Top 15 English mistakes most (Dutch)
managers make in speaking and writing.
To play in the big league, you need to stop making basic mistakes. When
others can’t hear or see these type of mistakes, your English is
automatically good (think about a native speaker in your own language
who makes these simple errors). In order for your English to become
great and let the language work for you, you might want to up your
game.
In this free E-book you will find basic vocabulary and grammar points that
will instantly better your English.

1.

The difference between OF and OFF.
OF is a preposition and means: belonging to someone/something.
Eg: The role of a manager
The director of the company.
OFF is an adverb and means: something has been removed or is
not functioning.
Eg.: Please take your coat off.
Make sure the computer is off.
NB:

2.

OFF is also used in phrasal verbs (come off/take off, etc) and
forms a unique meaning combination with the verb. You need
to learn these by heart.

The difference between TO and TOO
TOO is an adverb and means: Also/as well or more than is good,
possible, necessary, wanted, etc./very.
Eg.: Can he join the meeting too?
This project had taken too long.
Management will only be too happy to hear this is
finished.
TO is a preposition and means many things: towards something,
going in that direction, attachment, a second part of a comparison,
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show quantity, before (clock), reaching a particular state, and a few
more.
Eg.: I cycled to work.
Put your mouse to the right of your keyboard.
Attach this cord to your desk.
She prefers swimming to running.
There are 2.54 cm to an inch.
It is 10 to five.
He tore the report to pieces.
NB:

3.

Rule of thumb – just know when to use TOO, then all the
other cases are TO.

The difference between FULL and FUL
FULL: rule: when the word stands on its own, it needs
both legs to keep standing, so two ‘l’.
Eg.: He poured the glasses only half full.
The room was suddenly full of people.
FUL: When this word is attached to other letters, it has support,
therefore it only needs 1 leg = one ‘l’.
Eg.: successful
Powerful
NB: This is also true for TILL and UNTIL

4.

The difference between ITS and IT’S
IT’S is the short form of: it is or it has.
Always read your sentence again in the full form to check
meaning. Formal writing is always in the full form, so you write: It
is/It has.
ITS is the neutral form of his/hers, showing belonging. When you
talk about a thing or an animal, you refer to it as “it”.
Eg.: Beautiful watch, have you got any idea of its value?
The rabbit had hurt its paw.

5.

DVDs or DVD’s?
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In English, the plural is formed with an ‘s’ attached to the word. The
last word of DVD is disc: One disc -> two discs.
This way it is easy to remember that you have to write DVDs.
NB:

6.

‘s is used for “is”, “has” or possessive –> eg. my mother’s
family.

My STAFF IS or My STAFF ARE?
Definition of staff: is all the workers employed in an organisation
considered as a group.
The word staff is singular, but it means a group of people.
British English expects you to write: Staff are.
American English normally writes: Staff is.
Therefore, it depends in which country you are.
NB: same holds good for POLICE

7.

What do you do with PICTURES?
You TAKE them, not make. It is a typical mistake Dutch and
German native speakers make, and it instantly reveals their
nationality, no matter how good their accent is.

8.

THEIR or THERE?
This is a common spelling mistake. Both words sound the same
when you pronounce them (they are homophones).
THEIR -> you use when talking about something that belongs to
two or more people.
THERE -> you use when you point towards or mean a place away
from you.
NB: To remember which is which: when you take the ‘t’ away from
their –> it becomes heir = a person.
When you take away the ‘t’ in there -> it becomes here = the
opposite of there.

9.

CONGRATULATE someone ….. his/her birthday?
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The right answer is ON, not with. This is a fixed combination of verb
and preposition. No matter which country you are from or how you
design your sentence, it is always ON.
NB:

10.

These prepositions are possibly the most difficult part of the
English language and there will always be a slip-up
somewhere along the line -though practice makes perfect.

LITTLE or LESS?
People tend to say ‘less’ instead of ‘little’.
Little means ‘a bit’ and is used before nouns that you cannot count.
Eg.: Only give a little water to this plant.
I have little money left in my purse.
Less means: not as much (as there was before)
Eg.: I have less money in my purse (than I had this
morning).
There was less water in the vase than there should
have been.

11.

I went to the office or I have been to the office?
When you use a time reference, such as yesterday, last
weekend, a few days ago, in 2015 or when I was young, you have
to use the Past Simple eg. I did (this is the second column of the
irregular verb list). The event or activity is completely finished and
done.
Eg.: Last week we completed our project.
In 2018 all managers went to the conference in
Malta.
Time references such as recently, since, for, yet, already, just, ever
and never normally work together with the Present Perfect eg. I
have done (this is the third column of the irregular verb list +
have/has in first position). The activity or fact started in the past
and still continues up till now.
Eg.: He has been with this company for 6 years now.
Have you ever heard of such a solution?
Most people use the Present Perfect (I have seen) when they are
supposed to use the Past Simple (I saw). This confuses the listener
or reader a lot, because you say you are still busy with something,
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when actually the activity is finished. In combination with the time
reference for the Past Simple this highlights the error.
NB:

12.

Be very careful when you translate from your own language.
Dutch and German native speakers will automatically do this
wrong.

More easy or easier?
Rule: Words with one syllable: always get ‘-er’
Rule: Words with 3 or more syllables: always get ‘more’
Eg.: Cheap
->
cheaper
Expensive
->
more expensive
Rule: Words with 2 syllables that end in ‘-y’ get ‘–ier’
Rule: Words with 2 syllables that end in ‘ly’ get ‘more’
Eg.: Pretty
->
prettier
Slowly
->
more slowly
Exception: clever, narrow, quiet, shallow and simple
can have both endings, but only one at the time!
Eg.: Quiet

->

quieter or more quiet.

Correct answer: more easily or easier.
Most people make a faulty combination, particularly when they
talk.

13.

Where to put the time reference?
Simple rule:

At the very beginning of your main sentence or at
the very end.
Eg.: Two days ago, we had our annual meeting.
We had our annual meeting two days ago.
Whenever you put a time reference somewhere in the middle,
you are always wrong. There is a good chance you are still
translating from your native language and this happens a lot
while speaking.
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14.

If I earn 5 million euros, I will expand my business or If I
would earn 5 million euros, I will expand my business?
This sentence structure is called a conditional (first conditional in
this case).
Rule:
‘If’ on the one side of the comma, a form of ‘will’ on the
other.
In English, the ‘will (do)’, would (do) or would have (done) form
cannot be used in the same part of the sentence as the ‘If’.
Correct answer: If I earn 5 million euros, I will expand my
business.
Using ‘would’ on the same side as ‘if’, shows native language
interference, so please remember this simple rule.
NB: Exception is ‘would like’ after if.

15.

Do you get, understand or comprehend it?
It is important to write or talk in the same tone consistently.
Changing formality all the time gives the listener the impression
that your English is not okay: They either think you want to be
better than you are or they take offence because you have become
too informal.
When you want to be informal – use informal words.
When you want to be formal – use formal words.
When you want to play safe – use neutral words.
Eg.: Clued-up
Educated
Erudite

= informal
= neutral
= formal

This is easier said than done, since a person’s understanding of
formal words coincides with (is linked to) a person’s level of English.
In order to be able to adjust to all sorts of other levels of English
internationally, it is adamant (solid fact) that you have a least C1.
When dealing a lot with English native speakers, C2 is actually your
only option.
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Was this useful to you?
In case you would like to continue improving your level of English,
consider:
-

A one year subscription with weekly emails to keep up and brush up
your English.

-

A coach for 6 months to become top-notch.

“Work a little on your English so that your English works for you!”

We’d love to hear from you.
E-for-Excellence
Elske van der Wal
Mail@eforexcellence.com
E-for-Excellence.com
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