ENGS16

Teaching Business Speaking Skills

1. Presentations

o

o

Teaching how to effectively speak in front of an audience for business purposes.
Structure: Openings

Start presentations with a strong introduction to grab attention (e.g., greetings,
stating purpose, overview).

Structure: Main Body, Conclusion

Organize content clearly in the middle and summarize key points at the end.
Language for Presentations

Use appropriate phrases for presenting ideas, like “Let me explain...” or “In
conclusion...”

Preparing for Presentations

Researching and planning content, creating slides, and rehearsing.

Practice of Presentations

Engaging learners in delivering practice presentations to build confidence.

2. Business Meetings

o

o

o

Teaching language and etiquette for effective participation in meetings.
Language in Meetings

Common phrases like “Can we discuss this further?” or “I agree with...”
Activities: Role-Play, Simulations

Practice scenarios to mimic real-life business meetings and problem-solving.

3. Teaching Negotiations

o

o

Guiding learners to communicate effectively in business deal-making.
Stages in Negotiation

Steps like preparation, discussing terms, bargaining, and agreeing.
Language and Other Negotiating Skills

Using polite, persuasive, and clear language, along with active listening and
compromise.

Teaching Business Writing Skills

1. Business Writing: The Process

o

The step-by-step method for writing professional documents.




o Prewriting
Planning and brainstorming ideas.
o Writing
Drafting the document.
o Rewriting
Editing and revising to improve clarity and tone.
2. The Context of Writing
o Understanding the purpose, audience, and tone of business communication.
3. Activities for Practice
o Exercises like composing letters, emails, or reports.
4. Letters
o  Writing formal business correspondence.
o Reasons for Writing Letters
Examples include inquiries, complaints, or making offers.
o Components of Letters
Header, salutation, body, closing, and signature.
o  Optional Components
Enclosures, subject line, or reference numbers.
o Types of Letters
Business letters (e.g., sales, complaints, follow-ups).
o Formats of Letters
Common styles like block or modified block formats.
5. Memos/Emails
o Short written messages for internal or external communication.
o Reasons for Writing Memos
To share information or provide updates.
o Why is Email Important?
Quick, cost-effective communication widely used in business.
o Criteria for Writing Emails
Clear subject line, concise content, professional tone.
o Techniques for Writing Effective Emails
Avoid jargon, use bullet points, and include a clear call to action.
6. Short, Informal Reports
o Brief documents summarizing findings or updates.
o Types of Reports
Progress reports, sales summaries, or meeting minutes.
o Criteria for Writing Reports
Focus on organization, clarity, relevance to the audience, and professional style.
7. CVs/Resumes
o Teaching how to create professional resumes for job applications.
o Components of a CV
Personal details, education, experience, skills, and achievements.
o Functional/Chronological Resume
» Functional: Highlights skills over job history.
= Chronological: Lists work experience in order.




o Ethical Considerations
Avoid false claims; ensure accuracy.
o [Effective Resume Style
Use clear formatting, concise language, and focus on achievements.
o Methods of Delivery
Submitting resumes online, in-person, or via email.
8. Proposals
o Persuasive documents suggesting ideas or solutions.
o Criteria for Proposals
Clear goals, logical structure, and evidence-based arguments.
o Sections
» Abstract/Introduction: Brief overview and purpose.
= Discussion: Detailed plan or argument.
* Conclusion/Recommendations: Actionable next steps.
9. Long, Formal Reports
o Comprehensive documents for detailed analysis.
Components: Front Matter
Cover page, table of contents, and executive summary.
o Components: Abstract/Introduction
Summary and purpose of the report.
o Components: Discussion
Analysis, findings, and data.
o Components: Back Matter
References, appendices, and glossaries.
o Research in Long Reports
Incorporating reliable sources and evidence.

Using the Internet to Teach Business English

1. Technology and Business English Teaching
Using digital tools like computers, apps, and online resources to teach Business English.
2. Technology as Communicative Space
Technology creates platforms for interaction (e.g., emails, video calls) to simulate real
business communication.
3. Using the Internet to Teach Business English
Incorporating online activities like reading business articles, listening to podcasts, and
joining virtual discussions to improve language skills.
4. Language Learning/Publisher's Resources
Using online tools, textbooks, or resources provided by publishers to support Business
English learning.
5. Web Quests
Online activities where students gather information from the internet to complete
business-related tasks.
6. E-learning in Practice
Learning Business English through virtual platforms, often at the learner’s convenience.




Areas in Business Communication

1. Business English for Management
Focuses on skills for managing people, teams, and projects.
2. Business English for Administration
Language for tasks like scheduling, reporting, and office management.
3. Business English for Customer Services and Distribution
Communication skills for handling customers and supply chain operations.
4. Business English for Marketing
Writing and speaking skills for advertisements, market analysis, and promotions.
5. Business English for Finance
Language for discussing budgets, accounting, and financial reports.
6. Legal English
Specialized language for contracts, legal documents, and court-related discussions.
o Teaching Legal English: Helping learners understand legal terminology and
structures.
7. Aviation English
Communication skills specific to pilots, air traffic controllers, and the aviation industry.
o Teaching Aviation English: Training for clarity, comprehension, and polite
communication in high-pressure situations.
8. Business English for Medical Purposes (EMP)
Language skills tailored for medical professionals like doctors and nurses.
o EMP Course Content and Activities: Includes patient communication, medical
terms, and case discussions.
o EMP for Nursing: Focuses on practical communication in clinical settings.
9. Business English for Academic Purposes
English skills for academic research, thesis writing, and publishing.
o English for Research Publication Purposes (ERPP): Writing academic papers
and presenting research.

Teaching Business Communication in Distance

1. Distance Learning
Teaching conducted remotely, often through online platforms.
o Advantages: Flexibility and accessibility.
o Disadvantages: Limited face-to-face interaction.
2. The Role of Teacher and Teaching Materials
Teachers guide the process, using digital tools and resources to engage learners.
3. Giving Feedback
Providing constructive comments to help learners improve.
4. Teaching by Telephone
Practicing business communication over the phone.




9.

Language for Telephoning

Teaching common phrases for professional phone conversations.

E-learning Possibilities

Tools like Zoom, Teams, or learning management systems for teaching Business English.
Learning Platforms

Online systems like Moodle or Blackboard that host course materials.

Traditional Distance Education

Earlier methods like correspondence or pre-recorded lessons.

Teaching Business Communication Online

Combining live video sessions, recorded lessons, and online assignments.

10. Assessment in Distance Teaching

Evaluating learners’ progress through online tests, assignments, and projects.

11. F2F Interaction
Face-to-face interaction in mixed (hybrid) learning settings.
What is Culture?
1. Multiculturalism
Coexistence of diverse cultural groups in a society.
2. Culture and the Teaching of Business English
Adapting lessons to different cultural norms and practices.
3. Guidelines for Multicultural Communication
Tips for interacting effectively across cultures, such as avoiding stereotypes.
4. Ethnocentrism

Believing one’s culture is superior to others, which can hinder communication.

How to Include Intercultural Training?

1.

2.

What is Intercultural Training?
Preparing learners to interact effectively with people from other cultures.
Cross-Cultural Communication
Teaching the differences in communication styles across cultures.
High Context vs. Low Context
o High Context: Indirect communication (e.g., many Asian cultures).
o Low Context: Direct communication (e.g., Western cultures).
Areas of Potential Difference
o Silence: Some cultures value it; others may find it awkward.
o Power Distance: Differences in attitudes toward hierarchy and authority.
Verbal/Non-Verbal Communication
Teaching both spoken and body language cues.




How to Include Intercultural Training (continued)

1.

2.

Generating Discussion

Encouraging learners to share cultural experiences.

Understanding Own Culture

Helping learners reflect on their cultural norms.

Managing Cross-Cultural Conflicts

Training on resolving misunderstandings due to cultural differences.
Critical Incidents

Analyzing real-life scenarios where cultural misunderstandings occurred.

Assessment in Business Communication

10.

1.

12.

Assessment and Evaluation in Business Communication Teaching
Measuring how well students learn and apply communication skills in a business context.
Principles of a Test

o Tests should be valid (measure what they claim to).

o Tests should be reliable (consistent results).

o Tests should be practical (feasible and time-efficient).
Summative and Formative Assessment

o Summative: Assessment at the end of a course (e.g., final exams).

o Formative: Ongoing assessment to provide feedback during the learning process

(e.g., quizzes, peer reviews).

Quantitative and Qualitative Assessment

o Quantitative: Uses numbers and scores (e.g., percentage, grade).

o Qualitative: Focuses on detailed feedback (e.g., comments on performance).
Testing Learners
Assessing skills like speaking, writing, and understanding in a structured way.
Testing Speaking Skills
Evaluating how well learners can speak in business situations (e.g., presentations,
meetings).
Testing Reading Skills
Checking how well learners understand written business materials (e.g., emails, reports).
Testing Writing Skills
Assessing learners’ ability to write effectively in a business context (e.g., letters, emails).
Task-Based Test
A test where learners complete real-world tasks (e.g., drafting a proposal, role-playing a
negotiation).
Commercially Available Tests
Pre-designed tests like TOEIC or IELTS used to assess Business English skills.
Backwash Effect
How a test influences teaching and learning. For example, a test focusing only on
grammar might lead teachers to neglect speaking practice.
Item Types
Different kinds of questions in tests, like multiple-choice, essays, or true/false.




13.

14.

15.

16.

17.

18.

Choosing a Test
Selecting a test that matches the learning goals and students’ needs.
Using Computers
Employing technology for testing (e.g., online quizzes, automated speaking assessments).
Evaluating: Using Feedback and Observation
Teachers use feedback (written or spoken) and observation of students to assess
performance.
Peer and Self Feedback

o Peer Feedback: Students evaluate each other’s work.

o Self-Feedback: Students assess their own performance.
Reflective Practitioner
Teachers assess their own teaching methods and effectiveness to improve their skills.
The Customers’ Perspective
In business contexts, the "customers" (e.g., employers, clients) might assess whether
learners can meet workplace communication needs.

Current Trends in Business Communication

1.

Context of Globalization
English is widely used in international business, requiring cross-cultural communication
skills.
Changed Needs
Businesses now demand skills like virtual communication, email etiquette, and online
presentations.
English for Academic Purposes (EAP) and English for Research Publication
Purposes (ERPP)

o EAP: Focused on academic skills like writing essays or reports.

o ERPP: Specialized in helping researchers publish their work in English.
Methodologies and Materials
New teaching methods (e.g., task-based learning) and resources (e.g., digital tools) are
increasingly popular.
Cross-Cultural Awareness
Understanding cultural differences is critical for effective communication in global
business.
Growing Professionalism
Teachers and learners adopt a more professional, goal-oriented approach to Business
English.




