when you have a moment?

Politeness

Clarity

Use clear and simple language
instead of idioms or slang.

Avoid slang or overly
casual language.

Positivity
Frame messages in a positive light, even
when addressing issues.

Mastering Tone and
Professionalism

2.

1
2
3
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Key Etiquette Tips:

Subject Lines

Greetings and Sign-offs

Make them clear and relevant to
the email content.

Always include a greeting at the start
and a sign-off at the end.

Reply All 

Attachments

Response Time

Use "Reply All" only when necessary to
avoid cluttering inboxes.

Mention any attachments in the body and
ensure they are correctly labeled.

Respond promptly, ideally within 24 hours,
to maintain effective communication.

 Email Etiquette 1013.

1
2
3
4
5
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Creating Effective Reports:

1. Title Page Include the report title, your name,
date, and any relevant identifiers.

2. Executive
Summary

Provide a brief overview of the
report's purpose and key findings.

 Reports That Work4.

3. Table of Contents List sections and page numbers for
easy navigation.

4. Introduction Outline the report's objectives and
background information.

5. Methodology Explain how data was collected
and analyzed.

6. Findings Present data and insights clearly, using
bullet points or tables as needed.

7. Conclusion and
Recommendations

Summarize the findings and
suggest actionable steps.



Use Visuals: Charts and tables make

data easier to grasp.

Stay Consistent: Keep fonts, styles,

and formatting uniform.

Keep It Clear: Use simple language and

explain any technical terms.

DESIGN TIPS

36



THRIVING
IN VIRTUAL
MEETINGS

CHAPTER 6:



Virtual meetings are now the norm in
remote work.

To succeed, you need preparation,
clear communication, and good
online etiquette.
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  Before the Meeting:  
.......................................

Review the Agenda: 
Understand the meeting topics and objectives.

Plan Your Contributions: 
Think about what you want to say or ask.

Rehearse Introductions: 
Practice a brief self-introduction if you're meeting
new people.

Test Your Technology: 
Ensure your internet connection, microphone, and
camera are working properly.

1. Prep Like a Pro

1
2
3
4
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  Enhance Your On-Screen Appearance:  
.......................................

Background
Choose a clean, uncluttered background or use
a virtual background if appropriate.

Camera Position
Place your camera at eye level to maintain eye
contact.

Lighting
Ensure your face is well-lit; natural light is ideal.

Dress Appropriately
Wear professional attire suitable for the meeting
context.

Body Language
Sit up straight and nod to show engagement.

 2. Virtual Presence Tips

1
2
3
4
5

40



  Effective Communication:  
.......................................    ......

Speak Clearly
Use a moderate pace and articulate your words.

Support Others
Acknowledge colleagues' ideas and build upon
them.

Ask Questions
Inquire for clarification or further information when
needed.

Use Active Listening
Show attentiveness by nodding and providing
feedback.

3. Contribute with Confidence

1
2
3
4
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  Common Mistakes to Avoid:   
.......................................    ......     

Microphone Issues
Mute yourself when not speaking to prevent
background noise.

Poor Lighting
Avoid sitting in dark areas; ensure your face is visible.

Multitasking
Focus solely on the meeting to stay engaged and
respectful.

Unclear Messaging
Be concise and organized in your communication to
avoid confusion.

4. Avoiding Common Pitfalls

1
2
3
4
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FINAL THOUGHTS
UNLOCKING YOUR
GLOBAL POTENTIAL

CHAPTER 7:



As we conclude this guide, remember
that your journey into the global
workforce is just beginning. 

With the right mindset, tools, and
continuous learning, you can thrive
in remote and international roles.

44



Remote work and global roles have become
integral parts of the modern work landscape.
Opening doors to flexible, inclusive
careers for talent everywhere.

1. This Is Just the Beginning

45
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Proficiency in English remains a vital
skill in the global job market

Strong English skills unlock better
communication, more opportunities,
and stronger global connections. 
Keep improving! It pays off.

2. English Is Your
Lifelong Asset



Embracing mistakes as learning
opportunities is essential for
personal and professional growth. 

Each error provides a chance to
reflect, adapt, and improve. By
maintaining a growth mindset, you
turn challenges into stepping stones
toward mastery and success.

3. Mistakes Are Milestones
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Use Tools to boost your productivity.
Join Communities to grow your network.
Get Support with mentoring or consultations.

Now is the time to apply what you've learned:

By taking these proactive steps, you position yourself for
success in the dynamic world of remote and global work.

4. Take Action, Go Global

48



READY TO
GO GLOBAL?

CLAIM YOUR FREE CONSULTATION NOW!

Work from anywhere starts with one click.

https://wallstreetenglish.co.id/social-media/?utm_source=Social+Media&utm_campaign=LM-Words-That-Work

