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Purpose and Audience

In the present climate of economic globalization, improving college students’
professional ability to excel in today’s world of keen competition has become one of
the most important issues in higher education. Effective writing skills are crucial for
successful communication in the global market since so much of today’s business is
transacted through a wide variety of written forms. Business Writing for the Global
Market is designed for students who wish to improve their writing skills for working in
the international market.

Generally speaking, the book centers upon Writing in the Workplace and Writing
for International Trade. It certainly has this utilitarian purpose; however, pedagogically
it also has important applications for English learning in general.

In my opinion, Chinese university students have to experience a shift from
learning English as a school subject to using English for everyday, practical purposes.
Having studied English academically for nearly nine years beginning in primary school,
Chinese students need to prepare themselves to use English in real-life situations when
they leave college. This shift from English as a school subject to using English in
professional life will clearly inspire student motivation to learn English, improving their
language proficiency and learning efficiency as a result. I believe that this is THE way
of teaching and learning English in Chinese tertiary education.

Features

Business Writing for the Global Market has the following features:

e Guidance in critical thinking: Exercises in the book are designed to promote student
comprehension through an interactive process of contextualization and discussion
of texts. Students are guided to criticize sample texts in the “Learning by Reading”

sections first, and then are required not only to understand how a text is organized but



also why a text is written in a certain style and tone.

» Emphasis on basic writing skills and autonomous learning: Due emphasis is
placed on helping students lay a solid foundation in basic writing skills. Apart from
classroom instructions, students can improve their writing skills by doing exercises on
the CD-ROM in their own time and at their own pace.

» Advice on using language to create meaning in context: For the explanation of
writing conventions, Chinese is used to facilitate understanding. Useful words and
structures are summarized in the “Further Support” section of each unit for easy
reference.

* Resources for classroom use and individual references: Abundant materials for

self-directed learning and reference are included in the Appendixes.

The Structure of the Book

The book consists of four parts. “Part One: Orientation,” which has only one
unit, is introductory in nature. It aims to familiarize students with the preliminaries for
becoming a good writer in the changing world of work by examining and discussing the
principles of business writing and the elements of the writing process.

“Part Two: Building Communicative Competence” is concerned with basic writing
skills and strategies, and serves as a stepping stone to the following two parts concerned
with functional writing. This foundational part is approached from three types of
competencies: Grammatical, Discursive and Strategic.

The last two parts form the central theme of the book, Writing in the Workplace
and Writing for International Trade. Each unit of these two parts is constructed upon a
clear learning format.

1. Case Study: Provides a case study in the real world of work in an international
trading company and serves as a warming-up exercise for learning the unit.

2. Learning by Reading: Provides real-life samples of writing for communicative
purposes in the business context.

3. Language Exploration: Describes and discusses the use of English on a given topic.

4. Real-world Tasks: Provides communicative tasks for after-class writing practice.

5. Further Support: Summarizes useful chunks of language for writing a given type of
text for student reference.

6. Checklist: Summarizes the key learning points covered in each unit.



To the Student

Effective learning requires high motivation and an active attitude. So you are
strongly advised to participate actively in all classroom activities and to perform after-
class assignments in earnest. A CD-ROM that comes with the book contains Basic
Grammar Exercises and Advanced Grammar/Mechanics Exercises. You are advised
to do these exercises on your own and at your own pace, and you will certainly benefit

from this practice.

To the Teacher

Apart from using this book for explanation and discussion for the given topics,
an analysis of the learner’s own work makes a writing course more relevant, thereby
increasing the learner’s motivation and making learning more efficient and fun.

Business Writing for the Global Market can be used for a one-semester writing
course for undergraduate students. (A semester-long course is assumed to be a 2-credit
course, which meets two hours per week and lasts about 15—16 weeks.) You should be
flexible, though, in choosing what to cover in the course according to the learner’s needs
as well as your own preferences.

The CD-ROM contains PowerPoint lecture slides in addition to Basic Grammar
Exercises and Advanced Grammar/Mechanics Exercises for student self-directed

learning.
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