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      When we teach business English, there are several factors to take into account. Many aspects certainly overlap with general English, but in general, the needs of learners are very different. There are a variety of topics that are necessary to meet learners’ needs, and learners also need specialized vocabulary for the workplace in order to be successful in their jobs.

      In general, business English is more task-related and goal-oriented than general English. The language we teach must be purposeful and is often priorities-based. As trainers, our job is to help learners with the vocabulary associated with their jobs and to find ways for them to learn it and use it confidently as well as opportunities to practice the communication skills that are so vital for them to achieve their goals.

      This guide provides a variety of topics which can be adapted to different learners and their job situations and can be used with a variety of levels. Learners of business English need language to carry out tasks, get ideas and opinions across, and in general, get a job done. Therefore, giving learners the chance to practice both language and communication / business skills in the classroom before they need it in the workplace is vital.
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      We also need to take into account where a course is being held. Business English is taught in high schools that specialize in preparing students for the workplace, colleges, universities, private language schools, in companies, and in one-on-one lessons.

      Depending on where you teach, the material may have a different focus.

      For pre-experience learners, the emphasis may be on language about business and also consist of teaching general business concepts so that learners finish a course with an idea of how businesses are run. These tend to cover a wide variety of topics and may have to follow a particular curriculum. In addition, progress may be assessed through exams.

      Once we begin working with people who already have jobs, the focus usually changes. In a language school there may well be a wide variety of topics with learners from different companies and fields, but the language will targeted to what the learners need for their jobs. In-company courses tend to focus on company-specific language and are often designed to help people do their jobs. There will likely be more input from the workplace, and lessons may change suddenly according to specific needs of learners.

      Business English means teaching specific listening and speaking communication skills. Our learners’ career success may depend on how well they can establish rapport with others, practice turn-taking and active listening, make use of critical thinking tools, and be able to explain and clarify ideas and concepts. They also need to give and ask for opinions, speculate and hypothesize, agree and disagree, and find ways to reach consensus in discussions.

      Learners’ needs in the other two areas of the four skills are also fairly specific: they need to read emails, memos, specialized texts, reports, proposals, websites, policies, and so on. Writing generally consists of the same sorts of workplace communication and correspondence, but in some cases learners may also need to learn note-taking or how to take minutes at a meeting.

      The ideas in this book, therefore, cover a wide range of levels and topics. Some of them build basic vocabulary and simple communication, while others help more advanced learners expand their vocabulary and fine-tune their communication skills. They are adaptable to different situations and don’t require a great deal of preparation. In addition, they are fun to do with learners and provide what the learners need when they need it. Each activity finishes  with ideas for a real-world follow-up so that learners can connect an activity with the reality of their own work situation.

      Throughout the years of teaching business English, I have found that the courses which were most successful were those that put the learners first and aimed to meet their particular needs while making instruction engaging and fun. Establishing rapport with the learners is also vital and helps groups to truly bond together creating an atmosphere of encouragement and support. This type of learning environment is what my learners have said has helped them to gain confidence, to enjoy learning, and to look forward to using English in real-world situations.

      As a trainer, I find activities that encourage critical thinking and personal growth along with the essentials of the language turn out to be the most rewarding parts of lessons for both the learners and for me. Enjoy the tips.

    

  


  
    
      
        
          
          

          
            How To Use This Book

          

        

      

    

    
      This book gives you different ideas for teaching business English and can be used by those starting out in the field as well as those who are experienced business English teachers and trainers.

      The book is divided into eight major sections:

      
        	Workplace vocabulary

        	Business grammar

        	Business writing

        	Graphs and charts

        	Communication skills

        	Business skills

        	Authentic materials

        	Games and activities

      

      You can certainly read through this from the beginning to the end, but not every activity will be relevant for the particular groups you are teaching. It is important to pinpoint what you need and look more specifically at those activities before looking through all of them. Obviously not every activity will work with every group, which is the reason for presenting diverse activities for different levels of learners and from different fields and specialties. However, you may find that you can adapt an activity to suit one of your groups, so it is worth having a look at what is offered here.

      Here is a suggested method for using this book:

      
        	Read through all of the fifty tips without stopping.

        	Read through the tips again. Choose five or six that you think might work for one or more of your courses or clients. Decide when you will try them.

        	Choose different types of ideas, perhaps tips from different sections of the book.

        	Each time you use one of the tips, make a note about how well it worked for you and why. Remember that most of the tips will work best if you use them several times and adjust them for your teaching context. Don’t try a tip only once and decide it’s no good for your setting. Give the tips you try at least a few chances.

        	Every few weeks, read through the tips again, and choose some new ones. Discontinue using any methods that are not working for you after several attempts.

      

      Finally, consider trying some of the other books in our 50 Ways to Teach series. The series includes special volumes for teaching different skill areas, teaching online, using technology in the classroom, and becoming a ‘greener’ teacher. Improving your skills in these areas can only help you improve your overall teaching experience.
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            Workplace Vocabulary
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      Teaching business vocabulary is not very different from teaching vocabulary for general English classes; the main difference is the vocabulary itself. Business English learners need specialized words that often don’t appear in standard course books or even in ones written specifically for business English. Learners in BE classes also ask for authentic language that is used in the workplace and can be found in business English articles, websites, instruction manuals, etc.

      For teachers using a coursebook, these ideas should provide supplementary activities that can be added to a lesson. For those who are not using coursebooks, these ideas can provide core elements that you can work on and expand as you see fit.
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            Office Activities

          

        

      

    

    
      Level A2 – B1

      Office workers need to be able to talk about their jobs and explain what they do on a daily basis. This activity helps them to find the vocabulary they need.

      Ask learners to briefly describe their day in the office. In general, all levels of learners will run into vocabulary they simply do not know. Collect the words and phrases they need and then make them interesting and fun to learn.

      Once you have a list of daily office activities such as

      
        	answer the phone

        	read and write emails

        	file documents

        	shred papers

        	attend meetings

        	work overtime

        	show visitors around

        	take part in conference calls

        	punch in and out

        	sort the mail

        	use a USB / flash drive

      

      and so on, go over them with the learners to make sure everyone understands the vocabulary. Then play a guessing game. Choose one of the activities and have the group ask questions such as, “When do you do this?” “How often do you do this?” “Do you need your hands, feet, etc. to do this?” until someone has guessed the activity. That person chooses another activity and the class asks the same questions until a number of the activities have been chosen and guessed. This can be done in groups in larger classes.
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      Real-world follow-up: Have learners keep track of the activities they do during the week and report back on which ones they do most often or least often.

    

  


  
    
      
        
          
            2

          

          
            Beyond the Basics

          

        

      

    

    
      Level B1 – B2+

      Working in a business environment also includes more advanced types of tasks. A brainstorming session with learners should turn up a number of phrases and activities that go beyond the basics. Some of these include:

      
        	take minutes at a meeting and write them up

        	set meeting agendas and distribute them

        	cover for a colleague who is not in the office

        	keep track of appointments

        	work with spreadsheet programs

        	give presentations, chair meetings

        	use CAD (computer-aided design) programs

        	design websites

        	visit customers

        	sell products or services

        	deal with product launches

        	submit expense reports, draw up business plans

      

      Once these have been collected and written up on the board, ask learners to choose one that they do themselves, making sure that no two people choose the same activity by asking them to jot their choice down on a piece of paper so that you can quickly check them. In larger classes, it may be necessary to allow more than one learner to choose the same activity.

      Then ask learners to move around the classroom to find as many others in the class as possible who also do that activity. When they find a match, they should write that person’s name. Give learners time to mingle and practice the vocabulary. Stop them after 5-10 minutes (depending on class size) and ask how many each person found. The person with the largest number of names is the ‘winner.’
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      Real-world follow-up: Have learners observe who does these activities in their work environments and report back to the class.
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            Office Supplies and Furnishings

          

        

      

    

    
      Level A1 – B2

      Many business people lack the basic words to describe the everyday equipment and furnishings found in the office. Brainstorm office supplies, write a list on the board, or show a presentation slide prepared in advance. Include items such as:

      
        	shredder

        	stapler

        	paper clip

        	hole punch

        	calculator

        	laptop

        	staple remover

        	USB/flash drive

        	scanner

        	scissors

        	in and out boxes

        	glue

        	tape

        	photocopier

        	folder

        	sheet protector

        	swivel chair

        	desk

        	filing cabinet

        	drawer

        	coffee maker

        	vending machine

      

      Once the list is generated, ask a learner to make a sentence explaining what he or she uses one item for, but without naming the item: e.g., I need this item to attach papers permanently. The first learner who calls out stapler then makes a similar sentence about another items until most of the items have been practiced.
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      Real-world follow-up: Learners note which of these items they use in a week and report back to the class.
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