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INTRODUCTION

This book is aimed at teachers, trainers, and course organizers who are
working or intending to work with:

— Job-experienced language learners from companies or other business
institutions: managers, office staff, and other professionals such as
lawyers and engineers.

— Pre-experience language learners studying, for example, Business
Studies or Trade and Commerce at schools, colleges, or universities.

Objectives

The main objective is to provide readers with a practical approach to the
teaching of Business English. In order to do this, the book gives relevant
background about business learners, the world they work in, and the lan-
guage they use. It also presents strategies for teachers approaching the
training task:

— How to become better informed

How to define the objectives of training

How to prepare materials and activities for the classroom

How to evaluate performance and progress.

We think it is important to put the learner at the centre of the teaching
process. With professional, job-experienced learners, this means exploiting
their knowledge and experience both for content and as a source of
motivation. Pre-experience learners may not have the same hands-on
experience of business procedures, but they do have a developing
knowledge of business theory and standard practices, and, presumably, an
interest in business topics which can be very valuable in the language
learning classroom.
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Content
The book is divided into three parts.

Part One gives a general background to the subject and is intended main-
ly for people who are new to Business English teaching or who may be
thinking about moving into the profession.

Part Two focuses on the needs of the learners and demonstrates how a
teacher can analyse these needs in order to determine the shape and con-
tent of a course. Chapter 7, however, is specifically concerned with job
analysis—an area not as directly relevant to pre-experience learners on
business courses at universities and commercial schools as it is for those
already at work.

Part Three looks at materials and activities. It gives some pointers about
how to select materials and how to develop materials and activities for the
classroom. It also makes suggestions about classroom management and
strategies for dealing with different kinds of learners.

Parts Two and Three are intended to provide ideas for practising teachers
and experienced teachers, as well as offering guidance to newcomers.

The terms ‘training’ and ‘trainer’ are frequently used throughout this
book to refer to the process of acquiring business communication skills
and to the person running the courses. Particularly in the context of com-
pany language learning, these terms are felt to be more accurate than
‘teaching’ or ‘teacher’. “Training’ is the word commonly used to refer to
what adults receive in a company context: we talk, for example, about
management training, computer training, and sales training. Teaching, on
the other hand, implies education: the passing on of knowledge, but also
of a right and wrong way of doing things. It more properly describes what
young people receive in school, and may in some cases have bad connota-
tions for businesspeople. Another implication of ‘teaching’ is that it
involves giving information about the system of the language, whereas
‘training’ implies developing skills in using language as a means of com-
munication. Current approaches to the conducting of Business English
courses reflect this emphasis on skills and performance, as will be seen in
Chapter 5.
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