ENG516

Treasure for Final-Term

ABSTRACT

<g/§1?1 eom/reﬁmzo’(’ﬂe colleclion (/ naoles i3 mﬂmwa/(//y arzz/ﬁa/ lo 67/}&(40@6 ducents

/s in

lo exeel ﬂﬁﬂ(kﬁu’(’ﬂ/[/l/, enduring /AZ/' aclicve @ minimus f SO%

their examinations. Jhe content i (r}:ymu‘jﬁe(/ with ﬁ/am/fy and /bl(eﬂ'dlbﬂ,

ﬁ(mftﬂ/ﬁ/mi%ﬂﬁmmp}/x}, critical O/,‘ ; (lﬁ(//‘ lical /;‘/' lions ladlored lo

the %//aémi ;‘%Zo’e noles serve as a reliable resouree ﬁ}f both /éﬂrolyﬁ/

/rﬁ%ara//wz and last - minale revision. @;jy/nﬂ/ lo iﬂéﬁm myyf{/ﬁ/zw and
[z

madlery. his f(l{‘(/(? & an csential tool for Sudents driving Sor academic

&Tf(//ﬂl e,

Maha Malik
Teaching of Business Communication



ENG516_Teaching of Business Communication
Treasure for Final-Term

Lesson 21: Teaching Business Speaking Skills-111

Business Meetings: These are essential in business, including formal,
informal, and decision-making meetings. Effective meetings depend on
clear communication of purpose, roles, and desired outcomes. Success
factors include managing procedures, satisfying expectations, and
clarifying actions. The training aims to develop meeting skills, improve
techniques for participation, and provide linguistic expressions for
effective involvement.

% Business Meetings: Discusses types of meetings (formal and
informal) and their importance in decision-making and
collaboration.

* Language and Activities: Introduces role-plays and simulations to
practice meeting-specific language, such as suggesting, agreeing,
disagreeing, and summarizing.

* Teaching Negotiations: Explores the stages of negotiation
(preparation, discussion, proposing solutions, and reaching
agreements) and strategies to enhance negotiation skills, including
appropriate language and non-verbal cues.

Lesson 22: Teaching Business Writing Skills-1

Business Writing Process: The writing process includes prewriting,
writing, and rewriting stages. The context of writing is also essential,
understanding the purpose and audience. Activities to practice these
stages help learners improve their business writing skills by focusing on
clarity and relevance in content creation.

* Business Writing Process: Covers the stages of writing
(prewriting, drafting, and rewriting) to ensure clarity and coherence.

s Context of Writing: Highlights understanding the audience and
purpose to tailor messages effectively.

¢ Practice Activities: Encourages exercises like brainstorming,
creating outlines, and peer editing to enhance business writing skills.
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Lesson 23: Teaching Business Writing Skills-11

Letters: Letters are vital for external business communication, requiring
a formal structure and tone. They vary in purpose, including inquiries,
complaints, or recommendations, and must be concise and professional.
The training covers components of letters, types, and formats, teaching
how to create effective business correspondence.

¢ Letters: Focuses on the format, components, and tone of business
letters, including salutations, closings, and body text.

s Types of Letters: Explains common types such as inquiry,
complaint, recommendation, and appreciation letters, with
guidelines for each.

¢ Structure and Style: Emphasizes concise, polite, and professional
language.

Lesson 24: Teaching Business Writing Skills-111

Memos/Emails: Memos and emails serve as internal communication
tools. Emails, being fast and informal, require a different approach
compared to memos, which can be more formal. Learners practice
crafting effective emails by understanding the context and applying
techniques that ensure clear and appropriate communication.

s Memos and Emails: Highlights the significance of emails in
modern business communication.

+» Effective Techniques: Covers email etiquette, structuring messages
for clarity, and using appropriate subject lines and tones.

¢ Practice Tasks: Exercises include drafting memos and responding
to emails, focusing on brevity and purpose.

Lesson 25: Teaching Business Writing Skills-1V

Short, Informal Reports: These reports serve as concise documentation
for internal communication. The lesson focuses on the types, structure,
and purpose of short reports. The importance of clear organization, style,
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and tailoring the content to the audience is emphasized for effective report
writing.

> Short, Informal Reports: Introduces the purpose and types of
reports used for internal communication.

¢ Structure and Audience: Focuses on organizing content logically
and addressing the specific needs of the target audience.

¢ Clarity and Style: Encourages writing in a direct, concise manner
suitable for business contexts.

Lesson 26: Teaching Business Writing Skills-V

CVs/Resumes: Focus on creating effective CVs and resumes,
understanding their components (chronological/functional), ethical
considerations, and methods of delivery. Discusses writing styles tailored
to audience expectations and templates for structure.

s CVs/Resumes: Explores creating resumes tailored to specific roles,
covering essential components such as personal details, work
experience, skills, and references.

s Types of Resumes: Discusses chronological vs. functional styles
and when to use each.

+» Ethical Considerations: Addresses honesty in presenting
qualifications and achievements.

Lesson 27: Teaching Business Writing Skills-VI

Proposals: Introduces internal and external proposals, criteria for
effective proposals, and their components (title page, cover letter,
discussion, and recommendations). Emphasizes research, formatting, and
persuasive language for business contexts.

¢ Proposals: Explains how to write persuasive and effective proposals
for internal or external stakeholders.

s Components: Covers abstracts, introductions, discussions,
recommendations, and appendices.
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¢ Evaluation Criteria: Focuses on clarity, feasibility, and alignment
with organizational goals.

Lesson 28: Teaching Business Writing Skills-V1I

Long, Formal Reports: Covers the components of comprehensive
reports, including front matter, detailed discussions, and back matter like
glossaries and references. These reports are designed for in-depth analysis
and recommendations in large-scale business scenarios.

s Long, Formal Reports: Details components such as title pages,
executive summaries, and findings.

% Research Skills: Emphasizes the importance of credible data
sources and accurate referencing.

% Purpose and Audience: Stresses writing reports that are
comprehensive yet tailored to the reader’s needs.

Lesson 29: Using the Internet to Teach Business English

Technology Integration: Explores e-learning platforms, web quests, and
digital resources for enhancing Business English teaching. Discusses
using the internet as a communicative space and leveraging online tools
for engaging learners effectively.

¢ Technology Integration: Explores the use of digital tools for
teaching business English, including online platforms and virtual
classrooms.

s Web Quests: Encourages research-based learning activities to
enhance language skills.

s E-learning: Highlights the benefits and challenges of remote
learning environments.

Lesson 30: Areas in Business Communication-I

Specialized Areas: Focuses on Business English applications in
management, administration, customer service, marketing, and finance.
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Each area has tailored linguistic and communicative requirements,
emphasizing specific terminologies and interaction styles.

¢ Specialized Fields: Introduces Business English applications in
sectors like marketing, finance, and customer service.

 Tailored Content: Focuses on using industry-specific terminology
and case studies for contextual learning.

Lesson 31: Areas in Business Communication-l|

Legal English: Focuses on the language of law for L2 learners,
addressing challenges like complex legal texts and archaic language.

Aviation English: Emphasizes comprehension, negotiation, and
mitigation for aviation professionals, with tailored teaching strategies.

¢ Legal and Aviation English: Covers the specific language needs in
legal and aviation contexts, emphasizing accuracy and precision.

% Teaching Strategies: Includes role-playing and scenario-based
activities for these specialized domains.

Lesson 32: Areas in Business Communication-111

English for Medical Purposes (EMP): Designed for healthcare
professionals to improve communication, including doctor-patient
interactions and medical writing. EMP activities include simulations,
role-playing, and medical case discussions.

English for Medical Purposes (EMP): Discusses language requirements
for healthcare professionals.

Activities: Includes simulations, medical vocabulary practice, and case
study analyses to improve communication in medical settings.

Lesson 33: Areas in Business Communication-1V
s English for Academic Purposes (EAP): Covers academic
communication like thesis writing and research publications.
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¢ Focuses on genre-specific writing and enhancing skills for academic
success.

Academic Communication: Focuses on English for Academic Purposes
(EAP) and English for Research Publication Purposes (ERPP).

Skills Development: Includes teaching thesis writing, academic
presentations, and publishing research papers.

Lesson 34: Teaching Business Communication in
Distance-I

Distance Learning: Discusses the advantages and challenges of teaching
business communication remotely.

¢ Distance Learning Advantages: Flexibility and accessibility for
diverse learners.

% Challenges: Highlights issues like reduced interaction and the need
for engaging materials.

*» Role of Teachers: Emphasizes adapting materials and providing
effective feedback.

Lesson 35: Teaching Business Communication in
Distance-1|

E-Learning Possibilities: Explores using internet tools and telephoning
for teaching.

s E-learning Tools: Explores platforms like Moodle or Zoom for
interactive teaching.

s Telephoning Skills: Teaches language for business calls,
emphasizing clarity and tone.

* Online Teaching Strategies: Suggests using videos, forums, and
digital collaboration tools to enhance engagement.

*» E-Learning Platforms: Explores tools like video conferencing and
LMS platforms for teaching.
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¢ Practical Applications: Includes activities like simulated meetings
and telephoning tasks to develop communication skills.

 Blended Learning: Encourages combining traditional and online
methods for an integrated learning experience.

Lesson 36: Teaching Business Communication in
Distance-I111

Discusses traditional distance education, online teaching methodologies,
and assessment strategies. Emphasizes the importance of feedback and
fostering face-to-face (F2F) interaction even in distance learning setups.

 Traditional Distance Education: Examines established methods,
focusing on the challenges and benefits of asynchronous
communication and self-paced learning.

¢ Online Teaching: Discusses how digital platforms are reshaping
teaching strategies, emphasizing real-time interaction and the
importance of engaging multimedia content.

s Assessment and Feedback: Highlights methods to ensure fair
evaluation in distance learning, emphasizing the significance of
timely and constructive feedback.

Lesson 37: How to Include Intercultural Training-I

Introduces the concept of culture and multiculturalism in teaching
business English. Provides guidelines for effective multicultural
communication and addresses ethnocentrism's role in business
communication.

¢ Defining Culture and Multiculturalism: Explains the relationship
between language, culture, and communication, highlighting the
importance of teaching cultural sensitivity in a business context.

¢ Guidelines for Multicultural Communication: Offers strategies
for avoiding ethnocentrism and promoting respect for diverse
cultural norms.
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Lesson 38: How to Include Intercultural Training-11

Focuses on intercultural training techniques, cross-cultural
communication, and societal divisions like individualistic vs.
collectivistic and high vs. low context cultures.

¢ Intercultural Training Technigues: Focuses on raising awareness
of cultural diversity and developing the ability to navigate
differences effectively.

¢ Societal Divisions: Explores frameworks like individualistic vs.
collectivistic societies and high vs. low context communication
styles, which influence business interactions.

Lesson 39: How to Include Intercultural Training-111

Explores potential cultural differences, including conversational routines,
politeness, power differentials, and hierarchy in family and workplace
dynamics.

% Conversational Routines and Politeness: Examines cultural
differences in verbal and non-verbal interactions, focusing on
etiquette and implicit norms in communication.

s Power Differentials: Addresses how hierarchical structures in
families and workplaces shape interactions, and the importance of
recognizing these dynamics in global business settings.

Lesson 40: How to Include Intercultural Training-1V

Examines Confucianism, communication patterns in East Asia, and
cultural dimensions such as power distance, masculinity vs. femininity,
and verbal vs. non-verbal communication.

¢ Cultural Dimensions: Explores concepts like power distance,
masculinity vs. femininity, and time orientation (short-term vs.
long-term).
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s Non-Verbal Communication: Focuses on paralanguage, gestures,
and other non-verbal cues, emphasizing their critical role in
effective intercultural communication.

Lesson 41: How to Include Intercultural Training-V

Discusses techniques to foster cultural awareness, address cultural shock,
manage cross-cultural conflicts, and use critical incidents for learning.

¢ Cultural Awareness: Techniques to understand one's own culture
and increase sensitivity toward others.

% Managing Cross-Cultural Conflicts: Offers strategies for
resolving misunderstandings arising from cultural differences, using
critical incidents as learning tools.

Lesson 42: Assessment in Business Communication-|

Covers principles of assessment, including summative and formative
methods, and testing speaking skills with a focus on linguistic and
sociolinguistic competencies.

¢ Principles of Assessment: Discusses designing effective tests based
on validity, reliability, and practicality.

¢ Testing Speaking Skills: Focuses on evaluating pronunciation,
fluency, and interaction skills through simulations and role-play
exercises.

Lesson 43: Assessment in Business Communication-11

Focuses on testing reading and writing skills, task-based assessments, and
the use of commercially available tests while minimizing the backwash
effect.

% Testing Reading and Writing Skills: Provides criteria for
assessing comprehension and written clarity, coherence, and
context-appropriateness.
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s Task-Based Tests: Emphasizes the use of real-world scenarios to
assess communication abilities while mitigating the backwash effect
of assessments.

Lesson 44: Assessment in Business Communication-111

Details methods for selecting appropriate tests, using computers in
evaluation, and incorporating peer and self-feedback. Reflective practices
are also emphasized.

% Choosing Appropriate Tests: Discusses aligning tests with
learning objectives and using technology for enhanced evaluation.

¢ Reflective Practices: Encourages teachers to adopt a reflective
approach and incorporate peer/self-feedback to foster collaborative
learning.

Lesson 45: Current Trends

Explores globalization's impact on business communication, the growing
importance of English for Academic Purposes (EAP) and English for
Research Publication Purposes (ERPP), and the need for cross-cultural
awareness and professionalism in teaching.

¢ Globalization’s Influence: EXxplores how globalization has
reshaped communication needs, emphasizing the role of English as
a lingua franca in business.

s Emerging Methodologies and Materials: Highlights innovative
teaching methods and the growing role of technology and cross-
cultural training.

+*» Professionalism in Teaching: Stresses the need for continuous
professional development and adapting to changing educational and
business contexts.
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