California State University, San Bernardino

CSUSB ScholarWorks

Theses Digitization Project John M. Pfau Library

1998

Applying social functional theory to Business English as a foreign
language instruction in Taiwan

Weizhen Yang

Follow this and additional works at: https://scholarworks.lib.csusb.edu/etd-project

6‘ Part of the Education Commons, and the First and Second Language Acquisition Commons

Recommended Citation

Yang, Weizhen, "Applying social functional theory to Business English as a foreign language instruction in
Taiwan" (1998). Theses Digitization Project. 1361.

https://scholarworks.lib.csusb.edu/etd-project/1361

This Project is brought to you for free and open access by the John M. Pfau Library at CSUSB ScholarWorks. It has
been accepted for inclusion in Theses Digitization Project by an authorized administrator of CSUSB ScholarWorks.
For more information, please contact scholarworks@csusb.edu.


https://scholarworks.lib.csusb.edu/
https://scholarworks.lib.csusb.edu/etd-project
https://scholarworks.lib.csusb.edu/library
https://scholarworks.lib.csusb.edu/etd-project?utm_source=scholarworks.lib.csusb.edu%2Fetd-project%2F1361&utm_medium=PDF&utm_campaign=PDFCoverPages
http://network.bepress.com/hgg/discipline/784?utm_source=scholarworks.lib.csusb.edu%2Fetd-project%2F1361&utm_medium=PDF&utm_campaign=PDFCoverPages
http://network.bepress.com/hgg/discipline/377?utm_source=scholarworks.lib.csusb.edu%2Fetd-project%2F1361&utm_medium=PDF&utm_campaign=PDFCoverPages
https://scholarworks.lib.csusb.edu/etd-project/1361?utm_source=scholarworks.lib.csusb.edu%2Fetd-project%2F1361&utm_medium=PDF&utm_campaign=PDFCoverPages
mailto:scholarworks@csusb.edu

’APPLYING SOCIAL FUNCTIONAL TI-IEORY TO BUSINESS ENGLISH.~ '-

AS A F OREIGN LANGUAGE INSTRUCTION ]N TAIWAN

 AProject
"."'Iires'elttedte the'» :“ -

. Faculty of N
Cahfornla State Umver51ty -

| San Bernardlno o

InPartlal FﬁIﬁIlment» BT
of the Requlrements for the Degreé
. MasterofArts
in

. Bducation

Wel-Chen Yang;, . Lo

December 1998. T



o APPLYING SOCIAL FUNCTIONAL THEORY O BUSINESS ENGLISH Ce

AS A FOREIGN LAN GUAGE INSTRUCTION IN TAIWAN

: APl‘O_]eCt [
| -~ Presented tb, the | : |
'Frécul-ty of o
Cahfomla State Umvers1ty, |

San Bernardlno ’ |

S by
 Wei-Chen Yang |

- December 1998

‘Approzv'ed by:»

“+ - Lynne Diaz-Rico, Fi

Esteban Diaz, Second Reader -



ABSTRACT
As Busmess Enghsh teachlng develops in d1vers1ty nchness and depth the

'demands placed on the teacher are ever 1ncreas1ng Desprte the efforts made to

_ acknowledge and develop Busmess Enghsh as a forergn language (BEFL) 1n Talwan m

| ,_’the past decades both the students needs and corporatrons expectatlons are strll far

: from sat1sﬁed EFL Busmess Enghsh language 1nstruct10n has resulted 1n students who s e

i have very lrmlted ab111ty to use Engllsh to commumcate functlonally and appropnately m” - » o

' busrness-orlented contexts
| Chapter One of this currlculum des1gn pI'OJCCt addresses the prospects and c‘urrent | ‘, |
: vpractlces of BEFL teachlng and leamlng in Talwan | Chapter Two f1rst 1ntroduces the
.» 'state of the art in BEFL and then explores some theoretrcal issues in second language ‘
acqu1s1t10n that are relevant to BEFL ‘In Chapter Three suggestlons and teachlng
strategies in BEFL 1nstruct10n are provlded based on the theoretrcal foundatwns
rev1ewed in Chapter Two Chapter Four presents the overall 1nstruct10n’of lesson plans
~An assessment for thls BEFL currlculum de51gn pro_] ect is contnbuted in Chapter F1ve
| along with assessment sheets for students performance oral presentatrons and crlterla
- for gradmg wrrtten ass1gnments Fmally, two umts of lessons based on the pr1nc1ples of
N 1mportance are 1ncluded 1n Appendlces A & B ’ B | ‘-
The apphcatlon of soc1al functlonal theory to BEFL teachlng serves asa core of
th1s pl’O_]CCt Varlous act1v1t1es ‘palr/group‘ work and technology apphcatrons in: the
‘unlts are used to help EFL Busmess Englrsh learners in Talwan to develop | |

commumcanve competence:ma freal-'ll;fe ',1nteractlons. i
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éHAPTER ONE: INTRODUCTION
Bu’S’iness English 'as a Foreign Lénguage in Taiwan

English is a major longuage of international business, diplomacy, and the =
professions. It is the longuage that an ltalian businessman and a Chinese businessman |
- are likely to ‘use to communicate.’ Important.eommodities such as silvei, tin; andhard
currency are traded in English. English is also an ofﬁcinl language of many i
' international organizations, including the United Nations and ma‘nyv professional
organizations.‘ It is frequently thelanguage of international confeienees. More than
’half of the professional paners pnblished throughoutthe'world are in English.

A foreign language, especially EngliSh, 1S NOW l)ecoming a vital part of the basic
preparation for an increéSing number of careers in Taiwan. - Even in those cases wliere
knowledge of English does not help graduates obtain a first job, many report that their
English language skills often enhance their mobility and improve their chances for |
promotion (Inman, 1987). |

Many types of businesses seek employees who possess English language
proﬁeiency 1n addition to expertise in theii' particular discipline, but this is particulaily
true for mnnagement, tourism, and finance. As a result, proﬁcieney in English,
especially when combine(l }with knowledge of, and skills in, another piofessional area, is
highly desirable inthe Taiwanese morketplace now.

In the past, Taiwanese multinational ﬁrms relied oyerwhelnlingly on technical or
| professionzilability as the primary .criten'on for selecting managers for international

- assignments. The ability to adapt to a new environment, along with previous



- 1ntemationa1 expenence was v1ewed as of secondary 1mportance while foreign language e,

capability in and of 1tself ranked far below the other attributes asa selectlon factor | In E : j' B

contrast a number of J apanese compames reciurre a spe01ﬁed proﬁcrency level mma
5 foreign language generally English, before an employee may be sent abroad In other
cases, notably in European companies proﬁcrency in English may be a hiring cntenon s
‘, x‘(Inman 1983). T e R
The Role of Engl-ish in International Busines'sl"in Taiwan
| - The multiplicity of language use has a'constraining inﬂuence on the ’ope‘ration of '
" international business. 1 'l’oa‘ largevdegree,"suc'c'essful international business practice .
' depends on communication, and improved language skills can be a prirne means of
| improving communication.‘ - Wu (1996, November 15) reported for The Common
 Wealth Magazine that Mr. Nokasona, J apanese Prime Minister} attributed Japanese
success in 1ntemational busmess to Japanese busmessmen possessmg supenor knowledge
of culture and language of the foreign countries | |

- International communication has been recognized as the most salient potential
problem when dealmg in business with people whose language differs from one s OWn.
In Taiwan a survey conducted by Du—Babcock and Babcock (1987) mdicated the
| following communication situations in most multmational corporations (MNCs): weekly
progress reports makmg phone calls to other branches throughout the world 1nteract10n
with the forelgn general managers and the foreign clients and meetmgs

Wu (1996) contmued to p01nt out that many corporate executives in Taiwan cite

'the extensive use of English in international settings as a basic company policy. Some



note that the initial excitement of their employees is foiloWed by discouragemg:nt and
even fruétration as they become.fully aware of the magnitude of the effort.required to
develop any meaningful proﬁciency in another language. Other executive states that
ideally their representative should speak the loc;:al languagé of an bvérseas branchés other

than 'English. In actual practice, however, it is a rare occasion whenvprofeSSional |
capability_, languagé capébility, and a job assignment all come ‘togethér ‘at the same tinie. :
qu the most part, as the‘ multinational corporaté cﬁlture p¢netfate$ in Taiwar}, the
support proi/ided‘by English languagé instruétion in thé _scihools is not yet developed or is
not of sufficient quélity to providé employées with the nécessafy proﬁbiency in Business
English needed by the corporations.. Most college students ﬁnfsh school with little or no
conversational ability in Eﬁglish. Maj or niul,tinationalb companies; managers in Taiwén _
corﬁplain that they can hardly find a graduate who has the basic skills needed to cultivate
wd.rking relatiohshjps with colleagues in foreign cbuntries and gain access to new ideas
and developments ffofn abroad. |
The Practice of Business English Education in Taiwan

Thc English language is of increasing importa.ncek in Taiwaﬁ because of two
major factors: (a) mpre multinational corporations (MN Cs) .are setting up and expandihg
operations in Taiwan, and (b) a large number of Chinese firms are exporting to English-
speaking marketé and, of ‘large significance to the U.S., out sourcing in the U.S (Du-
Babcock & Babcock, ‘1987, p 1). | | |
In Taiwan all secondéuy—school students are reciuired to take English. | English-

as-a-foreign language is a subject matter and studied from middle school through high‘

3



| school The cumculum in all of the dlfferent level 1s stlpulated and standardlzed by the

- .'Mlmstry of Educatlon a mrmstry whrch is in charge of the promotron and supemsmn of : ‘ :, .

s the nat1on s educatlonal programs (The Rep_ubllc of Chlna Yearbook 1997 p. 296)

In the mlddle-school level there is only one versron of Engllsh textbook for all ‘fi . _,

- students in the natlon whereas there are three or four versmns of hlgh-school Enghsh

textbooks avallable Each hlgh school has the nght to choose 1ts own textbook Some ] : N

hlgh schools may choose two or three Verswns at one tlme and assrgn them =

.»ﬂlsrmultaneouslytothe students ST

B The content of the Engllsh textbook for beglnmng'mlddle-school students malnly,
~ focuses on phrases or dlalogues for dally conversatron In later grades the focus is on
| grammar ngh school Enghsh textbooks focus srmply on readmg comprehensmn and '

.grammar e

- As for students at cOllege’ FreshmanEnghsh is required for all{students at junior RS

colleges and umversrttes | Umversrtres or even 1nstructors can choose thelr own readlng | l
- 'matenals The Freshman Enghsh textbooks are usually Amencan-pubhshed books of 4
readmgs The purpose of the Freshman Englrsh isto enhance students readlng B

i comprehensmn and to teach apprecrate of llterature | C

In general Busmess Enghsh educatlon is only offered in senior vocatlonal hlgh

S 'schools _]UIllOI' colleges and umversmes for those students maJonng in busmess who |

' have specral needs for thelr future careers after graduatlon from school The level of
Busmess Enghsh learned by students in Talwan is based usually on the foundatlon of

- general Enghsh language educatron provrded by thelr prevrous ‘,school_mg, sometrmes as



much as six years before entering a umver51ty or vocational school The Englrsh

‘proﬁc1ency of these students 1s from Nov1ce—M1d to Advanced levels accordmg to

drfferent grades and different_schools; however,i theaveragelevel_of these students is A

around Intermediate-vLovv'to IntennediateAI-Iigh (Wang, 1997 ) N

| | The goal of BEFL classes in Taitvan is to develop students’ practical skills such

'b'as ba31c communicative competence and practical English proﬁciency m business ‘ﬁel'ds,f
. not to prepare students to pass the J omt College Entrance Exammatmn as does the -

conventlonal academlc high school (Smrth 1991)

Desplte the amount of tlme effort and resources devoted to the study of BEFL m | _' d o

j Talwan however, Taiwanese usually charactenze themselves as poor speakers of
'English . Most Talwanese work hard to acqulre oral and written skrlls especlally oral
. yet hardly have conﬁdence to use Engllsh in actual busmess commumcatlon 51tuat10ns
-The prlmary reasons for causing such dl_fﬁculty are (a) 1nappropr1ate}cumculum de51gn
and,materlals development; and (b) -ineffective ,rnetho‘ds for teaching English. }.
- Planning the BEFL curriculum in Taiwan has.presented deﬁnitefproblems. ‘ ‘The :
purpose of learning English foﬁr students majoring 1n business isfor jobi mobility and forl :
- enrichment (l)u-Babcock & Babcock, 1987). | EffectiVe teaching should be based on-
. aSSisting'students to learn the‘langUage they need to function successfully in everyday life
| and in future situations where they w111 Ibe' using English (Rodrigues & White, 1993). o
f The cumculum of Englrsh in Talwan however begrns to. focus on readlng and grammar
after the second year of Enghsh educatlon in hrgh school The focus on grammar other

than COmmumcatlon causes problems_ in ’the _learnlng;of English as well as influences the v



inappropriate deVe‘loprnentof Business English teaching. -

In addition, poor teaching methodology and teachers’ lack of \btisiness
- background knowledge are the prlmary cause of ineffective business English language
vteaching in Taiwan. - The grammar—translation method still dorninates the whole |
language teaching field. Itis d'iscouraging that rnost teaching is just a reprodirction of
bad tradition. ‘Many teachers just teach the way they were taught. It is hard for |
teachers to motivate themselves to spend more time and effort to learn how to use new
teaching methodology, especially when there is little tangible incentive for them to do so.
Moreover; Arthur (1983‘) writes that the majority of BEFL teachers have little or no
formal bnsiness ei(perience. The lack of business knoWledge may discomfort teachers
and make them feel insecure in front of students. Most of the teachers who teach |
Business English in Taiwan have Odginally taught general English courses in school.
They usually have little business experience to incorporate into Business English
teaching and pay little attention to it since there-is no national examination pressure on
both students ‘and teachers. vThis lack of practical experience combined with grammar-
translation teaching methods makes Business English c]asses boring, and does not
| motivate students’ interest. | |

COn_tentof the Project

The content of the project inciudes an introdiiction of therole of BEFL in Taiwan
vand the current practice of Busines's English edncation in sc_hools. Chapter Two reviews
relevant literature about Business English teaching approaches, and Chapter Three ‘, |

provides some suggestions and teaching strategies for BEFL instruction which are based

f 6



| 1 on the theoretical foUndations that have been reviewed. éhapter Four presents the ove:rall‘
introduction of lesson plans, and an assessment for this BEFL curriculum design project
is contributed in Chapter Five. Finally, two units _of lessons and teaching materials‘ o
| based on the,principles of importance are included in Appendices A & Bv.-
: Significance of the Project‘

In an environment such as Talwan which utilizes English as a language for global v
commumcation, English is Vltal for economical development and 1nternational
communication. Effective English communication skills become essential for people’s
‘success.in multinational industries | English 1s used to facilitate access to worldwide
career-related 1nfonnation }to communicate with Enghsh-speakmg colleagues customers,
suppliers and visitors; to attend conferences to parhcrpate 1n training programs abroad
to promote commerce and understandmg between Taiwan.and other countnes;. and to
tra\rel in English—speaking countries. To meet the growing demand for Business English
communication skills some EFL Busmess English courses are prov1ded in the schools of k‘
Talwan to help students to sharpen their skills However, it is not clear that these
courses are fulfilhng the needs of students and corporations. |

The purpose of the curriculurn. design‘ project is to improve Business English |
language teachers knowledge of the real needs of these students and corporations in
| Taiwan and therefore to provrde a firm basrs of curnculum design for developing

effectiv_e_ and efficient BEFL training courses.



| CHAPTERTWO: REVIEWOF THE LITERATURE
: Business English |

Busmess Engllsh isa term more w1de1y used among practitioners than theorists
(Johnson 1993). Iti 1s used to describe courses run by language schools colleges and
universities worldwide. - In the last two decades Busmess Enghsh has attracted
increasing interest and awareness.

- Yet, despite the enormous interest, Business English remains a little-researched :
area of ESP (English for Spe01al Purposes) Johns (1986), comparing Busmess English ‘
with other varieties of ESP, wrote that the largest number of textbooks has been
- produced for business students, but EST (English for Science and Technology)dominates
research. | | | |
An Overview of Business English and ESP ‘

Business English must be seen in the overall context of E‘SPV.; Business English |
differs from other varieties of ESP in thatit is often a mix of specific content (relating to
a particula:‘r j’ob area or industry), and general content (relating to general ability to
communicate more effectively, albeit in business situations (Ellis & J ohnson, 1994).
Strevens (197 8l supplies the following definition: Special pur;iose English teaching
occurs whenever the content and aims of the teaching are determined by the requirements
of the learners rather than by external factors. Industry and commerce was the first
category putforward by Munby (19’78) in his list of ESP fields, though Business bEnglish
can be taught to a variety of different types of Workers. Pickett (1986) acknowledges

Business English as ESP but writes 'that it is lnuch nearer to the everyday language



spoken by the general pubhc than many other segments of ESP Clearly, Busmess
| Enghsh learners have spec1a1 requlrements but those requrrements are not always Very
o ’speclﬁc and ‘may not always be deﬁned easrly

Elhs and J ohnson (1994) pomt out that there have been many developments in the

‘ ways in whrch teachers and course de51gners look at Busrness Enghsh In the late 1960s‘ o

R and early 1970s, specrahst vocabulary was seen to be what dlstmgmshed Business
" Enghsh from General Enghsh and there was a preoccupatron w1th busmess-related
' words and termmology | | L |
- A second approach placed a greater ernpha315 on trammg the skrlls of
‘commumcatron in Enghsh speakmg, wntmg, hstemng and readlng wrthm a busmess
.context It assumed that the learners had already covered the fundamental grammar of
- Enghsh but that they needed to contmue to develop thelr knowledge in order to handle
pracucal srtuatlons effectlvely | | | | | |
& In the m1d-19705 and 19808 followmg the trends in General Enghsh Busmess “ "
v Engllsh teachmg began to focus more and more on functlonal areas, 1nclud1ng fonnulalc‘ -
_ language for recommendlng, grvmg oplmons showrng agreement and SO on. |
Smce the late 19805 Busmess Enghsh teachmg has drawn on aspects of all the
| prev10us approaches but also places much more emphasrs on the need to develop the
commumcatlve skrlls for usmg the language leamed |
‘The Characterrstrcs of Busmess Englrsh T EaROE
- Busrness Enghsh 1s an area of ESP that vrs relatlvely poorly researched Rrgorous “ '

”lmgulstrc analysrs is fragmented and is more frequently based on the wntten forms of



language such ascorrespondence, annual reports, and articles in business journals.
Some kinds of an'alysis have been carried out with respect to the language of meetings‘
| and dlscussmns but there is stlll httle to support course developers beyond thelr own
ﬁrst-hand experience gained in the ﬁeld
The following i is quoted from Ellis and Johnson (1994 p. 7-9) about their |
understandmg of Busmess English:
~ Sense of purpose. The most important characteristic of exchanges in the context
of business meetings, telephone calls, and discussions isa sense of purpose. Language
s used to achleve an end, and its successful use is seen in terms of a successful outcome
- to the business transaction or event. Much of the language needed by people in busmess
is transactional: getting what you want and persuading others to agree wrth the course of
 action you propose. |
Social aspects. = International business men and women have a need to make “‘
COntact With others whom they have neyer'lnet before, or know only slightly. There is a
’ need for an'internationally accepted wayv of doing things so that people frorn drfferent
cultures, and with different mother tongues, can quickly feel more 'comfortable>Mth one
another. | | |
| Clear communication. Information has to be conveyed with minimum risk of
. rnisunderstanding, and the.time for processing needs to be short. Therefore, there isa

preference for clear, logical process. -



| Soelal;Functlonal Theory

The study of the socml functlons of language has for a long time occup1ed an &

v 1n1portant place in llngulstlcs asa ﬁeld of theoretlcal 1nvest1gat10n (Kress 1976) The
functional approach to language can be 1dent1ﬁed w1th the linguistlc tradltion of Firth i
(195 1) Sweet (1964), and Jones (1977) This tradition is variously referred to as Bntlsh

‘ linguistics However, it has also 1nﬂuenced linguistic study in Canada (Gregory and '
Carroll, 1978), and in Germany (Geiger, 1981).. | |

In ‘essenc’e,a social functional approach to languagevis:basedon .an intereSt in’_’ )

: perfonnance, or actual language use.. It isthus 1n decided contrast to,the Chomskian
concern with the linguistic competence of ’the ideal speaker4hearer (Chomsky, 1965).
Language in the Firth (1951) view is interactional; it is inte'rpersonal activity and has a
clear relationship with soeiety. In this view, language study then must look at the use
(function) of language in context, both its linguistic context and its social, or situational,‘

and context (Berns, 1983)-. Halliday (1973 1978) a student of Firth, asserts further that
a functional theory is not a theory about the mental processes involved in the learmng of
the mother tongue itisa theory about the socral processes 1nvolved

- Halliday’s Language Functions TheOry

Halliday’s worlc (1973 1978) in ‘systemic linguistics focuses on Firth’s concept of -

a functional approach to language teaching function (see Table 1). Halliday concluded

- the functional origins of language are the followmg the 1nstrumental function the

regulatory function; the 1nteractional functlon; the_personal function; the heuristic -

function; the imaginative function; and finally the informative function. -

11



Wltlun the theory on the whole we can see these ﬁmctlons as servmg language m
the followmg ways: (1) to. express “coutent to give structure to expenence and help to '
determine the speaker’s way of looking or‘ things (ideatiorral-); 2)to establish and
.maintain social relations, to delimit social groups, to identify and'reirrforee the ihdividual-
‘(mterpersonal) and (3) to provrde for maklng links w1th itself and with features of the
: ;r51tuat10n in thch it is used to enable speaker to construct passages of dlscourse that are

51tuat10nally relevant (Halllday, 1973)

Language Functions

Function | ‘ Example , ~ Meaning
Instrumental [T want ‘ . |satisfying material needs
| Regulatory do as I tell you : - |controlling the hehavior of others |
; Interactional' - [me ‘andv you_ N ‘k , | | getting along with other people |
- [Personal - here I come ” oo ,v ‘ rdentifyjng and‘expre‘ssing the self
Heuristic [tellme why. ] R exploﬁug the world a'rou.nd‘ ortes
' hnagthative let’s pretend . creatihg a ‘worldv ef oue’s oWn ) |
_Informative I’ve got something ‘to tell ‘you | eorumunieating new informatien

‘Table 1. Language Functions (Halliday, 1978)

Functi onal -Notional Approach

~ The o‘hjective of second language teaching has now become to develop

12



v COmmunicative cOmpetence ‘Which includes the central role of appropriateness and ,V ’
: acceptablllty of the speech act ina partrcular socrocultural situation. Whlle many
‘. :teachers use an eclectlc approach presenung grammar, srtuatlon and topic as they did in

the past but addmg numerous communrcatlve tasks and small-group or pair act others
'. have decrded o adopt a flmctlonal-notronal approach, whrch is desrgned to lead to |
commumcatlve competence from the ﬁrst day of learmng (F lnocchlaro 1989).

v b To fulfill the purpose of commumcatrve language teachmg, the functronal—

N notional syllabus focuses on functlons of language such as 1dent1fyrng, reporting, denying,
askmg perrnlssron and apologrzrng (Huang, 1996) " The tremendous merit of the .
‘ ftmctronal-notlonal approach 18 that it sets realrstlc learnmg tasks in mstructlon : It :

: prov1des for the teaching of everyday, real-world language use in socwcultural srtuatlons
in which items of phonology, lexr,con, gramrnar, and culture are selected and graded and
) v‘yet interrneshed meaningfully to serve the learner’s irnmediate cornmunicative pmpose. N

_ The functronal-notlonal approach has been cntlcrzed for i 1gnor1ng form but th1s is .

| » obv10usly not the case - In fact, W1lk1ns (1976) pornts out that “the advantage of the |

k . functronal-notlonal syllabus is that it takes the communlcatlve facts of language into

account from the beglnnlng wrthout losmg sight of grammatrcal and situational factors
(p. 19) - Wilkins (l976) also mamtams that the essence of a flmctlonal-notlonal
- syllabuses is to ensure that the ,students know how to express different types of meanings'

and the content is related to the needs of the learners.
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| Langu_a ge Functions and Gambits in‘l.3’usiness Eng' lish

o : Many Busmess Enghsh researchers and tralners emphas1ze prosocral behaviors:

: ways students cooperate w1th each other vsuch as encouragmg others when they ask for
| vclanﬁcatlon glvmg explanatlons or usmg a vanety of ways to request (or glve) |
clarlﬁcauon (Kessler 1992) Coehlo (1992) observed that many of these social skllls |

‘ »;F"' ! resemble language notlons and functrons 1mportant for students acqmnng Enghsh (see

’ ;' Table 2) Language notlons are concepts wh10h may be expressed in different ‘ways

w1th1n and across languages Synonyms such as salt” and , sodlum chlonde and |

‘_ Iexpressrons such as “Would you please pass the salt” and “Pass the salt, please are

B ) dlfferent ways to express the same basrc notrons wrthm Enghsh Students acqulnng

B 'Enghsh may need practlce w1th dlfferent ways to convey s1m11ar concepts The process_ -

e of restaung, explarmng, and clanfylng that can occur dunng Busmess Engllsh

1nteract1ons helps develop famrhanty w1th comprehendlng and producmg language
: notlons. - | i i |

= | _‘ I‘(:essl_er (l992) points outthelanguagefunctlonsrefer to ways'we‘can:'use o
language to a‘chieye a connnunicative purpose Vanatlons in language forms can carry

~ out the same functlon For example “Ahem ” “Well ” and “Ah,” can a]l functlon as

o ' attentlon holders dunng conversatlon or as ways to break into someone else’s speech

Therefore when students are taught pros001al skrlls such as askmg for and g1v1ng
- explanatmns they are also learmng 1mportant language functrons that can be used in
' ‘4 51tuat10ns out51de class One way to help students acqumng Enghsh is to teach gamblts ‘b

' fthat support the prosoclal skllls bemg emphasrzed N



5 Ganibits are fohnu155 used in COnversation to convey certain communicative
purp»oses.y Th:eb fro"cusibn ‘gambits’v-'_ in conjunétion with the tééchiﬁg of language
f'tmc‘:ti’(’)n’s’_ - continues to be populér with covurlsi‘.aboc)k' writers tbday (Johnson, 1993).
‘Th:i:S_:;lpproach is“éxempliﬁed‘ in bofh thé_ géneral business boursebooks such as Knowles
- aﬁd léailley (1987) and more spe_c;ialized books such as Goodale (1987) on the language of
_ méétings. - Th.e‘ BBC/ELTDU coﬁsebook, English fér Business (1972) focuses on the.
presentation and pracﬁce of gambits, defined here as fixed expréssions that can be used
in meet.ings’.v ' |

' The teachingvof gémbits has, hbwever, been stfongly criticized, for example by
Williams (1988), who pointed 6ut that many of the expressions taught in the Business
English coursebooks are in reality rarely ﬁséd. In her analysis of a corpuS of businéss
meetings conducted by natch speakefs of English, she noted that overt expressions (e.g.

of disagreement) were commonly avoided.

Social Skills Functions . Gambits
Obtaining Asking for information . [I’d like to know...
Information R ~|’minterested in...

Would you tell me...?

Requesting clarification - |Sorry, I didn’t get the last part.
. ' 1 You’ve lost me.
I don’t follow you.

Requesting explanation - |Can you explain why...?
' Do you mean to say...?
How come...?

Table 2. Gambits to Support chial Language Functions (Kessler, 1992)
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‘Social Skills

Functmns

- Gambits

Interruptmg

 [Returning to the topic

Guessing

|[Excuse me. -

Well,... ,
I’d like to add...

Anyway,...

As you were saying,...

» Where was 1?7

lcoutd it be...?

It looks like... v
It’s hard to say, butI think...

i |Giving B }
‘ Informatlon ‘

Restating
_Generah{zing

Making suvggestt'ons‘
Addihg eonvs'ideratiotls:

Summarizing

a Ch‘eeking c’ompréhension

[Correcting yourSeItf '»

Or, in other words

- |Using this graph,
_ [From another perspectlve fee

', Generally,... |

In most cases, ... .
Most of the time... -

Why not 2
Have you thought about

) .-Q,

Here’ s an 1dea

e Bearin_g inmind...

Considering. ..
If you recall

To cut it short
To sum up,...
So,..

{Are you with me?
“{Have you got that?
Is that clear?

' What I'meanis..

Lét me put it another way...

|Let me rephrase that. ..

- |What I am saying is...
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. - Relevant RéSgarch:Approa¢hes tofﬁuﬁinéss ‘EngliSh’
- Stylistics and R'eg; ister Analysisf . B S
" ~ Feature analysié téchniqucs have bee‘n appiied toa .Vaﬁety of different types nf
oral an‘dy :.writ‘ten disconrsé | falling within the sphere of Business and commerce. Early
analyse‘sn of aniness Engliéh V\%ere vr‘nainly’based on nviitten ratner.t_han.oral texts. J ohns
. '(v1980) .deﬁnés two aregisf ’tlllle English of applied busi‘néss‘(rep‘(v)rts,' iétters), and the
academic_English of business and economics. In her researcn," she states léxiCal |
‘cohesion was found to be high in repofts and textbooks but low in letters; but cnnj unétion
is important. | |
| Pickeﬁ (1'986) asks whether the term “register” can be usefully npplied to
Business English. He finds that insofar as register is defined by snbjcct Inatter, Business
English embraces at least two subject mntters, (specialist relating to particular kinds of
business; and general common to all business). |
| One aépect of register is the selection of terms rnéde by the'npeaker or writer
according to the situation (Johnson, 1993).‘ The field nf BﬁsiheSS and commerce has a
large number of terms which have to be selected to convey content-specific meanings.
Adafns( 1982) refers to the number of independent but related ﬁelds of acﬁvity such as
management, accounting and taxation, banking and finance, computer technology,
shipping and insurancé.
Pickett (1986) talks about a languagé of BusinésSfSpeciﬁc terms that may not
- occupy a neutral plage in businéss nse but may be pfeferted in certain business sifuations

~ortexts. This includes terms like “purchase” rather than"‘fbuy” or “overdue” than “late”
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in business fletters Ina later amcle (1987) Pickett examined some of the words used in
: »busmess and foundithat some are the same as 1n general Enghsh such as marketmg
and “loan others would only be known to people w1th specrallzed knowledge while
still others may be guessable, misleading or obscure; Therefore, the way in which
BEFL djsplays creativity and draws 'upon-terms and patterns ﬁ'om the general language to‘
enpreSS special meanings. | | .
Communicative Comp: etence

The term “communicative competence”_' was introduced by Hymes (1972),a
sociolinguist who criticized ‘Chorn'sky’s (1965) notion of cornpetence as too limited in its
failure to consider tlie social and functional rules of language. Communicative
competence is different from linguistic icompetence. Linguistic competence is
_ knowleclge abut language forms, but communicative competence contains knouvledge
and skills that enable people to communicate functionally and interactively (Brown, |
1994). Therefore, comrnunicative competence is the aspect of language learners’
- competence that enables them to ’“convey and interpret messages and to negotiate
meanings interpersonally witllin specific confeth” (Brown, 1994, p. 227). ' This is also
~ the so-called strategy of using to learn (Howatt, 1984, P. 271-279): “all the
communicative activities are based on topics which are ‘rel‘evant to the learners’ daily
lives or concerns.” Tlius learning Business English cannot be l’ike studying an academic
course ‘which only focuses on the speciﬁc knowledge of grammarical forms. InStead,

the emphasis is supposed to be placed on how the language is used. -
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For Engllsh commumcatlve competence 1ncludes four major competencles

o B hstemng, readmg, speakmg, and wntmg Each type of competence can be very dlfferent‘ .' Gt

i “l;and develop at dlfferent levels of proﬁcrency in 1nd1v1duals However itis often not ‘
?'l'i.'necessary}for someone learmng Enghsh as a forelgn language to control all four typesof -
e g | competence w1th equal ease and ab111ty (Gumperz 1972) Wrthln the four modalltles of |
| commumcatlve competence spoken and wntten are spec1ﬁc to busmess needs as R
: mdrcated wrthm Busmess Engllsh research |
‘In the»oral mode'- employees need for example | a hlgh level of listening -
| ”comprehensmn ab111ty to use the telephone and active speakmg abrhty so that
‘ mformatlon and 1deas can be exchanged and understood whlle 1nteract10n actually takes ‘: '
’ | place In the wntten mode corporate demands are such that employees may have to
g both read and write Enghsh fluently. : Typlcal wntlng tasks are 1ntemal correspondence
such as busmess letters and faxes wntmg For both modes, vocabulary spemalrzatlon 1s
c_rucral to enable ,an employee to use and understand tOplCS such as “letter of credit,”

7’ 44

‘fsto‘ck exchange 1ntemat10nal trade agreements ” “bill of exchange and so on.

All of these skills may be called for by typlcal corporate communlcatlons And
cornmonto ,all, in both oral and written modes, is understandrng and giving explanations,
an overarching ability that must be stressed at all leyels of BusineSs English instruction.
»Dviscourse Analysis: Turn Taking |

Lenz (1987) attempted to analyze a corpus of authentlc data gathered from

technical meetlngs held in Englrsh compames usrng dlscourse models such as that used

by Slnclalr and Coulthard (1975), but found that ex1st1ng models were 1nadequate to
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> ‘ describe largefparts of the meetings | Lenzput forward the follovving hypotheSis" |

| As long as discourse analy51s neglects the turn takmg rules in operation it cannot
show consrstent results as the discourse stmcture evolvmg at different phases of
the speech event are dependent on the turn-takmg rules employed by the
part1c1pants (p 161) | |

Lenz found that sorne_'sections of the meetings - i.e. those in vvhich the chairman
moves on to the next point in the agenda - relied on selection techniques similar to the ,v
classrooni format described by Sinclair and C‘oul'thard’( 1975): teacher’s opening move;
pupil’s ansWering move a‘nd teacher”s follow-up move. ‘O'ther sections of the meeting
could be described moreeffectively using the systematics of tqutaking for conversation,
following Sacks (1978): i.e., where speakers self-select’, or where one speaker selects
| another without reference to the Chair However he concluded that some sections of
the meeting could not be described by any of the models (see Johnson, 1993)

Another examination of tum-taking in discussions was made by Micheau and
Billmeyer ( 1987)5 who cornpared the discourse strategies of native andnon-native
spea.ker groups in case study discussions at a business schOol 1n the USA. | They
reported that although the non-native speaker students had been selected for MBA
programs on the basis of their high linguistic ability (based on TOEFL scores) their lack
of knowledge of the rules for speaking led to a lack of success in case study discu551ons. |

Micheau and Billmeyer (1987) suggested that the followingv were criteria for
successful contributions to discussions: (1) quality of contribution rather than quantity; (2)

display of knowledge in a creative and articulate way; (3) ornitting‘irrelevancies, talking
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for the sake of it and interrupting; (4) high involvement and demoﬁstration ef high
interest; (5) orderly exchange of turns; (6) co-operation rather than’competition.

In analyzing the non-native speaker group, they found that the main problems
were the following: the violation of turn-taking, failure to use appropriate turn allocation
strategies, turns that were toe long or involved-over-'lengthy pauses without use of fillers
~or repetitions, and inappropriete use of gambits to gain a turn.

Genre Analysis

As pointed out by Dudley-Evans (1987), many systems of linguistic analysis aﬁn
to establish certain features of texts tha_t_ are common to a wide range of texts. In other
words, they Ioek for similarities rather than differences between texts. He goes on to
write that:

If we are to teach the Wﬁting of certain very specific texts, such as... the business

letter or telex, or a business report we need a system ef analysis that shows how

each type of text differs from other types. (p. 72).

He ‘points to the} work of Swaies in the area of genre analysis as an excellent
example of this kind of banaiysis. Sweles (1981) defined a genre as comprising a more
or less standardized communicative event with a goal or set ef goals mlitually-undetstood |
by the participants in that event and occurring within a functional rather than a social or
personal settiﬁg. |

The later researchers, Andersoﬁ (1987) studied business negotiation data and
identified a four-meve pattere: (i) preduct establishment (negotiators establish which

products are of mutual interest); (2) parameter establishment (taking around possible
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o ~ prices, quantities, delivery times etc.); (3‘) bargéining;' (4) confirmation.
Réss (1987) found a five-move pattern in company board meetings: 1)

introducing the field; 2) reportihg‘to the meeting; (3) discussion of matters arising out
of thé report stage;-(4) decision; (5) discussion of future work.

| Sqme.analyses of genre have taken accéunt.of cultural differences. Jenkins and
Hjnd5 (1987) compared English, French and Japanese business letters and identified
différences in the structural components of the .English, French and Japanese models.
For ¢xamp1e, where the English letter conéisted of Salutation, Body, Compliment, Close,
vthe French model was cpmposed of Introduétion, Body, Salutation, and thé Japanese
model had Openihg remarks, Body, Ending. The writers also demonstrated that in
Japanese letters, there was a bigger reliance on stock phrases to establish an appropriate
relation bétweén reader and writer. Their conclusion was that while there is a need to
- present models for letter-vvﬁting in Business English teaching, students also need to
understand the limitations of such modéls and to be aware of subtle variations in
different cultures. This suggests éor,_nmu,nicative training within the various written
games. | |

Crosscultural Aspects in Business English
Crossculturai communication is the growing concern ‘ab(‘)ut “multiculturalism”

and “cultural diversity” (Chace, 1990; Gates, 1990). In addition to linguistic knowledge,
: rﬂany other elements, such as social and culfural influences, are also part of language |
formation. This is one reason that translation and interpretation of expressions and

behaviors from culture to culture or ethnic group to ethnic group can be difficult.
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Literal translation not only is insufﬁcient to the neéds of second lalr.l.guage’learners but is
likely to create friction between the language learners and the native speakérs.~ . This
friction arises from the"spl(:gkef’.s:i:g.nvora’ric'e of vk‘ey backgrqund'infonnation which had
been eithér lefit out.o"f‘,: or misrepféééﬁfeé iri téaching }méten'.als. Native‘speakers acquire
these culture connotationé of éommmﬁéative:acts through impli'cit reinforcement from :
_ the coﬁi;nunity. (Hymes, 1972, Gumperz, 1972); seCO"vnd'language learners do not havé
this benefit. Therefore, if Business Engii‘sh teachers wish their ‘.students not only to
learn a language but élso to function in the target socie_ty which must be considéred as an
global environmént, teachers must bring them to an awérenéss of cultural inﬂﬁences
- from their ﬁrst‘ mbmeﬁt of contact with the language (Seelye; 1990). u O’Connor (1987,
1991) des¢ﬁbcs way$ of incorporatihg crosscultural training into course design and
course éctiviti,es for Business English, especially in the context of social skills, meetings
and negotiations. Julian (1989) aléo emphasizes the imﬁonance of taking cultural
‘value's. into account when teaching English of negotiating. In order to discuss the
culfural aspects in Business English, one must d¢ﬁne both culture and the relaﬁonship of
culture and language learning. | |
What is Culture? - J
~ Culture is a term that can’refer to activities such as art, drama, and ballet or pop
" music, mass-media entertainment, and coihic béoks (Chen, 1996). Humak (1983) states |
that cultvurev'_ 1s a secondary man-made enViro_n_nient that directs and gﬁi‘des our role in life
situations, provides modéls from which we léam expebted appropriate behavior, and

stresse’s“confonn_ity.'. Diaz-Rico (personal cdmmuhication, April 2, 1996) contributes a
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| deﬁmtlon for culture asa ﬁeld of study '
| ‘ The exphclt and 1mphc1t pattems for hv1ng | the dynarmc system of commonly-
. '-"f. | uagreed-upon symbols and meamngs lcnowledge beheves art morals law, -

; fcustoms behavrors tradrtlons and/or hablts that are shared and make up the total, -

o way of life of a people

- B Culture and Langu_age Learmng

Savrlle-Trorke (1989) states that communlcatlon requlres not only llngmstlc and o

S . socrohngulstlc knowledge for mteractlon but also cultural rules and knowledge Wthh

o constltutes the content and the process of meamngful commumcatlve rnteractlon

. : 'Accordrng to Labov (1972) the culture that underhes each language prescnbes dlstlnct

: “pattems and conventlons about when, where and how to use the language Usrng o
- language to satlsfy matenal needs control the behav10r of others gettlng along wﬁh
others, express one S personahty ﬁnd out the world and create an lmagmatrve world or
' commumcate 1nformat10n seems to be umversal among all language However how i
A_.. these socral functlons are accompllshed vanes greatly among culture Therefore when‘ “ :

f_people leam a forergn language they should also learn and understand the culture n .

B o whrch 1t is used otherwrse they cannot commurucate effectlvely and appropnately wrth e

g ’_speakers ofthat ]anguage (DlaZ-RICO & Weed 1995)

L . ﬁ'}f‘5C111t11ral leferences ,1n Busmess En 11sh Learmn

B There are certam cultural dlfferences Wthh the Busmess Enghsh teachers need to' L -

‘ “'take 1nto account Elhs and J ohnson (1994) observed that people from dlfferent

n countrres may behave qurte dlfferently in meetmgs drscusswn In Sweden and the other




- Nordic countries, participants in meetings ﬁay sfrict attention t0 tutﬁ-taking, and seldom
interrﬁpt. In southern Europe this is not the case. In Britain, making a humorous - ;
remafk during a‘presen‘tation is often appreciatéd. As again in Germaﬁy this is rarely
the éase. : | Ifl Norway, many teachers have noticed that participénts in groups are often |
mumally supportive. The reactioﬂ of the group to constant individual criticism will be
different to that of groups from other countries - i.e. the group will often feel
uncomfortable. In Japan, open confrontation is avoided. |

Interestingly, Kameda (1992) points out that many businessmen from countries
other than those whése mother tongué is Eﬁglish aré doing business With the English.

In their business communication, however, minor grammatical errors hardly cause
misunderstanding. The actual misﬁnderstahding in their business communication takes -
placev outside the scope of the style of English.

This is the misunderstanding caused by bypassing.  As Haney (1979) observes,
bypassing is the name for the miscommuﬁication pattern which occurs when the sender |
and the reéeiver miss each other with their meaning. The follo;zving example (Kaméda,
1992) obtained from business experience illustrates bypaSsing:

Many authors of Businesé English textbooks, suggest students should not write,
“He is tall,” which is only a subjective opim'oh. “He standjsl six feet four” allows no
| miéconception, but another problem arises.‘ Suppose the reader is not American, not
familiar with measurement in feet and inches, aﬁd does not know the average height of
~ American men. Can such a reader give a judgement,.aCCUIate or vague, whichever it

- may be? Unfortunately he can’t.  This anecdote condenses the causes of bypassing or |
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" ‘the’ thr'eefactors: the absence of general agreement, egocenuic int‘erpretati_On, and self- -
o concelted conception | | | |
Therefore Ozaki (1975) concludes that bemg conSIderate of others and putting
~ oneself into the p051t10n of the other person are keys to successful human-centered

communication in Engll’sh across busmess and cultures; | )

Authentic Materials
Authentic material is any kind of mateﬁal'taken from the real world andb not

“specifically created for the purpose of language teachlng (Ellls & J ohnson, 1994). It |

can be text visuals, or audio matenal 1t can be reaha such as tickets, menus, maps, and |

timetables, or it can be objects such as products, equlpment,components, or models.
- Arthur (1983) expressed the view that .good materials ‘fo‘r Business English teaching |
should offer up-to-date information about a variety of relevant topics in the form of
authentic artlcles graphs diagrams, etc. as well as audio and video material. Brammer |
and Sawyer-Laucanno (1990) propose the use in BEFL of authentic simulations and
- business games commonly used with native speakersm Busmess Schools and in-
companv management training courses inthe USA. This increases» familianty not only
with the target language but also with a range of business and cultural practices.
Pilbeam (1988) evaluates role-plays and case studies as activities which can improve
communication skills. He also discusses’ the use of authentic management simulations
and business games.v Mastery of the language as accomplished through the use of
simulation and g}amesi _encouragethe students to _he_come more enthusiastic and motivated

in order to learn. - These two activities facilitates the language learning process to '
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~ improve the communicative competence by involving active participation and addressing -
',sit'uations that the students rnay have faced themselves or may eXpen'ence in the future |

W :(Huang, 1996)

j o leferent Tvnes and Sources of Authentlc Matenal

Elhs and J ohnson (1993) have contnbuted a hst of the dlfferent types and sources_ - i

o of authentrc matenal that are appropnate for Busmess Enghsh teachmg

: Books artlcles from 1oumals newsnaners Texts contalmng busrness toplcs are ‘

:; useful both for pre-expenence leamers and Job-expenenced learners : A prerequxsrte to ‘

oy 'v .»settmg a readlng task based on a book or magazme artlcle should be that the leamer

0 -::;'would be lnterested in readmg the text rf it were in hls or her own language
i Advertlsements. J ob advertlsements can be used W1th students who may want to -

= apply for‘ _]obs m Enghsh Product advertlsements can be used for maklng comparlsons
L dlscussmg advertlsmg techmques or relatlng the learners own products |
Corresmndence Letters far(es etc may be routlne non-routrne formal or
' Zrnformal and can have a range of drfferent functlons Students can stlmulate letters or
faxes writing, and e‘ven 1nterv1evv role plays. o | | |

: Realia | ~ Realia such as a1r11ne trckets vhotel 1nformatlon and menus are useful

“ 'for anyone who needs Enghsh to travel abroad They are very useful for secretaries. and .‘

3 others_who may need to make ‘travel arrangements. , Menusare .useful‘ for business

- "'people who have to entertam chents in restaurants

TV and radro news. In general 1nterest terms,' TV and radio news can be useful

for almost anybody since people who travel need to be able to follow and talk about
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current events. ]éusinesspeople oftenbcornplain that they“ﬁnd it hard to carry ona

conversation during a business lunch, for example; news items can often provide :useful

topics for conversation.A The implications of news iterns for business, for companies, or
fora nationbprovide useful dis}cuss_-ion pomts o | |

- In Taiwan, scnooi fexts and matenals teachers use are based on an artificial

sequencing of gramrnaticalk str,ucture and stilted irrelevant dialogues and topics (Huang,

1996) Thus, students rarely obtain efficient language they need to function |

successfully in everyday s1tuatrons or in the future busmess settmgs where they will be

u51ng English. The above authentlc matenals 1ntroduced are easﬂy to be found and

helpful to be mcorporated in the BEFL class. In this srght when BEFL teachers provide

authentic materials, students w111 get involved and be motlvated to leam smce they ﬁnd
| they can quickly apply what they have learned from the vclassroom experience to real life.
| - Computer-Assisted Language Learning |

vComputer-assisted language learning (CALL) is,an'other new‘.development in’
English language teaching. CALL has a series of advantages over the traditional' media
(Jones, 1986). First of all, computers are patient, consistent, tolerant of repeated
rnistakes and can provide remedial material for slovv students Secondly, oomputers are
ﬂex1b1e capable of catenng for different needs and pace of learmng (Qulrk &
Widdowson, 1985). |
Because of its ﬂex1b111ty CALL can easﬂy be adapted to 1nd1v1duahzed study, palr |

work, group or class activities. But the major advantage of CALL probably liesinits

interactiveness. Language learning should ideally be based on interaction in the real
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-enVironrnent and the compute'r‘can be ‘i‘iéed to help create such an environment forboth

man-machme and man-man mteractlon, stlmulatmg the learner to use the language
Every prece of CALL act1v1ty is camed out by the students and the computer in
o 'co-operatlon Language use is a negotlatlon between all the part1c1pat1ng partles
K .CALL therefore pr0V1des a language use model far better and far more ﬂexrble whichis
i yrmporta.nt to developlng the 1nterpretat1ve strategles and commumcatlve competence
' (Johns 1986) N
In a country like Taiwan where Enghsh 1s not a natlve language most of the |
‘ :‘svtudents of Busmess Engllsh have no access to natlve speakers Intelhgent expert
o u‘CALL systems wh1ch prov1de the leamer with far more flexible resources, wﬂl then i
| :become all the more 1mportant e | P |
The Role of the Internet in Busmess Eng llsh Lang@ ge Leaming -
| ‘R‘ese’arch shows that by usi_ng.cor‘nputers, students bec()me better problem solVers
o . and bbetter.-j cornmunicators'(BeliSIe “1996)‘“ Usmg the Intemet can help learners create,
analyze ‘and produce 1nfonnat10n and 1deas more easﬂy and efﬁmently

The Intemet is composed of hundreds of 1nd1v1dual computers llnked together in

T smaller mterconnected networks These computers have the capab111ty to prov1de

1nformat10n to other nodes on the Internet through a common programmmg language

: '.‘(Chen 1996) But how does all thrs help students in Busmess Enghsh language learning? &

Sperhng (1997) states that an mﬁmte number of resources avallable on the Internet can
1mprove students skllls in readmg, wntmg, gramrnar llstemng, pronuncratlon

vocabulary, 1d10ms slang, and even conversation. Or one might contempl‘ate the class



sharing their creativity w1th fhe éﬁtife Wofld - esSaYs, news, or cbmmuni¢ating with text,
- voice, and live video. Information on the Internet is available on almost any topic. |
- Moreover, students can also access expeﬁs in many fields, wﬁo act as knowledgeable
others by making concepts clear and providing scéffolds for lé@ing (Dixoh—Krauss; ,
1996).

Meanwhile, many researchérs (Graves, 1_995; Wilkerson, 1995; McGlinn, 1995,
Meagher, 1995; Dixon-Krauss, 1996) point out ihat in future, the Ir’;temet will be as much
a part of culture as television, radio, ‘and the telephone are today. In fact, researchers
have found that the instant connections providedby the Internet furnish many |
‘opportunities for language‘ learners to be immerséd m the target language environment.

~ Alot of people think that the’ Interhct is just a single entity, but the truth is that
~ the Internet is made up of a combination of various software applications, each with their ‘
| own unique function. Aniong these applications, E-mail and the World Wide Web .
(WWW) are the mdst'familiar to people today. |
EIcctronic méil (E—mailbl. E-mail OVet the Internet is experiencing explosive’
grthh. ~ Belisle (1996) lists some benéﬁts of using E-mail in the language writing vclass.
- First, by using E-mail in the Business English class, students become farﬁiliar with a
communication tool that is vital to their job security in the 21st century. Ih the world of
' >business, E-mail is quickly taking the plaée of voice, paper, and fax communication.
| Employers will require this vital skill for their employees of today and tomorTow.
Secondly, a teacher can ihteract with a student or a group of students working on

a project at times that are more mutually convenient. Another advantage to teachers of
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using E-mail is the ability ;ele’ctronically to monitor the individual or group writing
- process from the brainstonning phase to the final draft.

World Wrde Web ( WWWW The World Wlde Web (also called WWW, or the

: Web) is fast becommg the most popular area of the Internet Wlth-‘lts mixture of text
: and multnnedra, the Web 1s a nch collection of 1nterconnected vdocuments from around
- the globe. A s1mp1e chck of the mouse enables one to easuy jump around the world: to
| »read the latest news in the Los Angeles Trmes search for jobs in Taiwan, chat with
R fnends in Japan, download the newest software in California, .a_nd'even participate in live
videoconferencing w1th a meeting in another country.

To sum up, the World Wide Web provides immediately available and up-to-date
business resources. = It can easily be 'dowrﬁoaded and tailored for _individual needs. Itis
 also genuineiy authentic material and appeals to those who are used to using such
.resources in their daily lives. .‘

After the U. S President Clinton announced a plan to develop an 1dea1 1nformatlon
society based on a “Natronal Inforrnatlon Infrastructure™ (NII), today many countries
1ncl_ud1ng Talwan are str_rvmg to develop national lnformatlon infrastructure. The use of
computers in English language teaching and.research is still inits 1nfancy in Taiwan.

But it has made a sound start and has already shown great potential. Recently, the

_ Mt’nistry of Education tried to integrate CALL into the regular curriculum to improve t‘he '
' information environment (Yu, 1997_). f The goalb for CALL in the BEFL classlis to make
students not only to learn English by computers, but also learn to apply the computerto |

- professional subjects in preparation for future careers. Therefore, using CALL in BEFL
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‘teaching, students will ha\l'e »chances to use the computer to interact with native English
speakefs? Qiassinates, br é‘ua_liﬁed software, ‘and English will ﬁot be boﬁng to learn.

. Aft,ef reviéﬁringfheSg five ’importaﬁt aspécts of the literature, I am going to |
propose a Way to apply thése theoriés, approaches, and philosophies to improve BEFL -
instruction in Taiwan.  In the following Chapters, five teaching principles will be

v incorporated into the construction of two curricular units.



CHAPTER THREE: THEORETICAL FRAMEWORK
_ Principlgs of Cui‘riculuin Design and Teaching Mefhod in BEFL
Based on the ﬁndihgs gaihed by a review of the relévant literature in the last
chaptef, fhe following significant principles will be incorporated into the curriculum
- design of the teaching units, ' - : |
- Focus on Business Skﬂls ivn‘the Social Fl.ll‘n.cti(»)knalb Syllabus
| Lénguége training fo busil‘iess‘ has increasingly foéuséd on impfoving the

communication‘skills neceésary for deéling effectively with common business activities.
By combining social functiOﬁs with notidns, we can produce practical vlanguage.

. obje'cti\"/es,‘ such as the following: (1) cbnduct a conversa‘tion' Within the generai
| - framework of professi_onal ‘6usiness situations (requesting and giving information,

‘exchanging opinioné, discussidn'of probiéms, exposition of wishes and intentions,

| 'e?;pressibn of approval or criticism, exchange or polite phrases, etc.); (2) write and
undex;staﬁd bﬁsiness ‘corréspondehce; (questions, memos, offers, ordéfs, complaints, job |
apﬁlicatidné);. (3) read and ﬁ,nderstand lrepﬂdrts, articles, adflertisements and instructions
concemea with bgeneral businéés tobics; 4 'ﬁnderstand presentations on ée,neral : -
' éconbm;c and professional themes; (5) si_unniarizé the or,afl__.,g‘_tatements‘ of others with the

hélp 6f notes; and use technical communications medi.a;(list‘éhing tb the radio, using the
| téiéphohe, sénding a fax, etc.). “ - | e f |
Bejlond grammatical issués, Business English’teaching focuses on thé nature of -
" social, cultural, and pragmatic feaﬁues of language. It explores pedagdgicai meai;s for

real life communication in the classroom, in order to get students to develop fluency, not |
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| ju‘s‘t’:accuracy in language :use. L o
F——_0<.3.__us.On'CommuniCativev Langgv agi e Teaching" -

Because the goai of Busmess English Iearmng 1s to promote the effectlve use lof |
: _. Enghsh to meet the busmess needs of corporations the training must be: functlonal and

| '.cleariy targeted A communlcatlve approach prov1des a general framework w1thin the

social’ functional context. |

Talwan 1S not an Enghsn—speakmg country SO tne chances for practicing Enghsh
orally are limited. Most students shy and conservative personahtles also contribute to |
their difficulties in mastenng tne hstemng and speakmg aspects of Enghsn On the
whole, they nelther seek out Enghsh speaking and hstemng situations, nor make as much i
use of them as they could when such situations do arise.k In addition, the typicai |
classroom situation contributes to the difﬁculties: In class, students are supposed to sit -
properly, listen to the teacher attentively and take detailed notes. Questions‘and
comments are not encouraged in the class. Ail in all, oral communicative competence
in English is relatively hard to achieve in Taiwan.

Based on this assessment of the reasons for the difficulties Taiwanese students
- have in learning English, I have conciuded that one way to address this probiem is to
increase the listening and speaking opportunities students have when learning :English.‘ ‘
 Ttistime to change learning methods.

In adopting a communicative approach, Morrow (1981) and .J ohnson (1 979)
contribute five considerations that must be taken into account in language teaching: (1) a

- communicative teaching will need toiprovide students with the unity to engage in



extended discourse 1n context (2 ) a commumcatrve metnodology will need to create
notions in which students share 1nformation obvrously known by ail partrcrpants in the

| communlcatron B)a commumcatlve metnodology will need to provide 1earners w1th |
opportumties to engage“ in unrehearsed and uncertainty, and learn to make appropriate :
content and linguistie choices accordingly; (4)‘ a communicative ‘r’nethodology will need
to provide learners with opportunities to ne'gotiate conversations ontopics which are‘_
goai-onentea and in whrcn the learners have a vested 1nterest 'and 5)a commumcative

. methodology will need to prov1de students w1th opportumties to engage in extended

: discourse on real toplcs usmg real language and most 1mportantly, in real time.

When such an atmosphere is achieved, students’can then feel free to exercise their

- own initiative in communicating and in directing their own iearning.

__lncrease CrossCultural Awareness’ in 'Business Cornmunication

Awareness of the importanceof one’s own culture in relation to those of othe_rs
has become a growing issue in the fieid of B'usiness English. 3 This trend mMIITors |
: awareness 1n the business fieid of different management styles, and different attitudes E
’ and _expectations as a result of Varying cultural ‘inﬁuences.

Vv’hen students majoring in business enter the vocational' l‘eVel", they wiil be taught |

' business-specir’lc EngliSh with the assumption that they have preyiously acquired a basic |
ability in preyocational' education. Therefore, they can focus on English for the
business cuiture, sucli as the foliowing:

(i) Job advertisements in classified ads (compiete with jargon and abbreviations),

and trade journalis.



(2) Letters, metncs, and ‘faxe‘s featuring cultural content. “ Thcse ittustrate a
fcnnél system in'bulsiness pratctice, such as buciness formats. - Other cultural -
points are the orcler of a name (which is ﬁrst name? The last name?); the |
order of the date (month, day, year); capitalizing the months (January,
October); the ordet of an addrcss (number, street, city); having a house
number vs a postal box; using irlk, not pencil; printirig vs. signing; and
markings (dash, an “x,” circling, crossing out). |

(3) The actual interview and role-play, which demands individuality, asserting
oneself, and mo‘svt importantly, asking for clarification.

In the Business English language classrooms, these kinds of cultu;al elements
should be introduced and explained. = Business English teachers need to train students to
bc culturally sensitive and aware in crdér to avoid violating cultural rules in conducting
business communicative interactions. Itisa formibdable. task for language teachers to
prepare their students both functionally and culturally to interact and deal wﬁh these‘
hidden dimensions of crosscultural commupication.

Promoting Students’ Interests by Usirlg Authentic Materials |

Rodrigues and White (1993) state that effective language teaching should be
based on helping students learn the language they need to function ‘Successfully in
everyday situations or in future settings whcré they will be using English. Therefore,
involving students in learning and motivating students to learn are very important to the

“success of language teaching.
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R ‘-When'emphasizing the social functional approach of promoting real

communication‘injteaching Business Englrsh language; the more students are involved in
, | ‘the teaching acu'vitie‘s, the"more they are; actiye in the learning process. Using authentic '
materlals students w111 get 1nvolved and motrvated to learn because they can quickly

K .apply what they have leamed from the class to real hfe Therefore in the curriculum

L desrgn, posters the letters and fax samples artlcles in Journals or newspapers, realia such

- as arrhne trckets and menus ﬁhns video, advertlsements brochures and computer

: appllcatlons are broadly used as teachmg matenals 1n Busmess English classes.
| Meanwhrle Plotrowskl (1986) recommends the use of the case study or role-play
| method su1t properly for Business Enghsh learmng students because it grves them the

| vopportumty to drscuss what mterests them most. Grosse (1988) grves the rationale for -

‘case studles as enabhng the teacher to teach language through content rather than through B

o grammar and lexrcal exercises. The content must however be business-oriented and

. authentrc and must mvolve an mtegrated skills approach
‘ -CALL as a Supplemental Instructlon 1n the Busmess Engllsh Teachrng Process
| Successful CALL encourages and enables students to use the target language : It :

: seems to be the best practtce to make CALL courseware part of a multlmedra teachmg

. ’package Wthh guldes the students through necessary dnlls and provrdes a great variety

: of language act1v1t1es In the curnculum desrgn, usrng the Internet as a resource in
| Busmess Engllsh learmng and the E-ma11 practlce 1S emphasrzed as a new supplement to

tradrtlonal Busmess Enghsh classroom pedagogy
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The Internet‘i'mproves languége acquisition, and develops electronic literacy. -
This vnew gcnfe enablvesv students tb free_ly access and obtain information they need.
More_éVer, the Internet facilifates natural lahguage use, compelling students to achieve
clear and logical meaning. | | | |

Engaging in creat'ive.E-mailvactivitiés proinotes informal and relaxed classroom
-interactions where Students-eﬁéble themseives to beco‘rﬁe‘ part ofa comfnunity of thinkers
and writers. This process reflects r‘eéding and writiﬁg as: related a.ctivivﬁes_. Therefore,
assigning projects employing the Internet is an idealACALL method er language whlch
beneﬁts studeﬁts inside and outside the classroom. - | |

Current trends indicaie’ that téaching Business Engliéh is becbming increasingly
more challenging. Teachers are reQuired to be well informed about business practices,
skills for soc;ial functions, and curriculum design. The above pedagogical principles - |
aim at déveloping a functional ability in the use of Business English rather than
developing the mastery of a single grammatiéal point, or linguistic skills. As far as
methodologies are chcerﬁed; it éppears that BEFL instruction ‘i‘n Taiwé.n should focus
more on developing skills levels, providing soc‘ial funcﬁons and crosscultural awareness
about English use, and de;feloping inferpersonal communication skills for English use
within the workplacg. Utilizing the hand-on authentic materials and computer assisted
- instruction are also recommended. | |

| Theoretical Principles Applied to Instructiovn

Applying principles with instructional techniques and strategies help instructors |

understand and predict the link among curriculum design and learners (Yu, 1997).
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The fol‘lo‘w'ingveach‘pﬁneiple relefes to seﬁle applications of class;opm vinstructionv
(see Table 3) Eeeh pﬁnciple is as'soeiated. with strategies to explore, understand, and
aééist teaehing. , Nq prinCipie can ‘stand aldne and only by integfating all teaching
pﬁneiples can stedeets beeffectiveiy helped to achieve“ lingﬁiétic and communicative

: competence in BEFL learﬁin'g. |

Principles" | Applications to Instruction

Job search ,
Writing of English business letters
Writing the resume
Job interview .
~ Meeting people .
Telephoning -
Business socializing
- Business traveling
Marketing -~
Negotiation

Focus on Business Skills in Somal
Functlons ' '

- Group/pair work interactions
' Role-plays
_iPresentatlons
Games
Tapes llstening
Video watching
Wntten correspondence

Focus on Communicative Learning - - |

The ways of greeting
- Different ethuette in dlmng
Rules for air traveling
Marketing in different countries
- Styles of negotiation in dlfferent
 countries :
‘e Knowing the jargon -

~ |Increase Crosscultural Awareness

~ Table3. Tﬁeefetical ZPI‘i“I:l’,C_ipleS Applied to Instruction o |
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Principle

Application to Instruction

Using Authentic Materials

CALL Instruction

Letters and fax samples

~ Articles in journals or newspapers

Air tickets
Menus

Videos
Advertisements

‘Brochures

Computer application

- Word processing application

Presentation software
The Internet
E-mail
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CHAPTER FOUR "CURRICUL_UM.DESIGN
- i’ntroduction ' |
Two chaﬁgeé in cﬁrriéulum planning have led to the growing intefest in Business
English courses.  First, m‘('jstbb‘usiness schools have recognized that to be successful,

- graduates must acquiré int¢rhational business comniunic.ationb skills. TOday; even small
businésses are involved in international trade and face iﬁtématioﬁal competitdrs.
Tomorrow’s 'busincs_s enviromﬁent promises to be even moré global. A sécond fbrce

. inﬂheﬁéing the interest 1n business ,communi;:ation is the vgrowing concerh about -

multiculturalism and cultural diversity.

With thése coﬁcéms in mind and based 'oﬁ the teaching principles that presented

'_ i‘n#the Vprevious chapter,‘ two units are inf:luded ih this project: Unit One - Job Scarch and
Uhit Two - Business‘ Aérosé Cultures. -

‘Unit.One -Job Search inéludeé ﬁVe lessons, téaching students job-search skills.
This umt introduceé, j 'ob wanted advertisements, surveying ] 6b dlities, writing letters of

~ inquiry, résﬁme writing; and intérview simulation. In addit_i'on; it offers practice for ihe

techniQue of finding a job usiné the intemet.

Unit Two - Business Across Cultures, combines Sik lessons that in’gegraie a wide

range of business language skills anq cultural concepts studentS may confront in their .

'futllre ‘wofk. This'um'vtv éxpldres ’lénguage ‘skills within a vanety Qf functional business

 settings, including greevti‘n'g,‘ socialing,v dining, traveling? marketing, and negotiation.

' Beyondk these comniunication skills, students are helped to learn business practicés 1n ‘

different countries around the world and compare them with their own ideas and values.
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" F iflaily, the teaching matenals,lncludmg poster_’s“,:‘ focus sheets, work sheets, and

test Shgets, of Unithﬁe ére ihciudéd: in Appendlx A ahdfthe, materials éf Unit Two in

Appendix B,

‘ I)’es‘cri’ptio‘l_’;‘ of Teaching Units

Table 4 intrbduces an 6Verv‘iewof theoretical principles that apply to the teaching

.~ units: ‘
- |Business - |Communicative|Crosscultural {Authentic = |[CALL
: - |Skill ~ |Skill Awareness  [Material ~ |Instruction
Unit | Lesson |[Reading  |Reading ~ |Abbreviation [Wantads =
'One| 1 - |wantads o in the ads |
2 . |Learning |Listening =~ | Computer  |The Internet
" |job duties application
3 ' |Writting Writing |Business - [Business E-mail
o letter of 4 v letter formats |letter
. |inquiry | .
4 |Writing  |Writing Action Resume
, resume - L sentences  [sample
5 |Job |Speaking Interview Interview
interview v Q&A video
Unit 1 |{Meeting  |Speaking; ‘ Uses of Poster of
1 Two - |people Listening  |introduction = |occupations
2 - |Socializing [Speaking; Ways of Article from
Reading entertaining = |newspapers
3 |Dining Speaking; Table Menu
Listening manners
4 JAir Speaking; Rules at the |[Dictionary  |[E-mail
travel Listening airport about the
- |airport -
5  |Marketing  |Speaking; Acquaintance |Ads from The Internet
Reading with global  |magazines
o brands
6  [Negotiation |Speaking; Terms of Poster of
Reading sales negotiation
behavior

. Table 4. Overview‘ of Theoretical Principles Applied to the Teaching Units
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CHAPTER FIVE: ASSESSMENT IN BUSINESS ENGLISH LEARNING
Introductlon

L‘anguageassessment of Business English education programs requires unusual
considerations. “ Unlike most general English ‘programs in which students strive to
- master the total hngulstrc system of Enghsh ina vocational s1tuation the language
component is limited to that which is required for success on the ]ob

o Testmg for Achrevement

The ach1evement tests ‘for progress are 51mply periodic classroom test or quizzes
which indicate to the teacher whether or not the student is successfully keeping up with
the instruction. “Ifthe class as a izvhole responds scores below 80 percent ona given test,
- then the teacher should adJust the teachrng techmques and/or help 1nd1v1dually those
students who are not achlevmg (Chen 1996)
_Content of the Assessment

The first step in determining the content of ia Business English classroom
evaluation is to identify the topics to be coilered. The to_pi.cs chos_'en izvill depend on
- input from the vocational instructor hut, 1n vesse_nce, should be based on thetopics
; covered in the.EFL Business English 'class;

The second task is to detennine the language skills to be assessed for each topic;, :
dependlng on what is expected of the student in the Busrness Englrsh class Therefore

based on this two principles, the tests and act1v1t1es created in each lesson of this project

are con51stent with business-oriented toprcs and communicative language skills purposes. -
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In order to assess the students performance the lesson grade is composed of
' wr1t1ng assrgnments (such as letter of rnqulry or E-mall wntrng) oral presentatlon and
‘classroom 1nteractron (such as role plays group drscussmn and mteractron wrth
' classmates) and umt tests in three categones - 8
- A‘s,sessment .Technlgue a o
. J ust as does the content of asvsessment | the course evaluatrng techniques should
‘ ireﬂect the learmngvactlvrtres employed dunng the course. These learmng act1v1t1es and ; b‘
,.‘consequent test 1tems should reﬂect authentlc busmess-related classroom activities as

much as possrble It 1s 1mportant to relterate that Bus1ness Engllsh students should not

= : .be burdened with having to learn language skllls whlch are unnecessary to their success

| 1n the EFL Busmess Enghsh classroom
o " In the test sheets and work sheets 1n the teachlng un1ts I comhrned several test
*1temv types such as true-false verbal multlple-chmce completlon short answer, matchmg,:
written ldentrﬁcatlon cloze passage andentten sequences wh1ch contam the basic - |
| vocabulary,v grammar readmg, wntrng, and cultural awareness requrrements Figu‘re»- 1 o
| Students Performance Score Sheet for each unit 1s provrded as follows In addltron, to .
T meet the empha31s of the students’ oral practrce and wntmg learmng in EFL Busrness
Enghsh class, the Oral Presentatlon Evaluatlon Checkhst and Cntena for Gradlng
‘, Wntten A551 gnments (see Flgure 2 & 3) are also used to help teachers evaluate the
" performance of students presentatlons and wntten tasks
At last, IT'will leav.e the proportron .of th'e course »scores in each lesson .to the class

 instructors because instructors should determine the proportion of scores that will be
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deyoted to each topio.‘ This should depend on input .bfr'om the instructor and should
correspond to the relative 'weight' giyo'n to _¢a¢h vt‘opi_c dUriﬁg the class instruction.
Meanwhile, evaluating students’ performance caﬁ be flexible. It is hard to control class
progress espocially having many independent practices and unexpected technical
problems. Teachers should modify_their instruction depending on students’ responsos
and timé constraints. - For example, unﬁnished worksheets can be assiglled as homework;
or teachers can move test sheets forwar’dvas guided or indeperv)dent. practice if there is

more time allowed (Yu, 1997).
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. FIGURE 1: STUDENTS’ PERFORMANCE SCORE SHEET

‘Student Name: » 5 Semester, 199

Gradé: 80-90: A; 70-79:B; 60-69: C; Below 60: Fail

Unit (\)né ' v Unit Two
e~ T2 T [ [ 15 |21 | 22 | 23 | 24] 25 26
Oralbb
'Written
Test
Total Grade
General Comments:

Final Course Grade:
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FIGURE 2: ORAL PRESENTATION EVALUATION CHECKLIST

Student Nainé: B _ : ._Le'ssorn_: _ Topic:

Grade: 80-90: Excellent  70-79: Good  60-69: Average Below 60: Needs work

Content ‘and Organization: ( 40% )
| The introductiéri “set up” thebprevéent'étio»n with a preview of poihts
Thé main points were well developed and supported with fécts émd exam_pleé
Visual aids such as comﬁut,er slides, ‘bverheads were used effectively
~ The conclusion ax;d summarized the presentation effectively
Language Fluency: (40% )
Protunciation
_ Grammar
Vocabulary
Comprehensible

Overall fluency

Delivery: Vocal and Physical Aspects (20% )

The language and tone were conversational

The delivery was free of vocalized pauses (such as “you know,” “uh,” “or “I mean”)
Real eye contact was maintained

The speaker’bs appearance was bonﬁdgnt and professional

Hand gestures and physical movement were used appropn'eitely

General Comments:

Total Score:
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FIGURE 3: CRITERIA FOR GRADING WRITTEN ASSIGNMENTS

Student Name: - Lesson.v » TOpic‘

Grade 80-90 Excellent 70-79: Good 60-69: Average Below 60: Needs rewrite

Sophistication of Analysis (20% )

Organization & Logical Development ( 30% )

Clarity of Expression (30% )

Grammar, Punctuation, Spelling ( 20% v) o

1. Sophistication of Analys1s o
In the best papers, the authors do much more than just explain or describe. They
show evidence that they have thought about a subject in depth.  The subject is
analyzed from several different perspectives and assessed cntlcally The author
follows the instructor’s gu1dehnes for the paper. '

2. Organization and Loglcal Development ~

- The best papers show evidence of prior planning as if they had been outlined in
advance. = The paper has a purpose or theme which is introduced in the
introduction, developed in the body of the paper, and returned to in the

- conclusion. Paragraphs are linked to each other in a logical sequence using
transitional sentences. Arguments, examples, facts, opinions, and details explain
the main point and lend credlblhty to each point be1ng developed

3. Clarlty of Expression
- In the best papers, words are chosen carefully and sentences are constructed
purposefully so that each point the author makes is expressed exactly, pre01sely, v
- and as clearly as pos51b1e . . .

4. Grammar, Pnnctuatlon, and Spelling | : v
The best papers are characterized by consistently correct grammar punctuatlon, |

- and spelling. - Verbs agree with thelr subjects. There are no single-sentence -
paragraphs. ' ' '

 General C'onnments:

Total Score:
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APPENDIX A: TEACHING MATERIALS FOR UNIT ONE
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uNIT OVERVIEW
".“le‘l‘it One: 'Jeb Seerch
Goal: L ks e
This unit is created for the EFL Busmess Engllsh students in Taiwan, particularly
for those students majonng in business at the 1nte1med1ate level of Enghsh By
providing them with practlce 1in job-search skills within a classroom setting, the unit
leads EFL business stttdents stei) by step frotn early‘ and simple job;search tasks through
later and more eemplex tvasks! Language skill building--with a special emphasis on
| writing, speaking, reading, and vocabulary--is vinte‘grated througheut this unit. The unit
‘provides communicative,'interactive activities such as pair and group work, role play,
computer use, and presentations that give extensit/e practice and reinforcement of
language and skills required for job‘search. Meanwhile, business materials including
posters, letters, atdvertisements, resumes, and videos, are all derived froni authentic
samples.b -
Content:
Lesson One: Starting Your Job Search - Want Ads
Lesson Two: FoeuSing on a Job Possibility
Lesson Three: Letter of Inquiry
Lesson Four‘t Writing the Resume

Lesson Five: The Job Interview - Basic Interview Questions
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LESSON ONE: STARTING YOUR JOB SEARCH - WANT ADS
Objective
Learn how td read want ads in the newspapers |

Vocabulary: - abbreviation, resume, temporary, permanent, bilingual,
qualification, enthusiastic

Materials

Poster 1-A Focus Sheetl lA '1-1B, 1- 1C 1-1D; Work Sheetl 1A, 1-1B, 1- 1C,
1-1D; Test Sheetl 1

Involving students’ background,-int_erests, and prior knowiedge
Ask students the following questions:

- How can you find job dpenings in your country?
What job information can you find out from want ads? -

Teaching with variety ',

Visual: ~ Use Poster 1-A to demonstrate what job 1nf01mat10n is provided in most
- want ads.

Activity: 1. Use the authentlc readlng in Focus Sheet 1-1A to teach students to
~ become aware of the role and format of want ads; then distribute

.~ Work Sheet 1-1A to them for a comprehension check.

2. Use Focus Sheet 1-1B to teach students the abbreviations in want
ads; then distribute Work Sheet 1-1B and have students work in
pairs to practice the most commonly used abbreviations.

3. Use Focus Sheet 1-1C and 1-1D to teach students how to apply for
a job, and how to understand information about job requirements,
qualifications, duties, and other major information. Then; have

- students work in pairs to complete Work Sheet 1-1C.

Responding to diversity with a range of activities
Have students look at a local‘vneWSpaper. Have them find want ads for three jobs
that interest them and put the ads in the boxes at the top of Work Sheet 1-1D, then

fill in the chart. - Divide students into groups and practice asking one another about |
- the jobs being advertised. Students should talk about the job requirements, pay,
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etc. -

ELD Vocabulgy support: ~  Utilize Poster 1-A to offer visual vocabulary about:
- want ads. ' ‘

‘Primary language sﬁp_pgrt: | Label the new vocabulary on Poster 1-A in Chinese.

Take home: Find any want ads that contain descriptions what you cannot
understand, then bring them to the next class to discuss with
- classmates.
Assessment

~ Use Test Sheet 1-1 to evaluate students’ understanding about want ads.
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LESSON TWO: FOCUSING ON A JOB POSSIBILITY
Objectives
1. Learn job duties

2. Learn to determine a job goal and explore personal qualities and skills.
| 3. ‘Learn how to search ideal job openings on the Internet

Vocabulary:  energetic, flexible, reliable, entry level, col]ate accurately, clerk,
duplicator o
Materlals

Poster 1-B; Focus Sheet 1-2A, 1-2B 1-2C 1-2D; Work Sheet 1-2A 1-2B, 1 2C
1-2D, 1-2E; Test Sheet 1-2

Involving students’ background, mterests, and prior knowledge
Ask students the followmg questions:

Are you working now?

What kind of job are you looklng for?

What qualities and skills helped you get the job?

What is your ideal job? Give your reasons. -

Do you know how to use the Internet to look for a job?

Teaching with variety

Visual: 1. Show Poster 1-B to give a visual support about JOb occupations and
- each job’s duties.
2. Use a notebook computer connected with a TV screen to
demonstrate how to search for jobs on the Internet.

Activity: 1. Distribute Work Sheet 1-2A to students. Students will work in
groups to make a dictionary of job titles and the job duties for each
~ picture in Poster 1-B.

2. Use Focus Sheet 1-2A as a listening exercise to teach students how

to find a job goal, then distribute Work Sheet 1-2B to students as a
~ listening comprehension check. ,

3. Use Focus Sheet 1-2B as a listening exercise to teach students
about personal qualities, then distribute Work Sheet 1-2C to have
students match the correct letters they heard from listening.
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4. Use Focus Sheets 12C along w1th computer demonstratlons to -
teach students how to use the Internet search engines and what .
teohnlques to use in Job search on the Intemet

Respondmg to diversity w1th a range of actlv1t1es

- My Dream Job: - Have students analyze the1r job goals and personal qual1t1es - "
- needed for the Job then try to ﬁnd out the p0551ble employers from the Intemet.

. Leamn 1ng cente 1 Dlstnbute Work Sheet 1-2D to students to check off th1ngs
R that are true about themselves and discuss each vocabulary

term in pairs.

2. Distribute Work Sheet 1-2E to students to evaluate the best

- jobs they might be qualified for.

3. Lead students to computer labs and provide Focus Sheet 1-

- 2D, some popular job search web sites for students to help

them find possible employers in the real world.

- ELD vocabulary suppoit: ~ Write on the board about Vocabulafy for office tasks
' R and job families that are shown in Work Sheet 1-2D
-and 1-2E. v '

Primary langl_lage support: Label the vocabulary in Chinese.

Take home: = Have students to choose one job area in which they are interested.
~ Write a paper about their ]Ob goals, their skills and personal
- qualities they have, their education history, past jobs, etc. - Also
explain how will they find the possible jobs.or employers.

| Assessment
1. ‘Students will hand in the job search analysis that is reqmred at ‘home at the. next

~ class. Refer to Fi igure 3 Cnterla for Gradlng ertten Ass1gnment for
" assessment.

2. . Use Test Sheet 1-2 to evaluate students understandmg about this lesson.‘ o
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LESSON THREE: LETTER OF INQUIRY
Objective ‘

Learn the standard formats and formal wntlng of Engllsh business letters of

inquiry
Vocabulary: human resources, secretary, receptionist, schedule, sincerely,
. enclosure, salutation, complimentary, signature, capitalized
Materials

Poster 1-C; Focus Sheet 1-3A, 1-3B 1-3C, 1-3D 1-3E; Work Sheet 1-3A, 1-3B,
1-3C, 1-3D, 1-3E; Test Sheet 1-3 ~

Involving students’ background, interests, and prior knowledge
- Ask students the following questions:

How can you contact a company that has advertised a vacant position?
 Have you ever written an English letter before?
What are the differences between business and regular letters?.

Teaching with vanety
Visual:  Show Poster l-C to students to demonstrate the standard parts of a letter

Activity: " 1. Distribute Work Sheet 1-3A to the class to do the comprehension
A I check after discussing the content of Poster 1-3C..

2. Use Focus Sheet 1-3A to teach students the systems of
Return/Inside Address and Date in a business letter. Then
distribute Work Sheet 1-3B, and ask students to do some exercises

" about writing addresses and dates.
3. Use Focus Sheet 1-3B to demonstrate the common salutations and
- complimentary closes used in a business letter; then distribute
- Work Sheet 1-3C to students to practice the appropriate usage of
salutations and complimentary closes. _

4. Use Focus Sheet 1-3C and 1-3D to teach students how to compose
the body of an application letter and introduce the common end
notations used in a business letter. Then distribute Work Sheet
1-3D for students to do the cloze exercise.
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- Responding to _diversity with a ra’nge of activities

Work in Groups Divide students into groups. Use Focus Sheet 1-3E contalmng
four position ads and have students ask each other the following questions: a.
‘Where were these position advertised? b. What were the dates of these ads? c.

- What are the positions offered? d. To whom do you write? Then distribute
Work Sheet 1-3E and ask each group to put the letter in the right order.

ELD vocabula_ry support: Write the neW vocabulary on the board that is
' : shown in Focus Sheet 1-3E and Work Sheet 1-3E.

Primary langu ége supp‘ ort: Label the new vocabulary in Chmese

Take home: = Have students write a letter of application and E-mail the letter to
three classmates for peer ed1t1ng Then print it and hand it in as a
formal paper.

Assessment
1. Students will hand in a letter of application that is reqmred at the next class.

- Refer to Poster 1-C as a sample for assessment.
2. Use Test Sheet 1-3 to do the error correction of an application letter.
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~ LESSON FOUR: WRITING THE RESUME
Obj.e¢ti\?esf”f;- e

l Leam the layout of Enghsh resume writing o
2. Leamn the action sentences that are usedina resume
3. Leam to promote 1nd1v1dual job SklllS

Vocabulgy BBA, GPA, dlstlngulsh, coordlnated adaptable versatile,
' ’ competent con51derate alert loyal

Matéfials

Poster l-D Focus Sheet 1-4A 1-4B 1-4C 1 4D Work Sheet 1-4A, 1-4B
Test Sheet 1-4 .

Involvmg students background mterests, and prlor knowledge'
Ask students the following questlons
What is the purpose of a resume? _
‘What are the common features in a resume? .
- What ablhtles do you have in your resume?-
Teaching with variety

Visual:  Show Poster 1-D to fprovide a visual exafnple of an English resume.

h Activi‘ty’: - 1 Use Poster 1-D to demonstrate what the main layout and aspects
o are in a resume; then distribute Work Sheet 1-4A to students asa
comprehension check.

2. Use Focus Sheet 1-4A to teach students the action sentences used
- for strategic writing in a resume. Then have students find out '
. where action sentences are used in Poster 1-D.
3. Use Focus Sheet 1-4B to teach students a list of words that they
- might use to describe themselves in their resume. Then distribute
- Work Sheet 1-4B to students to choose the appropriate words from -
Focus Sheet 1-4B that might meet the specific job requirement. -
Have them use these words to explaln how it/they will help
employers :
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Responding to diversity with a range of activities

~ Work in pairs. Use the chart of Focus Sheet 1-4C to have students work in pairs
to practice oral conversations in skills description. Ask students to decide on one
Job that each person might look for. = Find at least three job skills that both partners
have and find at least three job skills one student has that the other does not.

| ELD vocabula_ry support: Provide Focus Sheet 1-4D, with visual vocabulary
R ' about occupations and job skills. -

Primary language support: = Label the voeabulary in Chinese
Take home: - Have students create their own resume. It must be typed, and look '
: neat and professional. L ‘ :

Assessment

1. Students will incorporate all the techniques learned in this lesson and write a
personal resume at home to hand i in at the next class Refer to Poster 1-D as a
sample for assessment. — -

2. Use Test Sheet 1-4 to do the resurne cloze test.
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LEbeN FIVE THE JOB ]NTERVIEW—BASIC INTERVIEW QUESTIONS -
ObJectlve o i
Learn basic rnterv1eW questlons and how to respond to them appropnately |
Vocabulary.v - 1nterv1ewer Shlft salary; reference superv1sor |
- Matenals o . |
Focus Sheet 1-5A, 1- 5B Work Sheetl 5A 1 5B 1. 5C Test Sheetl -5
g Involvmg students’ background lnterests, and prlor knowledge
o Ask students the,followmg questlons:

Can you think of three ,ques'tions you might be asked at a job interview? .
What difficult questions were you asked at a job interview? :
In an interview, do you always have to be completely honest?

: Teachmg with varlety

'Vlsual : Show videos about job interview scenarios to demonstrate the proper
' appearance and body language an apphcant should have in a job
1nterv1ew :

Activity: 1. Have students listen to the eight basic interview questions in
advance. Then provide the tapescript in Focus Sheet 1-5A for
students’ comprehensive review. Distribute Work Sheet 1-5A to
the class and have them listen agarn to questlons circling the right
letter or letters.

2. Use Focus Sheet 1-5B to teach students how to answer basic
interview questions. Distribute Work Sheet 1-5B for students to do '
the writing exercise 1nd1v1dually Then pair students to practice the
conversations between the interviewer and the applicant on Work
Sheet 1-5B.

- Responding to diversity with a range of activities
Divide students into four groups of four or six. Make four copies of the questions
on Focus Sheet 1-5A. Cut up the questions and put them in four envelopes. Have

each group work together to take turns to draw one of eight questions. Whatever
question one draws, he/she has to answer the question immediately.
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ELD vocabulary support:  Utilize Work Sheet 1-5A & 1-5B to provide
different answers for basic interview questions.

Primary language support: Label the vocabulaxy in Chinese.

Take home: Have students work in pairs on the job interview role-play. One
- acts as the interviewer, and the other one acts as the applicant.
Create a scenario and conversation in the job interview. Each pair
will give a formal presentation at the next class and classmates
will score each pair’s performance (see Work Sheet 1-5C for a job
interview checklist used for skills evaluation.)

- Assessment
1. Students will present a job interview role-play that is required to practice at
home at the next class. Refer to Figure 2: Oral Presentation Evaluation

Checklist for assessment. | |
2. Use Test Sheet 1-5 to do the job‘intervie_w dialogue test.
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 POSTERI-A
‘Want Ads

HELP WANTED ADS

"ACCOUNTANT  ngaedaed at
prastigious N. Y.
(Embdazziars
:582-2129 for apgt.

-lae.) . call

Our ‘FINANCIAL ANALYST quit. We
need help immaediataly (Go-for-Broka,
Inc.) CALL 621-9357

BANKER - Experience necessary.
Cur last one is now in Brazil. Call G
Nebeker 234-4026

BARTENDER: Al's Bar is laoking for a
good listener. Exparienca a must.
Teetotalers only! 761-3344

BUSINESSMEN & WOMEN
Gatl rich quick!l!

Call Sticky Joe's Pyramid Markating
Systems (PMS) at 453 2100. -Ask for
Jaa.

CABINET MINISTER Prime Minister
& Deposed Dictator looking for
aexperienced cabinet minster to
help form new govemment. Calil
Castro Bros. at 987-5643.

CASHIER - Elegant Scottish
- restaurant is now hiring ashners. No

Exp. needed.

Call McDamolds 453-1200

CEO - Chiet Executive Officar
needed at Wall Streat firm. Eamest &
Whiney 762-1734

CCMPUTER PROGRAMMER

Sonny Coarp.' is looking for an
exparianced computar programmaer.
Call Mr. Mori S83-1927

CONSTRUCTION WORKERS White &
Blue Collar workers neaded desparate!y
by TITANIC SHIPYARDS. Send résume
to TSY NY Harbor, NY. 10011

ARCHITECT WANTED NOW:
Oynamic company urgently needs an
expariancad archrtect to wark on project
in Saud! Arabla.

CALL 497-3631 A.SAP.

ADVERTISING
. needad by maijor publisher. Write now ta:

company .

EXECUTIVE

ILLITERATES ILLUSTRATED 234-1290.

~ DENTIST: Small Nebraska town needs

dentist. Good pay & benafits. Write:
Maycr D. Floss

Flouride, Nebraska

DECORATOR Famcus antertainer's
estate is locking for a skilled intariar
decorator to redecroate mansion. Cail
Prasiey Mansion at 793-4878.

ENVIRONMENTALIST - Call now.

Smckay Bear Enterprises 978-5542

JUDGE - Needad for TV program. Last
judge in hospital aftar attack on TV. Call
WOPNER ASSCCIATES 392-7584

'ENGINEER/INVENTOR wanted by first-
rate manufacturing company. Call
Edisan Light Co. at 1-3CC-UTE

ENTERTAINER-Actors  neaded
for upcoming sequel to famous film.
Call 1-800-777-7111. Ask for
director of “Gona cut the Window.*

General Manager needed by Real Estate .

Firm to head new branch in North Dakota.
Cantact Swen Swaerison at P.O. Bax 791.

Forgo, N.D.

FACTORY WORKERS!l Wa need
you nawl. Top pay. Great benefits.
Lang term contracts. Amarican Steel Ca.
(213) 798-3446.

SITUATION WANTED
ADS

CHAIRMAN OF STOCK BROKERAGE
FIRM DESIRES NEW CHALLENGES.
Write' /o Leavenworth Fadaral Penitenti-
ary, Basky, KS

DESIGNER: Homes, ofticas,atc. | design
anything. Reasonable prices. Frank
Write. 325-3791

ENTREPRENEUR worked for major

caomputer manufacturer for 23 years.
Call Stave Jobaes at (714) 632-1288.

BILLIONAIRE - FINANCIER has
maonay to invest and no place to spend it.
If interasted call: SPRUCE GOOSE CO.

(Mr. Hughes) (702) 792-1133

MECHANIC with lots of axpariance. Cail
Joe Goodwrench. 293-4777

LANYZR - Once worked for U.S.

President . Lots of contacis. Write:
Arizona State Prison
Call 718

Tucson, AZ 87564

SALES REPRESENTATIVE for Chrysler -
Corp. at Tokyo Cffica. Want work in car
company.

Writa P.O. Box 999

Unamployad Politicians--Lats ot

contacts and lots of experianca.
Cantact Ford & Carter Associates

Market Forecastar naeded by Harbert
Haoover Invastment Co. “We know aur
stutf " 654-3210

SURGEON - 17 yr3., experiance at
military hospital.  Call Hawkeya at
T78-M-A-S-H

TRUCK DRIVER wanted by U-MAUL
MQOVERS. Nec exp. needed. 345-4545

EX-SOLDIER looking for Actian.
Cheapil Call RAINBO : 987-1111

Sacraetary to CEO needed by large
company. Call Mr. . Yakoka. 786-3333.

Ratired person looking for somaething to
da. Phone 225-3456

"l’

) Maka wamanu_E’

( Sudlow & Grow, 1993, p. 39)
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Parzonnel Managec for large shoa
campany. Call 487-6901. Ask lor Mike.

UNEMPLOYED for years. | need and
want a job badly. Formar used car
salesman. Cail R, Nixon 581-6666




FOCUS SHEET 1-1A
. Want Ads

~ (Johnson, Levey & Chafcouloff, 1996, p. 41 )
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FOCUS SHEET 1-1B
How To Understand Abbreviations

(Johnson, Levey & Chafcouloff, 1996, p. 43 )
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'FOCUS SHEET 1-1C
- How To Apply For A Job

A want ad gives a lot of information in a small space.

When you find an ad for a job that you want, you need to read it
| carefully to find out how to apply for the JOb There are three
ways to apply for a job:

| Here are some examples how you should apply for a job you
can find in the want ads | |

o Rule 1: - Call the company and make an appointment.

. Rule 2: ‘Go to the 'compa’ny-ahd fill out an application.

| Rule 3: ‘Se'n,‘d'er_ fax a resume to the company.

~ (Johnson, Levey & Chafcouloff, 1996, p. 46)




| FOCUS SHEET 1-1D
How To Understand Information About The Job»

Here is some information you can find in want ads:

Requirements: Skills, experience; personal qualities, and other things you need
- forthe job. . ' o

Preferred Qualifications: Skills, experience, and other things that employers
’ - want. :

Job Duties: The work you will do at a job.‘ ‘

Other Information: The hours, the salary, if the job is part-time or full-time, if
o the job is temporary or permanent.
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WORK SHEET 1-1A 3
- WantAds
A. Here are some cldssiﬁed ad headings. Under which heading can you look fof a
Jjob? . Check the correct headings.
EMPLOYMENT
REAL ESTATE
SERVICES
JOBS WANTED
JOB OPPORTUNITIES
HELP WANTED
POSITIONS WANTED
RENTALS

 B. Where can you find the following jobs? Match the sitbhéading to the jobs.

Jobs o Subheadings | |

___ child care worker - a. DOMESTIC HELP / CHILD CARE
~ sales clerk b. GENERAL / MISCELLANEOUS
_ waiter/waitress ¢ SKILLED TRADES

_____ office worker . d. OFFICE / CLERICAL
____housekeeper e. RESTAURANT / HOTEL

___ home health aide £ MEDICAL / HEALTH CARE
___ painter 8 SALES/ RETA]L

__ - hospital orderly |

' security guard
( Johnson, Levey & Chafcouloff, 1996, p. 41-42 )
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'WORK SHEET 1-1B
Understandmg Abbrev1atlons

Write the number of the correct word next to each abbrevtatzon

1 2 3 4 5
© 1. The office hours are 8 in the mornin ing to 5 in the aﬂemoon Monday througl_1 Fnday
{ aofc _1 bPM _4 cA_M'3 dhrs _2 e MF 5
1 23 -*4-«'5-
2 Dnver male or female, with a minimum of 2 years men
.ayrs" “b.oexp. . ¢. min. dw/f e.m/fv
1 2 34 5 o
3. Good posmon in_small business. Equal ortum Em lo er.
Ca.sm. bﬂEOE o cgd d pos _ e_bus. '
o _Great opportunity. For i mterwew call Peter Cole at (909) 478-2837, extension 345 between 10 and 2|}
Ca mtrvw ' b. ext. “C. btwn dooppty. e gt
N R - 23 S 4 5
5. Full-tlme sales clerk. Expenence or tr gnecessa_ry Management backg:o dgreferred
a. pref b FIT____ . c.nec. d bkgrd .. e tmg.
12 L 3 a4 | s
16. Assistant manager, restaurant. Motivated, organiz gl_1 school graduate, second language pl
a. organ ‘ b at cemgr.___ d asst . d H.S. grad e
7. Permanent g art-tim posmon Must work weekends egins unmedlately
a. immed. _ - b. P/T __ cowknds. - d. perm. e. beg.
| -1  23 s s
- 18. b_usmess seeks flexible individual for stock clerk Wnte Post Office Box #384 LA, CA 94846.
' "asks ' _b. flex. clg : dPO emdw
o 2 S 3 4 5 |-
- fe. Tempora_q positions available for quahﬁed techmc1ans experienced on]y Days and evenings. Hourly
‘ ‘wage. ; ,
" -a. temp. b. exp’d. c..hrly. __d dys /eves €. avaxl.,
. : 1 2 3 4
10. Busy office needs people with excellent commumcatlon skills. Salary from $18.000 000. Send resume to
o 5 . o
‘ '3839D Street, Seattle, WA 93837 ‘ ,
- a. excl _ b.St.__ cres._  d.nds. e. 18K

( ] OhnSOn? LeVey V&I,FChafc’(_)ulqﬁ', 19'967,u_p.' 44)
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‘ WORK SHEET 1-1C |
~ Understanding Information About The Job

Work with a classmate. 'Reéd the want ads. Then fillin the chart.

Want Ads
Infofmhtion
in the Want Ads
Job Title  |Child care/
Housekeeper
How to Apply
Job Requirements
Preferred - |1 + year’s experience
Qualifications S
Job Duties
| Day shift in PC
Other Information company.
about the Job Good Pay
‘{Full Time
Permanent

( Johnson, Levey & Chafcouloff, 1996, p. 49 )
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- |Information

‘'WORK SHEET 1-1D
- Apply Yourself o

 Lookata local newspaper. Find want ads for three Jobs that interest you. Put the ads
in the boxes at the top. Then f Il in the chart. : ,

1

Vant Ads

|in the Want Ads

~ Job 'T"itl_e .

| How to Apply | :

| Requirements |

N ‘Préf“err‘e',‘d
Qualifications |

| Information |

( J dhnsbn, Lei{ey & Chaféouiofﬂ _19"96,”1;‘). 50) 1
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TEST SHEET 1-1
A. Match the abbreviatfon& with the words.

a. Monday - d. Good g. Male or Female . Service

b. Experience - e. Trainee h. Driver k. Part Time

c. Salary f. Street i. License 1. Application
Gd _ Tmee - EBExp Mon
Pt (or P/T) St Lic 3 Serv

Sal ' App o _ MF ___Drv

B. Below is a quiz about want ads. Circle “T” for true and “F” for false.

1. TF Youshould try to get the want ads as soon as they come out. You could
get an afternoon newspaper for job openings the next day.

2. TF Sunday papers are a good source of want ads for the next week.

3. TF Readall the want ads. Secretary can appear under Office, Administrative,
etc. b ‘ ~

4. TF Mostemployers write their ads for the ideal worker. They write down
classes or experience or skills the ideal worker would have. Few people
have all these skills. If you have some of them, you should still apply for
the job. This is because the ideal person may not exist or may already be
employed. |

5. TF “Applyin person” means you can call if you don’t have a car.

6. TF Some wantads don’t give an address or phone number. They ask you to
send a resume or letter to a newspaper PO box. This is often because the
employer doesn’t want employees to know about a new hire. Or they
don’t want to be bothered with phone calls. This could be true because
the employer may be wanting to replace someone. Want ads without
addresses and phone numbers are all right to apply for. |

7. TF Short want ads don’t give much information. This usually means they are

hiding something bed about the job. Skip over these jobs.
8. TF Some people write their own Job Wanted ads to let employers know they
“ have skills and want to work. B

(Kimeldorf, 1994, p. 151)
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POSTER1-B
Job Duties

~ x-ra technician

7N
Lab assistant

‘Jﬂﬂﬂ]} e

¥ HOSPITAL*

( Conﬁnued )
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POSTER 1-B

Job Duties

Painter )

Child care
worker

Carpenter’s assistant

( Johnson, Levey & Chafcouloff, 1996, p. 12-13 )
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FOCUS SHEET 1-2A
What Is Your Job Goal?

Listening: Alex and his friend are talking about Alex’s goals, personal qualities,
and skills.

Alex:  Hi, Regina. How are you doing?

Regina: Good. How about you?

Alex:  Well, I am okay, but I really need a job and I don’t know what to do. I've
never looked for a job in this country. :

Regina: Hum... Well, first you need to think about your personal qualltles What
kind of person are you? Do you like to work with people? Do you learn
quickly?

Alex:  Ohyes, ’'m very friendly. I work well with people, and I’m a fast learner.

Regina: Okay. What are your work skills?

Alex:  What do you mean?

Regina: Well, can you use a computer? Can you cook? Can you help sick people?

Alex: - Ican help sick people.

[Regina: Oh, really. What was your last job?

Alex: I was anurse.

Regina: And what do you want to do here?

Alex: I want to be a nurse here, too.

Regina: Well, that’s a good long-term goal. Maybe you can work as a nurse in a few
years. |

Alex: A few years? But I need a job now!

Regina: So, you need a short-term job goal. For example, you can be a home health

' aide now.

Alex:  What’s that?

Regina: You help sick people in their homes, maybe a very old person.

Alex:  Oh, yeah. I can do that.

Regina: And then you can study at night to become a nurse.

Alex:  Okay, but how can I start?

Regina: Well, your goals are good, but now you need to write down all your work
skills and personal qualities.

Alex: = Why?

Regina: Because you need to say good things about yourself to managers. Managers
need to know that you are the best person for the job.

( Johnson, Levey & Chafcouloff, 1996, p. 220)
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' FOCUS SHEET 1-2B
- Personal Qualities

© Listening: You will hear eight‘ipeo'ple talking ‘about their personal qualitiés, R

o 1 1 am a sales clerk Pm energetlc I’m good w1th
numbers ’ e

2. 4I am a teacher S assmtant I work well wrth -
, people. Pm patlent ‘

131 am anofﬁce clerk. I’m organiZed.' I’m ﬂexible

141 am a baggage porter I’m a hard worker I’'m
’ strong ,

15. Tam acook I’m efﬁc1ent Iwork well under
- pressure. : '

6. »I' ama musician. Pm creative.‘ I’m a fast learner.

|7 1ama pamter I'm careful wnth details. I’m good|
1 wrth my hands.

8. I.am a computer techmc1an I’m a good problem
” solver. I’m reliable.

( Johnson, Levey & Chafcouloff, 1996, p. 220 ) |
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FOCUS SHEET 1-2C

Internet Job Search Techniques

‘Job Category:
~ Advertising; Banking;
Engineering; Health Care;

Sales; Information Systems;

Retail; Computer Industry; -
Import/Export -

- Job Search Keyword

~ Marketing; Management;
Sales; Customer Services;
Human Resource;
Public Relationship;

Job Level:

All Levels

Entry Level

- Non-Management
Supervision Management
Executive Management

. Education Level:

All Levels -

- Less Than High School
High School
Vocational College Degree
BA/BS =
MA/MS/MBA
_Ph D. /Post Doctorate

Others:
F/TorP/IT
Temp./Perm.
Position

Location Search: . -
 Choose up to S0 locations below. Ms_m:hmg,m
location. - .

Category Search:

* Choose up o 16 categories below. Tips on seaching by~

Category.

ategory Search:

- Choase up to 16 categories below. Ilns on g;-mmg by
- Glegory.

i KeywordSearch

Enter keywords and phrases with symbols like "AT&T" or
"OSR," inside quotes. Separate multiple keywords with
AND or OR. Click here for helpful jnformation on-
sgamm.’ g' v - : - i .




FOCUS SHEET 1-2D
Popular Web Sites In Job Search

College Grad Job Hunter
~ http://www.collegegrad.com

Job Web
http: //WWW jObWCb org

Job Trak .
hitp://www jobtrak.com =

M’onstef Board
.http://www.monster;com

Career Mosaic
http://www. careermosaic. com

E-Span ,
~ http: //www espan com-

‘Onllne Career Center
- http: //www occ.com
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" WORK SHEET 1-2A

Help waitresses and
waiters. Carry dishes and
coffee. ‘

equipment.
Clean hospital rooms and
halls.

Feed and wash patients.

Job Dictionary
L. 2. 3.
Measure and mix Take customers” orders. Mix and cut dough.
irigredients. ‘ Serve food. - |Bake bread, and cakes.
Use kitchen equipment. Answer customers’ questions|Clean kitchen.
Prépare and cook food. |
4. » 5. o 6.
[Set and clean tables. Move patients and Use X-ray equipment.

|Give instructions to patients.

Move patients on table.

IMeasure and cut wood.
- |Build stairs and cabinets.

7. 8. 9.
Take temperature and Clean and organize lab Install computer equipment.
blood pressure. equipment. Repair computer equipment.
Answer patients’ questions. [Do lab tests. Label test tubes. |Test computer equipment.
Help nurses and doctors. |
10.. | BN | 2. v
Remove paint from walls. |Enter information into a Watch people and grounds.
Use brushes and ladders. ‘computer. Check doors and windows.
Paint houses, apartments, |Sort mail. Respond to emergencies.
and offices Make photocopies. |
13. v 4. ’ 15. ‘
[Care for elderly people. Clean building and grounds. |Organize children’s games,
Help disabled people. Repair plumbing and wiring. |  art, and activities.
|Give medicine to sick - Respond to tenants’ requests. |Serve meals to children.
Ipeople. ' - " [Help children eat and dress.
16._ o ' ‘ '
Usé hand and power tools. |

( Johnson, Levey & Chafcouloff, 1996, p. 12-13)
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WORK SHEET 1-2B
: What Is Your Job Goal

Llstemng Check: Read the questions. Then listen to the conversation on Focus Sheet
1-24. Answer the correct letter or letters.

1. What are Alex’s personal qualities? 4. Whatis Alex s long-term goal?
‘ a. He can use a computer ' a. He wants to work in a b1g
b. He can cook ~_ company
- ¢.  He works well with people b. He wants to be a doctor
d. Heisafastlearner ¢. He wants to work with -
' ' B computers 7
d.  He wants to be a nurse
2. What are Alex’s work skills? 5. What is Alex’s short-term goal?
a. He s a fast learner ' a. He wants to work in a restaurant
b. Hecanuseacomputer ~ . b. He wants to help sick people in
¢. He can help sick people = ' their home
d. Heis friendly S ¢c. He wants to be a nurse
- | d. He wants to work with
© ' computers
3. What was Alex’spastjob? 6. What will Alex start according to |
a. He was a painter - Regina’s suggestions ?
b. Hewasanurse o a. Ask his friends
¢. He used a computer ~ b. write a resume
d. He was a cook v ~C. go to school
4.
2. 5
3 - 6.

~ (Johnson, Levey & Chafcouloff, 1996, p.2)
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WORK SHEET 1-2C
Personal Qualities

Listening Check: Which two persohal qualities does each person talk about on
' Focus Sheet 1-2B? - Answer the correct letters. '

a. I'm patient 5. a. TI'mefficient _
b. I’m energetic b. Iwork well under pressure
c.. I'm organized ¢. - I'm energetic
- d. I'm good with numbers d. Iwork well with people
2. a. I work well with people 6. a. I’m creative
b. TI'm efficient ‘b, T'm flexible
¢.  ITwork well under pressure ¢. - I'm careful with details
d. I’mpatient d.. I’m a fast learner
3. a. DI'mreliable 7. a. I’'ma good problem solver
~b. ' I'm a fast learner b. I'm careful with details
¢ I’'m organized ¢. I’'m good with my hands
d. - I'm flexible d. T’'m good with numbers
14. a. I'm creative 8. a. TI’'ma good problem solver
b. I'm a hard worker - b. I’'m good with numbers
c. I’m afast learner c. I'mreliable
d. I’m strong d. I’m energetic
1. 5.
2. 6.
3. 1.
4. 8.

( Johnson, Levey &‘Chafcpuldff,» 1996, p 6)
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WORK SHEET 12D

Job Cheices
These are things | like to do ' ‘
P _iype —- Copy things over — talk with people
— wrile a diary ) — use the phone v — persuade people
—— mail letters : — keep records or collections —- organize parties
— read like recipes, stamps etc —-teach others or demonstrate
—— use a computer — take messages — budget or use checkbocks
—— do crossword puzzies — buy from catalogs — sell or trade things '

Other jobs ! like to do with words or numbers or money are:

These are classes | have taken

— Typing : —— Business Math — Salesmanship or Retail Trade
— Office Practices =~ __Business English — Drama or Speech Classes
— Ecckkeeping —— Word Processing ' — DECA (Distributive Ecucation Clubs
— Accounting — Programming © . of America)
— FBLA (Future Business Leacers

Other special classes or training | have had: of America)

— Diversified Occupations
(Work Coop or Experience)

These are some of my experiences in business or sales

— | did a large mailing for:

— | cid a lot of phoning for:

— I helped file a lot of papers for:

— l'werked in an office. | did the following things:

| can'do the following office tasks by myseif:

— alphatetize — fun off, collate, —- copy long lists or check
— file and staple repornts them accurately

— Sort mat! ) — lare messdges accurately — COmpute postal rates
— fun a photocopy machine — Sort papers or documents —lock things up in bocks

| have done the following sales jobs:

—-sold tickets —Sold in a concession —~sold door to door
Other ways | have sold things:

I can do the following sales tasks by myseif:

——take an inventory of stock —_ operate cash registers

' — help people decide to buy
— make change - — use calculators

— fill out receipts

( Kimeldorf, 1994, p. 24)
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WORK SHEET 1-2E
Job List

. Under “Jeb Families™ circle thase jobs you think yau are Gualified far. It ycu don't hava much experience or
‘special traiming, cirela antry, level ;obs. it you have a lot of experienca or training, think about the axperienced

lavel jobs. It you don't see mb you uke lcck in-a bock on jobs. You ¢an also write in jobs you know at:ou(
that aren't listed.

. Mext, under "Possible Employers,” iry.to think cf at least 3 employers in ydur community who might hire ycu

far the jcts ycu circled. For help. leck under “suggesticns™ or ask others. It mere are no emglcyers in ycur
area, mayte you should think acout maving or trying arather job.

JO8 FamiLy ) ‘EMPLOYERs SUGGESTIONS
(Entry Level) (Exdenenced/Trined) (Your ldeas) -
Financial-Clerical i Banks
8illing Clerk Bcekkeecer Schcols .
Payrall Cierk laims Acjusier Large Agencies
|-Collecuen Clerk Mathemaucan Hoscitals

Data Handling-Clerical
File Clerx

Typist

Acdcresser
Sorter:Matler

Cading Clerk

information Services
Raceptionist

Guice

Phone Cperatcr

Machines & Supplies
Ougtlicator Cperator
Quick Capy Werker
Postal Meter Cgerator
Supply Reom

Secretary
Transcaber

~|Reaitcrs

Werg Processor
Acrunustrative Assistant

Scheduter

Utranian

Putlic Relations

Business Otficas
Mail, Transgont

‘Campanies
Warercuses

Prone Cempany

Prore Service

Csmouter Ogerator

Billing Machine Cgerator

Inventory C:em’Stcremom .

Paying and Recewmg
Ticket Taker

Toll Booth Coileczor
Meter Reacer

Cashier
Bank Teller
Checiung Service

Retail & Direct Sales or Promotions

Concession Stand Attendant

Catalcg Sates
Counter Atendant

Housa-to-house Salespersan

Sample Oistnbutor
Phone Sales Salesperson
Oemonstrator

Rental Sales Salesperson

Adernin oy

IM

Traveiling Sales Agent

Whclesale Jotter

Travel Agent

Salesperson of sgecfic
precucts: (recreancn |
equip.. -, photagraphy.
cothes, lgod. household
goads. cosmetics. etc.)

9

Management Trainee
Assistant Manager

Staustaan ©
Researcher
Adrmimstrator

Companies
Power Campary
Beékkeeping
Cempanies
Newscacers
Panters:
Business/Cffice

stcres

Banrks

Bndges
Parxung Lots

Convention Centers

or Large Hotets

Any small Business

Oiscount ptaces

Malls

See “Sales” in

Want Ads

Rental glaces

Large businesses

Cunsulung Firms
Franctuge operations

_(Kimeldorf, 1994, p. 25)
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’TEST SHEET 12

. Read the followmg people who are looking for ]obs Which ]ob are good for each B
person 2 There may be more than one correct answer.

. Jana was a sales clerk. She llkes to 3. Angela stayed at home and took care of |

- work with people She also hkes to ~ her house and children. She is patient,
~out her friends’ hair. : o and she is very good at fixing things. -
. cook . ' . automobile body repair person
~ cashier _ home health aide ‘
- computer technician . baker’s assistant
. . cosmetology assistant ~__child care worker
. Sergei was an electronics ' 4. Eleni was a factory worker. She is -
technician. He knows how to repair efficient, and she is very careful with-
TVs and can use tools. His - details. : ‘
workplace is always very clean and waitress
organized. : security guard
carpenter’s a551stant laboratory assistant
stock clerk ‘ general office clerk

hotel housekeeper
maintenance worker

111

. Look at the personal qualztzes lzsted in the box. Then choose the right personal
quality for each situation.

I really like to work hard. In my last job, I was a baker’s assistant in a busy
bakery. When we were very busy, I stayed late to finish my work.

In my last job, I worked in a bank. I took money from customers and gave
-money to them. I can count well, so my math was always correct.

In my last job, I repaired watches. I worked with small parts, and I used
many small tools. My watches always worked well.

In my last job, I was a cashier in a grocery store. I worked on the expréss
line because I was very fast and I didn’t make mistakes.

( Johnson, Levey & Chafcouloff, 1996, p. 8, 21)
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POSTER 1-C
Parts Of A Letter -

16 North Road »
Berkely, California 95389

v

- fPune 29, 1997

Mrs. R. E. Bok

v

Human Resources Director
Perle Employment Aency
1900 Grant Avenue

Los Ange’les, CA 92885

v

Dear Mrs Bok

[am applymg for the posmon of secretary which was
~ ladvertised in the Los Angeles Times of June 28.

T have enclosed my resume, and I would like to

~ |schedule an interview. I will call you early next week./
Ileok" forward to discuvs'sit:lg this position with you. 7

v

v

|Sincerely yours,

Maéa

- JAnnette Lee

v

v

Enclosure

( Lougheed, 1993,p. 10)
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Return Address

Date

Inside Address o

Greeting/

. Salutation

Body

Complimentary
Close

Signature/

Typed Name

Enclosure



o !Clty state, and ZIP Code

o |Inthe Umted States the house or bulldmg
1 number comes before the street. In some|.

. FOCUS SHEET 1-3A e
Return / Inslde Address And D a te i

| Return Address

Examples *

- |The Return Address contalns . '
. The writer’s street address ' v1818 Kendall Dnve

o A comma separates the state or provmce

from the country

‘San Bemardmo Cahforma 92407

v Berkeley, Cahforma

, Toronto, Ontario, Canada o

: Ins1de Address .

Examples

- |The Inside Address contalns
~|The addressee s title, full name

~|Job title o

LCompany name

. |Street address o

5 Clty state, and ZIP Code

._ Mr B111 Rubin

Vice President of Operatrons ‘
Garnet Educational Services

| 1525 Dexter Avenue, Suite 200 E
K Seattlev Washington'9_8390 :

| Lehegracht 46

Amsterdam 1015 DH

countrles the number comes after the ' Netherlands
street o : ‘
o Date | v | Examples
- |Dates are not abbrevrated in busmess letters - American Form:
| Acomma separates. the month and day " month/day /year
form the year. June 12,1997
|In international correspondence dates can’ be _ Alternate Form:- _' ‘
confusing if only numbers are used. You| day/month /year

must sometimes clarify the date.

12 June, "1.9.9'7'_

Longhesd 9985 25157,




FOCUS SHEET 138
Salutatmns And Compllmentary Closes

Use the chart below to match an appropnate salutation with a suitable compltmentmy
close.

" SALUTATION
\ AN

COMPLIMENTARY "
CLOSE
v

Ladies: B

Dear Madam: ‘

Dear Mr. (family name):
Dear Mrs, (family name):
Dear Ms. (family name) :
‘Dear (first name):

Dear Sirs: -
‘Dear Sir:

Sirs:
‘Dear Ladies:

Gentlemen:

Very respectfully yours,

Yours very réspectfdlly,‘

Respectfully yours,

@|®|®|® | Dear Governor (family name):
@ (®|®|® | Dear Professor (family name):
@0 |®|® | Dear Senator (family name):

Yoaurs respectfully,

Very truly yours,

Yours very truly,

Truly yours,

90|00 /0(0 (0|0 Decar Doctor (family name):

Yours truly,

Very sincerely yours,

Yours very sincerely,

Sincerely yours,

Yours sincerely,

Sincerely,

Very cordially yours,

Yours very cordiaily,

Cordially yours,

- Yaurs cordially,
Cordially, '

: Faithfully yours, -
Yours faithfully,

‘ = OK to use
 (Sudlow & Grow, 1993,p.19)
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- FOCUS SHEET 1-3C
Body Of An Application Letter

Application Letter

Examples

Tell what job are
writing about

I am writing in response to the
advertisement in the paper.

o |
I am applying for the position of
secretary.

Enclose your
resume

I am enclosing my resume.
or
My resume is enclosed.

Tell when you’ll

follow up

<

I Will call you next week.
~or
I will telephone you on Monday.

Be positive

<

I look forward to meeting you.

or
I look forward to talking with you
about the position.

( Lougheed, 1993, p. 11)
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. FOCUS SHEET 1-3D
~ End Notations

Slgnature / Typed Name

Examples

The writer of the letter will have his or her
name typed at the bottom of the letter
- with his or her title. This person will
 then sign the letter.

This shows who typed the letter. The
~ wiriter’s initials come first, and they are
capitalized. The typist’s initials come

|In sorﬁe offices, a secretéry will put his or 1
her initials at the bottom of the letter. /
| JKirs

WW%

' Wel-Chen Yang, General Manager

WY/sh

'|__next, and they are not capitalized.

Enclosures

Examples

In many business letters, extra 1nformat10n
or extra sheet of paper is added in the
“envelopes of the letter. If there is just
- one Enclosure, the most common
practice is to simply type the word

- there are more than two items, the word
Enclosure is abbreviated (encl.)

~ extra items in the envelope.

followed by a colon and the numbers of

Enclosure

encl: 3

enclosure in the appropriate location. If | -

CC:

Exémples

ThlS notatlon, followed by people s names,
means that a copy of the letter is being

stand for carbon copy which is how -
- copies were first made before
photocopiers and computer printers.

- |Note: cc is not capitalized.

- sent to other people also. The letters cc -

cc: John Buehner
Stacy Lyon

( Sudlow & Grow, 1993, p. 20)

87




FOCUS SHEET 1-3E
Position Wanted Ads

~ |San Francisco Chronicle o Miiwaukee Post/August 15,1996
June 28, 1997 '

~ [Publisher’s Month‘ly o : T Hong Kong Times|
July 31, 1998 : o o January 17, 1995

(Lougheed, 1993,p. 9,15-17)
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 Parts Of A Letter

Read the following questions and choose the correct answer from Poster 1-C.

1. Who wrote the letter? -
' a. Mrs. Bok
b. Annette Lee

2. th is the letter to? |
a. Mrs. Bok
b. Annette Lee

3. Where does Annette live?
a. 1900 Grant Avenue
b. 16 North Road

4. What did Annette enclose?
a. The Los Angeles Times
b. Her resume ‘

5. What is Mrs. Bok’s title?

a. Human Resources Director
b.  Secretary

6. When was the letter written?

a. June 29, 1997
b. June 28, 1997

(Lougheed, 1993, p. 10)
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WORK SHEET 1-3B
Return / Inside Address and Date

Cross out the line that does not belong in the return address

1. a. 806 Connecticut Avenue - 3. a. 680 Vine Street
b. Dear Mr. Brown b. Seattle, WA 09488
¢. Washington, DC c. May 16, 1997

2. a. Sincerely yours, 4. a. cc:Dr. Ralph Carson
b. 316 Anderson Road b. 55 Chapel Street

Coral Gables, FL 33124 ~¢. Newton, Massachusetts 99377

These are addresses in the United States. Write them in the correct order

1. Adams Street 65 3. Rowe Avenue 145

2. Street Jones 21 4. Fifth Avenue 105

Rewrite the following dates to clarify the correct date

1/6/90 Do you mean January 6, 1990 or June 1, 19907
8/12/95

7/5/96

11/4/97

3/10/84

9/2/98

I O e

( Lougheed, 1993, p. 125-127 )
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~ WORK SHEET 1-3C
Salutations and Complimentary Closes |

" Rewrite the following greetings correctly

1. Mr. Dear Komai, 4. Ms, Dear Burne;
2. DearLockeDr. '5. Dear Mr. Sirs:
3. Dear Ms. Pr_esé | L 6. Dear Dean Iohn,‘

Use the chart of Focus Sheet 1-3B, write all the possible closings for letters with the
following greetings. ’

Greeting | | Closing

1. Dear Mrs. Wilcox:

2. Dear Mafy,

3. Dear Sir or Madam:

4. Deai Mr. White and Mr. Wong:

(Lougheed, 1993, p. 127-128 )
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WORK SHEET 1-3D
Letter Practice

Complete the'sentences r'n thlS letter. Use the appropri_ate words forin the box:

1660 Kendall Drive
'] Sant Bernardino, CA 92407
July 1, 1997

James BenaWra
Personnel _
| The Superior Manufactunng
22 West
Merrytown, 90390

|Dear : Benawra:
Please __ thlS letter an apphcatron fora secretanal posmon in your main office.

I graduated from XY Z High School in 1995 after completing a three-year secretanal course.
My typing and shorthand speeds are 60 and 120 words per minute respectlvely :

1A of my high school and previous Work expmenoe is . T have been empioyed asa parr-
time secretary for the past two years. If given the opportunity,.l believe I would prove myself an asset to
your company : ’ [ ‘ o

I would apprecrate the opportumty to talk w1th you at your ‘ . I'maybe at the above
: address or by telephone (555-2093) : o : o s '

 (Starkey & Penn, 1994, p. 142)



WORK SHEET 1-3E
Fix The Letter

Jerry Sanchez wrote a letter to Century Tradmo Company for applying the posztzon of
office clerk. Put the letter in the right order by numbering the parts (1-12).

Jerry Sanchez

I look forward td hearing form you. >_ '
Dear Sir or Madam:

Personnel Director

Century Trading Co.

1490 Michigan Ave.

Chicago, IL 90487

I'am enclosing my resume. As you can see, I will graduate from Honolulu
City College next June.

I am applying for the position of office clerk which was advertised in the
Honolulu Times of February 20. :

Sincerely,
February 23, 1997

1800 Meyers Road
San Francisco, CA 93768

Enclosure

My major is Business Administration. I can type use a computer and speak
English and Chinese.

I would apprec1ate the opportunity for an interview.

( Helgesen & Adams, 1995, p. 109)
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TEST SHEET 13
- Letter Correction

- Correct the 1 2‘err0rs' in the fblléwing letter. Write your answers ogz"'_the list.

Type of Error Corféction

L Puncmation' . '

. 2 Capitalizaﬁon

3. Word order

4. Punctuation

5. Spelling

6. Spelling

7. Grammar

8Grammar 1

9Sty1e -

10. Spelling

11. Capitalization

12. Spelling

i v(Lougheed,.1(9§3', p.15)
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" POSTER 1-D

The Resume
GINA SIMPSON
. Temgorgﬂ Address Permanent Address
- 1600 University Parkway - 15777 Frostwood
Houston, TX 77948 " Dallas, TX 55874
(409) 475-4847 (387) 473-7574 .
EDUCATION

Texas A&M University. BBA, Finance, May 1987, GPA: 3.85

EXPERIENCE

,’Galaxy Nissan, College Station, TX

1986 - Present .

Safeway Supermarkets, College Statlon, X
'1985-- 1986

Heathcot interiors, Ltd., Houston, X
1983 - 1985

Foley’s, Houstoxl, X
'1981 1983

COLLEGE HONORS AND ACTIVIT]ES

' Enter accounting information into thé company’s

computer system.
As51st in inventory control.

g Cash,ier‘ and assistant manager of customer service.

Mahagement training program
Sold paint, wall coverings, and all mternor

.decoration products.

Handled customer complaints and maintained
inventory levels.

~ Responsible for data entry for 1nventory
. mamtenance

Sold women’s shoes and designod shoe displays.

Alpha Kappa Psi National Business Fraternity (1985-1986) Chair, fund-rmsmg comrmttee
Distinguished Student Award, spring 1984, 1985, 1986
Residence Hall Association representatlve and tutor

Accountmg Society
Ski Club

REFERENCES

Available on request.

(Tebeaux, 1990, p. 185)
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FOCUS SHEET 1-4A
Writing Action Selitences .
'When you write a resume, it should be excmng, like an ad. In many sections, you will =
start each sentence with a verb or action statement. Leave out the word “ I “ as much as

possible. Leave out extra words that are flabby. ThlS is called writing action sentences.

Here is an example:

Regular Sentence " Action Sentences

I can manage my time well. I learn quickly Manages time well, people-oriented.
and I enjoy working with people. Inmy  Elected Home Ec monitor and carried
Home Ec. Class I was elected monitor. out leadership responsibilities.

More Examples of Action Sentences:

Developed strong communication and public relations skills.
Coordinated scheduling and inventory.

Created employee work-efficiency program.

Earned award for outstanding performance.

Sold housewares. »

Trained and supervised 25 employees at retail sporting goods store.
Raised $5,600 for local Red Cross chapter during earthquake relief drive.
Served as chairman of budget planning committee for Associated Students.
Interviewed businesses for market research. '

Designed market plans for local business.

Recruited students and faculty for European seminars.

Monitored and analyzed contract financial status.

Investigated and resolved contractual issues.

Maintained accuracy of contract closeout procedures.

Performed administrative functions for European seminars.

Advised management on contract progress and changes.
'Demonstrated personnel counseling skills.

Wrote detailed closeout procedures for government contracts.

Conducted classroom presentation for seminars.

( Kimeldorf, 1994, p. 64; Stull & Baird, 1993, p. 58, 61-62 )
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 Accurate’
Precise

Busmesshke
- Mature
_ Professional

Competitive

Efficient
Organized -
Thorough

Creative

Cheerful
Friendly
Outgoing

' '.Indepe:ndent
Reliable
. Responsible

'Cooperative
Flexible
Adaptable

Handy .
Safe
Skilled

Considerate
Customer- or
People-

- Oriented -

| Teachahle

" Trainable =

- Energetic
Alert

: Loyal

: _Vefsatile
Competent

» FOCUS SHEET 1-4B
v Words That Descrlbe You

You pay attentlon to detall You make few nnstakes You are careful

You don t clown around or tease a lot You treat people with respect You don’t try to treat
* everyone as a close friend. Instead you treat them like customers or co-workers You
don t use slang. People treat you hke an adult S :

You hke bemg the best at what you do You hke to win.

" You can keep track of thmgs You don’t like messes. You like order You don’t wasted

‘time. You writing thins down to remember them. You rarely loose thmgs You get the job '
done completely :

‘ You a.IWays have new ideas. You solve problems in ways that nobody else has thought of ‘

You like to meet new people You have many fnends You are not shy. People say you are R
fnendly You srmle alot. - : '

You don’t have to be told what to do all the time. You can work on your own. When people
give you a job, they know it will be done When you give your word you mean it. You
hardly ever let people down. , . :

You are polite. You get along w1th people You know how to compromise. Domg v
something new or in a different way doesn’t bother you prressure bmlds you can handle
it. You know how to roll wnh the punches. S

- Youare good with your hands. You don’t mmd gettrng dxrty You work safely and careﬁxlly

You know how to use equrpment and tools.

‘You consider other people’s needs and feelings. You like helpmg others You help others

‘even when it is not your Job You volunteer

You like to learn things. You catch on quickly. You accept criticism and try to improve.

You have lots of energy. You get enough sleep. You are not lazy You pay attention. You
can thmk fast when you have to

You stick by your fnends, or school or place of work. You are 'not a quitter. -

You have many skills necessary to do the job. You can learn quickly.

*(Kimeldorf, 1994, p. 63 )
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FOCUS SHEET 1-4C
Describing Skills

Work in pairs to practice the conversation based on the following chart.

Canshe...? : - Does she like...? | Is she good at...?
Canhe...? - Does he like...? | Ishe good at...?
Canyou...? Do you like...? Are you good at...?
' 4 | 4 . 4
Type |usea speak tomeet |[to ~|math |selling [public
computer |another |people  travel things |speaking
language ‘
v )
Karen |75 wpm. v French x * ° 9 x
v
Carl |65 wpm. v x v x v x ?
Cx v
Sofia (10 wpm.| x Spanish v v K v | v
® i
Ken |35 wpm. v’ .| Japanese v x v ? x
v ki
Jan |60 wpm.| v x v v v v °

- * wpm = words per minute. Karen can type 75 words in one minute.

Examples:
A: Can Karen use a computer? ~ A:IsKaren good at selling things?
B: Yes, she can use a computer. _ B: I don’t know is she good at selling
' ‘ things.
A: Does Karen like to meet people? - A: Can Karen speak another language?
B: No, she doesn’t like to meet people. B: She can speak a little French.

( Helgesen & Adams, 1995, p. 20)
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FOCUS SHEET 1-4D

Word Bank About Occupatlon And Job Skllls e

A Occupations

TourGulde ._‘Travel Agent
~ Hotel Clerk *,,f.».;;jSecretary i

Bank Clerk i":éi-"i’ﬁ"i":‘Sale.S.person I

- Cashier ':‘t‘.{._’,}Teaeher_ S
- ReceptlomSt“z . Computer
| . Technician

B JobSkills

Typlng

,Usmg a computer

vAnswermg phones

Operating cash registers
Driving a truck

- Fixing machmes |

| Usmg equlpment and tools o

(Helgesen_&.AMS, 1995, p. 20) o
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WORK SHEET 1-4A
"~ The Resume

Answer the following questions which are based on Poster 1-D.

- 1. Who wrote this resume?

2. Where does the writer live right now?

3. What is the writer’s education level?

4. What was the writer’s major in school?

5. Do you think is the writer a good student or not based on his/her GPA?

6. What company does the writer work for currently?

7. What éompanies did the writer work for between 1983 and 1986?

8. Which company do you think the writer worked as management trainee?

9. 'What kind of job do you think the writer had when she worked in Galaxy Nissan Co.?

- 10. What honors did the writer earn in school?‘

100



WORK SHEET 1-4B
Words That Describe You

Use the words of abilities on Focus Shéet 1-4B.  Choose one or two appropriate
abilities that will probably need in the following ]ob goals, and explain how it will help
employers.

Example:

|Trainable Job Goal: Dehvery
Reliable How it/they will help employers: I can learn the route quickly and

1nsure that Eackages arrive on time.

Job Goal: Health Care Worker
How it/they will help employers: -

Job Goal: Retail Sales ‘
How it/they will help employers:

Job Goal: Auto Service
How it/they will help employers:

Job Goal: Food Service
How it/they will help employers:

- |Job Goal: Shipping Operator
. [How it/they will help employers:

Job Goal: Computer Operator
How it/they will help employers:

( Kimeldorf, 1994, p. 66-67 )
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 TEST SHEET 1-4

Read about Jerry Sanchez and complete Jer@*sré@me.

“ My name is Jerry Sanchez. 1
live at 1405 Bay Street, Maui,
Hawaii, 96811. My phone
number is 808-555-3416. I was
born on June 12, 1975. 1

- graduated from Pacific High
- School in 1993. Three years ago,"
I started at Honolulu City
College. I am studying Business
Administration. I will graduate
next June. I have a part-time job
at Tower Records. I’'m a clerk.
I’'m good at typing (65 wpm) and
I can use a computer. I speak
two foreign languages: Spanish

- (advanced) and Japanese
(elementary).” -

1 A 13,
2. 8. X L 14
4. 10. ' 16,

5 11. 17
6.

12. » | 18.

( Helgesén &'_‘Adams,v 1995, p.21)
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FOCUS SHEET 154
. ' Basic Interview Questions

1. Are you working now?

2. "Whe'r‘e did you‘work? -

3. Are you interested ‘in permanent or temporary work?
. ‘Do you want to work part-time or full-time? |

5. What shift can you Work‘? - |

6. When can you start? - -

. 'Wha’.c salary are you léoki\ng for?

8. Do you have a list of your references?

~ (Johnson, Levey & Chafcouloff, 1996, p. 229 )
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'FOCUS SHEET 1-5B
How To Answer Basic ’I'nteryiew Questions

Before you go toan 1nterv1ew 1t 1s 1mportant to think about your answer to questlons
an 1nterv1ewer can ask you. Here are some 1deas to help you prepare good answers:

'0, | Are you workmg now? If you are worklng, you should say “ Yes and tell the
~ interviewer where you are workmg All of your work expenence w111 helpyouina
new job. G S

® Do you want permanent or temporary work? / Do you want full-time or part-
- time work? / What schedule can you work (shift/days/hours)? It is important
to be flexible. Sometlmes acompany does not have the type of job that you want.
If you are flexible and you accept any position, the company mlght grve you the
_ type of ]Ob you want in the future ’ '

LA When can you start? Intervrewers usually want job applicants to start work very
~ soon. If you cannot begm to work Very soon, you 'should wait to apply fora _]Ob

® What salary are you lookmg for" Before you go to an 1nterv1ew it'sa good
~ idea to find out the usual salary for the job you are applying for. You can read want
- ads or talk to friends to learn more about usual salaries. When the interviewer asks
you about salary, do not tell the interviewer the number of dollars that you want.
-~ Instead, you can say “ 1 am open (ﬂexrble abut salary) Zor“I’d hke the salary you
usually pay for this posrtlon

o Do you have any experience for‘vtliis job? Te_ll» the i_nterviewer a little about |
your experience. If the interviewer asks you for more information abut your
- experience, talk about your past Job dutles and/or’ your job skills.

- ® Could I call your supervnsor" It is usually a good idea to say “Yes “ because
your supervisor can be a reference for you. You should tell your. supervisor that
you are looking for a new job. If you do not want your supervisor to know that you

' are lookmg for anew job, you should explaln thls to the 1nterv1ewer

o Do you have a list of your reference" When an 1nterv1ewer asks this question,
- . he or she wants to see your reference. You should say “ Yes « and give the
1nterv1ewer your references - :
~ (Johnson, Levey & Chafcouloft, 1996, p. 168 )



WORK SHEET 1-5A
Basic Interview Questions

Listen again to the questtons in Focus Sheet 1 -5A What should a ]ob applzcant say
next’ Circle the correct letter or letters '

Yes, I do. I'm available immediately.

1 &
- b.  Yes, I am. I'm working at Rainbow cleaners.
C.  Any schedule is fine. ‘ ‘
5 a. Iworked for s1x years. .
b. No, Ididn’t work here before.
~ €. I'worked at the National Bank.
3. @ Yes, I am very interested in this job.
. b. Yes, I have a permanent job.
c. I prefer permanent work, but I'm ﬂexible
4 a:. 1 prefer ﬁﬂl—ume but part-tlme is okay
'b. - Yes, I do. And I can start tomorrow.
c. I'm avallable days or evemngs ’
5 a .~ Yes Iean work evening hours.
~ b.  I'm flexible about schedule.
¢. Inmy last job, I worked ten hours every day
6. a. Yes Ican. I can work on the weekends
b.

" I can work any shift. .
¢ Ican start next Monday.

7 a I'mopen.T’d like the salary you usually pay for this
- position.
"~ b. My salary was $8.00 an hour i in my last job.
C. Yes, that’s ﬁne for me.

g a DI'msomy. Idon’t want my supervisor to know I'm
- looking for a job.
b. - Yes, I do. Here you are. '
¢. I’mopen, but I’ve heard that the usual salary is $9.00 to
$12.00 an hour.

~ (Johnson, Levey & Chafcouloff, 1996, p. 172 )
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- WORK SHEET 1-5B
~ How To Answer Basic Interview Questions

Write t_h.e different Ways to answer each questioh, using the answers in the box.

PartA:
1. When can you start? -
b.

~ 2.Do you want permanent or temporary work?
-a ' - R T

b.

3. Do 'YOU;Want: full-time or P:art-’timléwork? o
ca_ S RN

b.

4, What schedule can ydu work?
a. _

b

5. What salary are you lboking fdr?’ o
a. _

b._

(Continued ) -
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.~ WORKSHEET15B
~ How To Answer Basic Interview Questions

Write the different ways to answer each question, using th’e answers in the box.
6. Do you have any experience for this job? -
b

7. Are you working now?
a |
b.

8. CouldI call your supei'Visor?
. L _
b

9. Do you have a list of your fefefeﬁcés?
. el

- b._

( Johnson, Levey & Ch'afCOul_off,‘ 1996, p. 169-170 )
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' WORK SHEET 1-5C
Job Interview Checklist

Directions: o : :
- 1. Ifyou observed the skill put an “ X “ under the column observed. Otherwise draw a line through
that skill. ‘ ‘

- 2. Read the maximum points allowed for that skill.
- Score the student, putting in the points you would give.
4. Write comments you think will help the job seeker.

w

Job Interview Skills Observed . Maximum Points ‘ Comments

_ Points Scored
Dress & appearance , 3
Courteous 1
Voice: loud & clear 1
Good eye contact - 1
Shake hands/Introduces Self ‘ 1
Answers questions well (Please record questions)
Gives minimal one or two- -1/ question '
words answers only (-5 pts. max.)
Gives at least 1 example ’
- when asked questions..... +2 / question
t0 prove answer..... ' (10 pts. max. )
Gives detailed examples
when asked questions +5 / question
including the following: (15 pts. max. )

* Tells where (1 pt.)

* Tells what ( 1.pt. )

* Tells when (1 pt.)

* Tells results (1 pt. )

* Tells how it will help
employer ( 1 pt. )

At the end of the interview 1
Shakes hand/Thanks you

State interest in working for 1
you / having job

Leaves resume or card

Asks to check back 3

Suggested Scoring Range Totals ‘
Max. 32 -37 ... Very Good 26 - 22.... Good 17 - 21 ... Satisfactory

(Kimeldorf, 1994, p. 124-125)
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TESTSHEET1-5
| Select the best response for eac?t of the Questibns below.

‘1. When can you start work?
‘a. Anytime next week
b - Will next week be okay with you? _ B
- Although I prefer Monday, I can start now, 1f you would like me to.
2. Can you give me one or two references?
a.  One of my teachers, I guess. ’
- b.  You can talk to the manager at SunRay Cleaners or my teachers
- ¢. - You can contact Miss Anne Willis, my high school English teacher, and
Mr. Randy Campos the manager at Sunex Co where T worked before.
3. ;Why d1d you leave your last job?
I wasn’t learning nothing, and I never was going to get ahead.
' b. I .couldn’t get along with those people.
¢. Twanted to find a company that offered opportunmes for advancement
- - and training for its new employees.
- 4. I noticed on your application that you live all the way across town. Wwill you .
have any difficulty getting to work? »
. a Yeah, that’s why I started not to come here
'b. - Well, this morning I caught a ride with a friend.
c. - I've already considered that. And I can make arrangement to get to work
every day, on time. _
5. What can you tell me about your experience on the cash1er‘7
- ~a. Ain’t nothing to tell. I just used the register. :
b. - I operated the Accu-Count X3 reglster while workmg at Sears
- Department store as a cashier.
c. I worked the register at Sears Department store.
6. Why did you decide to try our company?
~a. Idon’t know. I'm just trying everybody.
b. Intoday’s tough job market, a person has to try every company ‘with an
opening that matches his/her quahﬁcatlons and expenences
- ¢. Icouldn’tleave a stone unturned..
7. Why did you decide to take a job while still in school"
a. There’re some things I want to do, and a job will make it easier.
b. My mother said find a job... sohere Iam. -
. ’m old enough now to work a part-time _]Ob after school, and may famﬂy
could really use the extra income. i :

. (Starkey & Penn, 1994, p. 158-159)
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~ APPENDIXB: TEACHING MATERIALS FOR UNIT TWO
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' Goal:

UNIT OVERVIEW

" Unit Two: Business Across Cultures

The goal of this unit is to explore issues of crosscultural differences and possible

resolution in the business context. Employing a broad range of communicative

activities, this unit teaches students business practices in different countries around the

o world and helps them to compare these with their own ideas and values. This unit is

deSigned for the business, niaj or to practice thinking critically, solving problems,

acquiring cros$Cu1turé1 aWareness, and d“eveloping oral communication skills while

learning Busviness’English. “As the S_ame, 'pair.work/group work, simulation, presentation,

and game are included to help st_udents éxplore solutions creatively while increasing their "

- fluency in English.
Content:

Lesson One:

Lesson Two: -

Lesson Three:

Lesson Four:
Lesson Five:

- Lesson Six:

- Making Acqu_ainta.ndes in the World of Work

Business 'Socialing - Social Entertainment

Eating and Drinking Etiquette

Business Air Traveling

| ‘Cross-Cultural Marketing |

Intercultural Negotiation - Making a Deal
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LESSON ONE: MAKING ACQUAINTANCES IN THE WORLD OF WORK
Objectives |

1. To learn vocabularies of occupations,'and the ways for addressing people
2. To recognize countries and nationalities :
3. Learn how to make initial contacts in business |

Vocabulary: occupatlon receptlomst accountant deputy managing director,
: public relations officer, nickname, colleague

Materials

Poster 2-A; Focus Sheet 2- 1A 2 1B, 2 1C, 2-1D; Work Sheet 2- 1A 2-1B;
Test Sheet 2-1

Involving students’ background, interests, and prior knowledge
Ask students the following questions:

Could you name your ideal occupations in English?
~ How do you introduce yourself in a conversation in which you have never met
the other person?
Can you tell me what country you are from and what is your nationality?
In your own workplace or place of study, whom do you call by their ﬁrst
names, and whom by their last names?

Teaching with variety
Visual:  Use Poster 2-A to show how to interpret occupations in English.

Activity: 1. Describe _]ObS and responsibilities among these occupatlons shown

in Poster 2-A.

2. Provide Focus Sheet 2-1A to demonstrate the introduction and
address system.

3. Distribute Work Sheet 2-1A to students, and have them work in
pairs to answer the questions about titles in their culture. |

4. Distribute Work Sheet 2-1B to students, and work in groups to fill
out the countries and nationalities exercise.

5. Use Focus Sheet 2-1B to pair students to ask questions of each
other about their names, nationalities, companies, jobs, posmons
‘and responsibilities.
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Responding to diversity with a range of activities
Game Competition: Use Focus Sheet 2-1D to practice the speaking exercises in
meeting people through a group game. :

ELD vocabulary support: 1. Use Poster 2-A to provide visual support for
important vocabulary about occupations.
2. Use Focus Sheet 2-1A and 2-1C to give some
' useful and important phrases in introductions
and job descriptions.

Primary language support: Label the vocabularies about occupations, and
' countries in Chinese. '

Take home: Ask students to write an fictional profile about themselves by
using the following topics: name, company, responsibilities,
- nationality, position in the company, and home town.

Assessment
Listéning and Cloze Test: Use Test Sheet 2-1.  Students will hear three
conversations in which people are meeting and being introduced to each other.

Students are expected to fill the blanks with the key words spoken in the three
- conversations.
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LESSON TWO: BUSINESS SOCIALING - SOCIAL ENTERTAINMENT
 Objectives o

L Socialing with couéague; _
~ 2. Entertaining business clients -
~3. Practicing social chit-chat

- Vocabulary: acqualnted decline, casual, karaoke racquetball caviar, nachos,
’ gm and tonic, margarita o

}Mat‘elfials | | |

Focus Sheet 2-2A 2-23' Work Sheet 2-2A 2-2B 2-2C" Test Sheet 2-2
| Involvmg students background, interests, and prlor knowledge -

Ask students the following questlons

Is it common to soc1allze with employees from different levels of the
company?
- What is different about somahzmg with friends and socnahzmg with
colleagues"
What are common ways of socializing with busmess colleagues or
* entertaining business clients?
What kind of topics do you usually talk about dunng busmess socializing?

Teachmg with variety

- Activity: 1. Use Focus Sheet 2-2A to provide students with new vocabulary

presented in a realistic context of business social activities.

2. Distribute Work Sheet 2-2A to students; pair students to talk about
the differences between socializing with friends and colleagues.

3. Distribute Work Sheet 2-2B to students, and work in groups to
discuss the ways of different cultures entertain business clients.

4. Distribute Work Sheet 2-2C to students and match the proper reply
to the right comment that happened in social conversations.

Responding to diversity with a range of activities

Social Chit-Chat: Have students work in groups and find out about each group
~ member’s interests. | ‘
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ELD vocabulary support: =~ 1. Provide cue cards created from Work Sheet 2-
v — 2C that offer useful expressions for
~ conversational practice.
2. Use Focus Sheet 2-2B to provide visual
vocabulary about recreation, social drinks and
appetizers. :

Primary language support: Label visual vocabulary in Chinese.

Take home: Plan a two-day entertainihg agenda for a client who comes from
the United States, and present it to the class.

Assessment

1. Students will present an individual entertainment agenda at the next class.
2. Use Test Sheet 2-2 to evaluate students’ understanding in social conversations.
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LESSON THREE: EATING & DRINKING ETIQUETTE
Objectives
1. To leam how to read menus and order food

2. To learn tips on eating and drinking etiquette
3. To practice table manners by role playing conversations

~ Vocabulary:  dressing, entries, appetlzer cocktail, utensils, slurp, burp, napkm
etiquette ‘
Materials

_ Poster 2-B; Focus_ Sheet 2-3A, 2_-3B, 2-3C; Work Sheet 2-3A; Test Sheet 2-3
InVolving st_u_dents’ background, il_ltevrests‘,vand prior knowledge
 Ask students the followmg questlons

Have you ever eaten outin a Western restaurant"

What kind of Western food do you like? -

How many rules do you know about Western table manners?

What table manners are polite or impolite in your country whlch are not that
way in other countnes?

Teaching with variety

Visual: 1. Use Poster 2-B to show a menu. ,
2. Use the pictures and vocabulary cards to show the vocabulary about
~ menu facts and table manners. :

3. Play the video to 1ntroduce the proper table manners in dining.

Activity: 1. Use Poster 2-B to 1ntroduce the food on a menu.
2. Use Focus Sheet 2-3A to explain the tips on reading menus. -
Have students work in pairs or groups of three to role play the
simulated conversations to practice offering and ordering
~ expressions. '
3. Distribute Work Sheet 2-3A to students and work in groups to
- compare the dlfferent eating and drinking habits between people in
- the United States and those in your country.’
4. Use Focus Sheet 2-3B to discuss as a class the etiquette for
- attending a dinner and setting the table.
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: :Responding todivetsity with a range of activities

'Cooperatlve Tasks: D1v1de students into groups Students a531gn themselves to
 be the role of waiter/waitress, customers ‘host/hostess or guests, etc.  In the role-
- play process, students need to imagine dlfferent situations and design conversations
~that are related to the language learning of eatlng & dnnklng Then they make a
- formal presentatlon to the class.

" ELD vocabulgy pmrt: " 1. Use Focus Sheet 2-3Cto prov1de visual
: . : ~ vocabulary about the meals. -~
2. Offer useful expressions on the board about
o offenng and ordenng dlalogues

_ _Prima_ry‘ language support: Label the vocabulaly and menus in Chinese.
~ Take home: . Prepare for the Hrol_e-play presentatlon at t_he neXt‘class. ‘
- Assessment S

Use Tes_t Sheet 2-3 td evaluate students’ 'understanding éihout this lessbn.



LESSON FOUR: = BUSINESS AIR TRAVELING

Objectives
1. Simulating the situations at the air traveling
2. Rules and regulations for air traveling
- 3. Hotel check-in SR
4. Learning business travel jargon

Vocabulary: boa.rding, cockpit, flight attendant, aisle, reservation, .
steward/stewardess, reconfirm, skycap, jet lag

Materials

" Poster 2-C; Focus Sheet 2-4A, 2-4B, 2-4C; Work Sheet 2-4A, 2-4B, 2-4C;
Test Sheet 2-4.

Involving students’ background, interésts, and prior knowledge
- Ask students the following questions:

Who has traveled overseas?

Which means of transportation do you usually use for overseas travel in your
country?

What kinds of knowledge should one have for overseas traveling?

Did you book the air ticket and make the hotel reservation by yourself on your
overseas traveling?

Teaching with variety

Visual: 1. Use Poster 2-C to show important vocabulary about air travel.
- 2. Use a notebook computer connected to a TV screen to demonstrate
‘how to use E-mail to communicate with one another.

Activity: 1. Use Focus Sheet 2-4A to simulate situations that might be met at

an airport and what should be done.

2. Distribute Work Sheet 2-4A and Work Sheet 2-4B to students.
Have they study the rules and regulations at the airport, then work
in groups to practice how to solve problems encountered during air
traveling. , ,

3. Use Focus 2-4B, work in groups to practice dialogues that take
place at hotel check-in. '
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4. Dlstnbute Work Sheet 2-4C to students; go through the
conversation of business travel jargon. Then try to figure it out

- the meaning in standard English. -

5. Ask students to design an overseas travel plan and E-mail their
itinerary to other classmates.

Responding to diversity with a range of activities
~ Simulations: Divide students into groups and have them simulate the different ‘
situations at the business travel such as airport check-in, hotel reservations,
immigration, customs and so on.
ELD vocabulary support: ‘1. Utilize Poster 2-C to offer vocabulary about air
travel. ,

2. Use Focus 2-4C to offer vocabulary about
customs and hotel check-in.

Primary language support: Label the vocabulary in Chinese.

Take home: Have students summarize and create one paper about travel tips
and present it to the next class.

Assessment:
1. Students will present an oral travel tips paper at the next class. Refer to

Figure 2: Oral Presentation Evaluation Checklist for assessment.
2. Use Test Sheet 2-4 to do cloze exercise.
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LESSON FIVE: CROSSCULTURAL MARKETING
~ Objectives

1. - To learn ways to promote products and brands in marketing
2. Tolearn the differences in marketing products across cultures

Vocabulary: advertrsement commercral coupon brochure catalogue, leaﬂet
- exhibition
Materials:

Poster 2-D, 2-E 2-F 2-G, 2-H; Focus Sheet 2- 5A 2- 5B 2 5C; Work Sheet 2-5A,
2-5B, 2-5C, 2- 5D Test Sheet 2-5

Involving students’ background, interests, and prior bknowledge
Ask students the following questions:

Can you name ten well-known products and brands in the world?
What are the factors that might influence you when purchasing products?
What is the most unforgettable advertisement or commercial you have seen? -

Teaching with variety

Visual: 1. Use visual brands/logos of companies and advertisements in
nEwspapers or magazines.
2. Using a notebook computer connected to a TV screen, demonstrate
how to use the Internet to access some famous companies’ home
pages and browse advertisements on Web sites.

Activity: 1. Show Poster 2-D, 2-E, 2-F, 2-G containing advertisements and
discuss the questions on Work Sheet 2-5A.

2. Distribute Work Sheet 2-5B to students; work in groups to discuss
the best methods of promoting these products provided on Focus
Sheet 2-5A.

3. Use Focus Sheet 2-5B to recognize the famous global brands, then
distribute Work Sheet 2-5C for students to answer the relevant

‘ questions. :

4. Utilize the reading on Focus Sheet 2-5C to emphasize the
importance of cross-cultural awareness in marketing, then work on
Work Sheet 2-5D for reading comprehension.
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Responding to diversity with a range of activities

Work in Groups: Have students collect sale ‘adv‘erti'sements for grocery stores,
and compare five products for sale in these stores. Decide which store has the

- most competitive pnces and what kind of promotlonal methods does each store
used.

Learning center: ‘Use Focus Sheet 2-5C as an example of comparative
analy51s in soft drink advertlsements

ELD vocabulary support: - Write on the board the main descnptlons of each

, advertlsement
Primary language supp ort: Label the important vocabulary on advertlsements
' : o in Chinese.
Take home: ‘Have students find their favorite advertlsements In newspapers or

~magazines or on the Internet and present them during the next
* class, explalmng why they thlnk the ads are effective.

Assessment
1. Students w111 present 1nd1v1dua1 favorite advertisements at the next class.

Refer to Figure 2: Oral Presentation Evaluation Checkhst for assessment.
2 Use Test Sheet 2-5 to practice word forms.
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LESSON SIX: INTERCULTURAL NEGOTIATION - MAKING A DEAL
Objectives

1. To learn crosscultural awareness in business 'negotiation
2. Toleam how to negotiate a busineSs agreement

- Vocabulary: =~ bargain, concess1on commitments, warranty letter of credlt
T _ Tepresentative, penalty

v Materials

Poster 2-I; Focus Sheet 2-6A, 2~ 6B 2-6C; Work Sheet 2-6A 2-6B, 2 6C, 2-6D;
‘Test Sheet 2-6

Involving students’ background, interests, and prior knowledge
Ask students the following questions:
In yourbcou'ntxy, is it common to negotiate the price of goods in a market?

What kinds of products or services are negotiable in your country?
‘What terms of sale in business negotlatlon do you emphasize the most?

Teaching »Wlth varlety :

Activity: 1. Showing Poster 2-I to the class, ask students what is wrong with

each comic; then demonstrate the important strategies in busmess
negotiation.

2. Use the reading on Focus Sheet 2-6A to teach students about
cultural differences in negotiation, then distribute Work Sheet 2-
6A to have students do the comprehension check.

3. Use Focus Sheet 2-6B to simulate a conversation in negotiating
terms of sale. ~ Distribute Work Sheet 2-6B to evaluate if students
understand the meanings of the expressions in the dialogue, then
‘have the class work in pairs to take turns being a customer and
supplier to practice the conversation. ‘

4. Show Focus Sheet 2-6C to demonstrate the most common terms of

sale in contracts; then distribute Work Sheets 2-6C and 2-6D to
have students work on dialogues in negotiating these terms.
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Responding to diversity with a range of éctivities

Simulation: D1v1de the class into two groups, A and B. - Group A reads the
seller’s information in Focus Sheet 2-6C. Group B reads the buyer’s information
in Work Sheet 2-6C. In each group, decide what items are necessary and non-
negotiable and what items may be given up in the negotiation as concessions.

~ Next find a classmate from the other group and negotlate an agreement. Then
write down your agreement and go back to your own group to find out whlch
member got the best deal or the worst deal.

 ELD vocabula_ry”’support: : Utilize Focus Sheet 2-6C to offer some ithportént.
- ~ vocabulary about the terms of sale in negotiation.

Primary langu_a‘g’e svupp_o} ort: ~ Label the terms of sale in Chinese.
Take home: - Write up a plan for the two groups that will result irt a more
' - successful negotiation, then share the plan with the class.

- Assessment

1. Students will present their individual successful negotiation plan at the next
class. Referto Flgure 2: Oral Presentation Evaluation Checklist for
~ assessment. 4
2. Use Test Sheet 2-6 to do the word forms practlce
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'Occupations

1. k31
BRI

R YT

Cgaw
M X
RLARR S

Feidara

A i ) 1 Eeg o
1. weather forecaster -~ - - o ES
2. newscaster . ) TR XU
3. artist =
4. photographer. L .
S. model. ‘ SUAKEKRAR
. 8. tashion designer ORI
7. writer ’ - 154
8. architect Comit
9. disc jockey (DJ) . o
10. cameraperson )
11. reporter )

12, salesperson

. Media and Arts

© (Pamwell, 1989,p.86)
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. Banking

. officer .

. securnty guard
. teller

. Business Workers

. computer programmer ~
. receplionist

. -accountant

. _messenger -


http:Pamwell,1989,p.86

RSN FOCUS SHEET2-1A
o Introductlons and The Address System

Ilitroductions .-

K ”Introducer ‘|Response A Response B
 [More [I’d like to introduce Henry " [How do you do? |[How do you do?
formal Cheng ‘ O o ‘f
. [Pdlike to mtroduce Mane - |Glad to meet you. |The pleasure in |
1 Brandon. ’ - |+ mine. ‘
I’d like you to meet Patnma Nice to meet you. |Nice to meet
Murphy. 1T | you
! [Pdliketo mtroduce Tc ony  [Pleased to meet [Nice to meet -
o Angelo. | you. | you
Less  [I’d like you to meet Aklko Nice to meet you. [I’ve heard so
formal | Sato. | | . much about |
SR e you. |
’ Thls is Ali Hassan. Hi Hi
o Self-Introductions, R
| : HSelf T BRI S Response |
More Hello. I'm John PleSSlS ~ |How do you do‘P I'm Juhe
o | - |Duarte. | |
- Wformal |[Hello. My name 1is George ~ |Pleased to meet you. I'mSue
| Kyrkostas. ~ Washington. L
- I - [I don’t think we’ve met. I’ Nic‘e-to meet you. I’'m Eva Beck. |
Y " Young Kim. N
Less H1 I’m Mike. What’s your , H1 I'm Margaret but everyone
formal | name? e calls me Peggy
(Continued )




| FOCUS SHEET 2-1A
Introductions and The Address System

Addréss Forms

Address Forms

|  |Function
Formal |Dr. Snow - Title + last name
| Professor Schultz -~ |Used in fonnal 51tuat10ns
Mr. Carnegie |Mr.: aman
Miss Scaife Miss: a single woman
Mrs. Snow |Mrs.: a married woman
Ms. Newman ~|Ms.: a single or married woman
Susan  |Full first name
Melanie |Note: Some people want the1r full ﬁrst
. - [Patricia name used in all situations
Informal |Anderson _ |\Last name only
L Smith - Used in sports or in the military, and in
 |Pearson - - |some offices. Used by a superior to a
Polifroni subordinate or among equals. Do not
‘|use this form unless you are certain that it
is appropriate. 2
Sue Short first name
" |Barb Not all names have a short form, but
~ [Pat many do. '
Bobby Diminutive first name =
‘ Some people consider this form Chlldlsh
_ , so make sure it is appropriate to use.
lUntimate  |Red Nickname 7 1
* ISunny Very informal; should be used only When |
Chip " |you are sure the person wants you to use
IT.J. |this form.  Some names are very
Flip |personal and can be insulting 1f not used

‘ properly

 (Tillitt & Bruder, 1996, p. 16-18 )
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FOCUS SHEET 2-1B
Personal Details

What's
. (Whatis)

| his I name?

her

What nationality is | he?

she?

Ter 03 %03 0171

P 103 82 099

Who does

| he ' work for?

Where does I she l work?

What's

bhis |'position in the company?
her

e~ 2

SKANESBANKEN

Birgie Sverasen
Oupty Managng Ovaster

MADRLD
Teb 1431 2027
Fax: 14231314
Taten: 43931

Margaria Videl Romere
Publuc Relowons Offeoer
Pasos de la Camalians 201

75037 PAnLS CEDEX 07
Yo THIT W M

Tews 61711 .00 0 °

( Hollett, 1992, p. 10)
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’ FOCUS SHEET 2-1C
Phras&s Used in an International Conference Conversations

GREETINGS
Good afternoon!
Hello, Robert.

~ How nice to see you, Helen!
How are you doing? ‘
What a pleasant surprise!.
Long time, no see.

CLOSINGS
Well, I am afraid I have to be going.
I really must go now.
It’s been a pleasure.

- It was nice to see you.

- Nice to see you again.

‘Talk to you later.

JOB DESCRIPTIONS

- Where do you work?
What kind of company do you work for‘?
Whom do you work for?
Which field is your company in?
What’s your position in the company?
What’s your responsibility in the company?

COUNTRY / NATIONALITY
Where are you from?
Where do you come from?
What’s your nationality?
Are you from another country?
What is your native language?

' How many language can you speak?
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- FOCUS SHEET 2-11)

TalkItOver B

, Ask another person
where they come ﬁom

| Ask another person at
| the conference what
their job is.

You are all pamcrpants at an.
" international conference.
Toss a coin to move - Heads,

move one square. Talls,
move two squares. - Follow
the instructions on each square
and start conversations.

mlluvrs,g

about thelr companies.

position they work in. |

The first person to finish is the_

@‘HSINIJ

Wlmlel'

Ask another persons

Ask another per'son‘:'
about the division or

 (Hollett, 1992,p.13)



- WORK SHEET 2-1A

o Answer the followmg questtons about titles in your culture. Share your answers wzth
a partner and ¢ compare them to those of an Amencan provuled in the chart.

You

Americans

~ |How do you address

1 Your Classmate

1 By first name or
classmates in your home |\nickname.
country? : "
[How do you address your| ~ |By first name or
_ﬂbusmess colleagues in ‘ e nzckname ’
~ lyour home country? . . :
[What different titles do - e use Miss or Ms. for

you use for women?

unmarried women and
Mrs. or Ms. for

boss or supervisor?

| _ \married women. .
[What different titles do We always use Mr. for

you use for men? * |both young and old,

: ~ L married and
- unmarried.

How do you address a Usually by first name. .

person at your business / | '
Isocial level if you have

just met? ‘ v - _ ,

How do you addressa \Usually by first name. -

If there is a large

. |difference in power, we|

|may use Mr. or Ms.

“How do you address 2

~ Isecretary of receptionist? _, RN

|By first name.

Are there special titles
for people in a company

~ |depending on their

'~ |position or their

~ [these titles?

leducation? Do you use

 |In a company we do

not use different titles

_ for different positions.

Educators and other
professionals

|sometimes use their

" |academic titles but

|mainly in business

* (English & Lynn, 1995, p. 26)
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WORK SHEET 2-1B

Countries and Nati'onalities

'Countfy )

Japan

Natlonahty v
Japanese B

American

The USA
Italy

Italian

Sweden

Swedish

INorway

Norwegian

~ [France

{French

- [Switzerland _

Swiss

Germany

~ |German

The Netherlands

Dutch

 [Britain

|British

, Work i in groups and dzscuss what are each company ’s country and _
B natzonalzty ' - : '

* Company |

|Fiat

COuntry / Nationality

Samsung

[Toyota

- |L’Oreal

. Rolls-Roycé )

Siemens

~[Philips

. lacer

}:‘:»‘vrﬂfMacDonallcl?Sﬂ, B

(Hollett, 1992, p. 12)



- TEST SHEET 2-1

You’ll hear three conversations in which people are meeting and being introduced _
to each other. Listen to what they say to each other and fill the gaps below:

1. Alex White, a new employee, meets Chris Grey. »- . '
Alex White: I’djustliketo = . My name’s Alex White and

. I’'m the new export sales co-ordinator. o
Chris Grey: Oh,yes. I'veheard of you. How ? Tam

- Chris Grey. ‘ you......

2. Liz Jones, a colleague from Canada, is visiting the office in London.

Tony Harris: ~ Ms. Smith, I’d Mrs, Johnes. Mrs.
: Jones is from our sales office in Toronto. - ' ‘
Liz Jones: Hi! ’ :
Claire Smith: ' 3 ~,Mrs. Jones? I’ve been
, E » _meeting you.
Liz Jones: Oh, please : Liz.
- Claire Smith: And I’m Claire. ‘
.Liz Jones: Hi! : :
Claire Smith:  Well, Liz, didyou ‘ ?

Liz Jones: Yeah, not too bad... ...

3. Miss Lucas, a visitor from Argentina; is introduced to Mr. Evans.

Mrs. Green’ ~ Mr. Evans, Miss Lucas?
- She’s from Argentina. : ‘
Mr. Evans: Yes, I think we’ve met before.  It’s ) !
Miss Lucas: . That’s right, hello again. , 2

Mr. Evans: Fine, thanks...... ...

(Jones & Alexander, 1996, p. 8)
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_ FOCUS SHEET 2-2A

o (Continued) ..~ = |
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Focus SHEET22A

Ctrcle the words that are most s1mzlar in meanmg to the words in ltallcs (taken form
the story) S ' ' ‘

1. He decIded to throw a party for the whole office. =~
o a. ~ to go out with a group of people
b. o have a party
c. togotoa party

2. He thought it would be a good way to get acquaznted wzth everyone
| a.  togetto know :
b.  toget tiredof
. ¢ toplease

30 He w was pleased that no one had declmed hlS 1nv1tat10n o
’ " had said maybe to

b. had said yes to
¢.  hadsaidnoto -

-4 ‘At the house he served a bzqfet of snack foods and dnnks . |
< a'.‘ ~ asmall amount

b, ameal eaten around a table
c. food to be eaten away from the table

5. The manager hked thxs casual style of partles
“a. relaxed =

: b. 1mpersona1

e happy '

6. They also were not used to soczalmng together
o a spendmg time together while worklng =
b, spending time together as friends
W c spendlng time together whﬂe eatmg
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R FOCUS SHEET 2—23 :
o ;_Words Bank in Soclal Chlt—Chat

'."“I_".l‘.tere'stsi':‘?_'}yr.'.5", ‘."..'.Karaoke i o N ‘» Bowlmg

S fRaquetball SRS R Cyclmg |

e v;f.';';Cross Country Sknng H1k1ng |
i ‘j . fGolf . SR Camplng | |
& '”'*"‘fv’j"'f”ijoga» | Fishing

Socmannks ‘G1n and Tomc Beer B

B ,ff-fMarganta o _‘ i‘;;Long Island Ice Tea_" |

Scotch Ju1ce

Onlon ngs
Cheese Ball - 2 ‘Buffalo ngs |

i :;Fmger Sandwwhv‘;j‘ "f""’:’.’._"‘:j’f.,'.;Nachos

_»i“’vMelon Ball Chlcken Stnps | |
o Cav1ar %.;fShrlmp COthall T




' WORKSHEET2-2A
~ Socializing With Colleagues _

Check the places you go and things you do with friends and colleagues.

WITH FRIENDS WITH COLLEAGUES
Where to Go Where to Go

—___Bar ____Bar

Restaurant _____ Restaurant
____Night club ____Night club

Home ____Home
___ Golf or tennis club __ Golf or tennis club
__ Outdoors . Outdoors
___ Other Other
What to Do What to Do
____ Drink together | ____Drink together
___Go out to lunch or dinner __Go out to lunch or dinner
__ Throw a party ____ Throw a party
_____Have a banquet ____Have a banquet
____Play a sport together ____Play a sport together
__ Get together with family ____ Get together w1th family

Other Other

DISCUSSION

Answer the following questions as a class.

i s

" (English & Lynn, 1995, p. 38)
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What is different about the social time you spend with friends and the colleagues"
- How often do you go out with colleagues?
Do you think it is good to socialize with 'your colleagues? Why or why not?
- In English there 1s a saying, “Never mix business with pleasure.”
with this saying? - Why or why not?

- Do you agree



WORK SHEET 228

Entertammg Busmess Chents

Cultures differ when it comes to entertazmng busmess clzents. Read the
followmg examples and then say what is done in your culture.

f :‘Soutfh Kore'a}

Dinner parties, drinking, and

singing in Karaoke bars and

| sometimes in Ksaengs (mght clubs |

- with hostesses).
| ;Playlrng golf together.
Spouses are not usually included.

Spain

" Usually lunch or dinner in a
restaurant, not someone s house
Spouses rarely come along.
Guests may be accompamed or

_offered tickets to cultural events.

United States

‘Dinner in a restaurant or at home.
- Spouses are often included.

| ‘Playing golf, tennis, or racquetball

‘Guests may be accompamed or.
- offered tickets to cultural or sports
_events. |

|Your Country

(English & Lynn, 1995,p.39)
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 WORK SHEET 2-2C

' Match these replies to thé'right comment.

a.
b.
c.
d.
€.
f
g
h
1.

i

k.
1.

Yes please. DIl have a gin and tonic.

Yes, itis. Ididn’t expect all this traffic.

It’s very good of you but I’d like to Walk;

Cheers!

That’s right. T'm from Brazil.
Cheerio then. See you tomorrow.
~It’s Emma. Emma Tanner.

Yes it is, isn’t it?

"Don’t worry. I’ll have an orange juice instead.

. The Sheraton. It’s not far from here.
Very good indeed, thank you.
Thanks. They look delicious.

( Hollett, 1992, p. 55 )
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TESTSHEET2-2

Decide which 'repiies are possible.

(Mbré,than oile may be OK)

" 'SOCIAL CHIT-CHAT QUIZ

1. Hello. Howareyou? -
- a. I'mvery fine, thank you.
b. Nottoobad.
- ¢.  Fine thanks, and you?
2. This is Stewart Edwards.
a. How do you do?
" b.. How are you?
o Pleased to meet you.
3. Did you have a good trip?
‘ ~a.  Yes, thanks.
'b.  Yes, of course.

c. Well,Thad a few prdblems. '

4. Would you 11ke to see around the

factory?

a. Yes, Iwﬂl

b.  Yes, I'd love to.
5 c. No. o

5. Do you want to by some?
' a. Well, 'm interesting.
b.  Well, 'm interested.
c. Yes, I want. 2

6. ‘Why are you learning English? .
a. For talking to my customers.
~b.  For to talk my customers.
c. To talk to my customers.
7. Would you prefer red or white wine?
a. [Ipreferred.
b. Idon’tcare.
¢. Tdon’t mind. .
8. Is Thursday convenient? -
a. What means convenient?
b. What does convenient
mean?
c. Could you explam me
convenient? o
9. I'm terribly sorry about that.
“a.  You're welcome.
b. Don’t mention it.
c. Don’t worry about it.

'10. Thank you very much.
a. Notatall.
~ b. It doesn’t matter.
c. It was a pleasure.

.

L]

L]

o 90 3

.

(7 IR

( Hollett, 1992, p. 54)

140



'POSTER2-B
~ Menu

STARTERS
) Smoked Salmon
Slices of best Scottish salmon served with
broun bread and butter

Cbeese Tart
Light crisp pawy with @ creamy cbeae filling ‘
. Garden Soup. ' , 2

A delica'te summer vegelable soup wub berbs

. MU:\’ COURSE
. Duck with Green Peas
Duck stewed with spices, berbs and fresbly picked peas
Dover Sole
Poacbed and served in a cream sauce’with prauns
~ and asparagus tips
: Roast Leg of Welsb Lamb
Flavoured with garlic and rosemary, and served
with onion sauce

 PUDDINGS =
- Summer Pudding
: : A classic combination of summer fruits
(cbema:, raspberries, black- and redcurrants) and bread
Strawberries and Cream
Our own fresb English strawberries
Cbocolate Fudge Cahe
A rich, srlc&y chocolate cake

. CT-IEESE
A wide selection of English cbmes
- Liqueurs
 Coffee

( Hollett, 1992, p. 50)
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FOCUS SHEET 2-3A
‘Tips on Reading Menus

iPS

OIl

O Q¢

in a Western restaurant. Did you under-
stand the menu? Or did you just order
focd that was familiar to you? 'If you find your-
self struggling to understand English menus
and are tired of eating hamburgers and salads,
you'll love this lesson. It will make reacing

i Th'ink about the last time you ate a meal"

menus and eating Western food a new adven-

ture!

A= Helptul Breakfast Menu Facts

= Eggs can be ordered scrambled, fried,
sunny-side up, poached or hard-boiled.

« Breakfast ‘meats mclude ham, sausage
and bacon.

= Breakfast breads include muffins, dough-
_nuts, croissants, biscults and toast. -

Conwersation 1 ,
wamm Good morning folks, may | take your

order?

Mara:  Yes, 'l have the conmental break-
fast.

Waitress: You have a choice of toast. a dough-
nut or a croissant. '

Marla: - A croissant, please.. Can. | have -
grapefruit juice instead of orange

) juice?
Wairrens: Sure. That also comes with hat cof-

lee, tea or cocoa.

Marla:
- Donald: .And !'ll take the American breakfast

Cluire:

by Angeia Dot

Hot cocoa.

with black coffee. ‘
Waitress: O.K. Bacon.or sausage?

‘Donald: Bacon. And make the eggs sunny-

_ side up, please.
Wairress: O.K. I'll be right back with your coffee -
‘and cocoa.

/’faﬂelpfut Lunch Menu Facts

« ABLT is a bacon, lettuce and tomato sand-
“wich.

« A club sandwich usually has ham, bacon,
turkey and cheese on it.

~ «Choices of salads sometimes include

* fossed, chef and Caesar. :

« Ask about daily specials. Many restau-
rants have different soups, salads or sand-
wiches each day.

« Iced tea never has any sugar in it. You'l
need to add your own. Also, iced coffee is
not a popular drink.

Conversation 2

Wuiess:. What will you have today? Would you
like to hear about our lunch specials?
No, thanks. [l just have the club
sandwich. No mayonnaise, please.
Warnese:, Would you like that on white or wheat
toast?

(Continued )
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FOCUS SHEET 2-3A

Tips on Readmg Menus
Claire: Wheat. What is your soup of the
day?
Waitress: Sglit geqa.
Claire:  Oh. Well, | think 'l have a green
salad. c -

Waitress: All fight. What kind of dressing
would you like?

Claire:  What kinds do you have?

Waitress: Thousand Island, ltalian, French
and blue cheese. _ o

Claire:  Blue cheese, please.

Waitress: Anything to drink?

Clire:  I'll have a lemonade.

0
® it L 6yt Broys Boca bomsn

/ ? Helptul Dinner Menu Facts - When you bnow how 0 on{erfrum the menu with canﬁ';!ence
« American orders are large. Entrées eating out ar @ Western restaurant can be a real pleasure

usually come with a choice of soup or s

salad, rice or potatoes and vegetables. « Ask the waiter/waitress about menu items you
- Steaks and hamturgers can be ordered rare, © dent understand. ’

mecium-rare, mecium-well and weil-dcne. : « Ask the waiter/waitress about his/her favorite
« Potatoes can usually be ordered baked, menu item.

mashed or fried. » < Ask if substituticns are available.

_« Take an English-speaking friend or teacher to
a Westemn restaurant. Ask him/her questions

Conversation 3 ' atout the menu. 3
Wairer:  Good evening. Would you like an acge- )
| tizer to start with? : s Word Bank
Stephen: Yes, | think sa. C )
Wairer: | recommend the sh__rnn_qo_mm[ scambled (ad)  (‘serembld] RS9
Stephen: That sounds good. m’"& 0(:)(“0 E’: ;{;xlnl } ;’;‘;m
Rusalyn: One for me, too. - daughnut (n) (‘dowant] - foMER
Wairer:  And your entrée? » coissant (n) [krwa'san] +mam
Rosalyn: | can't decide. There are tco many biscuit (n) ("busken] -
choices. . , mayonnaisa (n) (imea’nez] - IV
Stephen: Il have the filat mignon. :m;"’ o %.:;:‘c"]’ :gs
-Rosalvn: The last time | crdered a steak, it was - -
_ too rare. ‘I like mine well-done. ' x ‘ S
Stephen: How about the chef's special? It's roast- M'Or”. [nformation
~ed chicken with a cheice of potatces and i ) :
vegetables. * sunny-side up (acj onr) M —aaY

tossed salad (n phr) XXX XYL SEA TR AR

Rosalyn: Th n 5
Rusalyn at sou ds good cnel salad (nphr) ERHA(AXIONQRA-ZIGCK)

2= Menu Tips Caesar 3a(ad (n hr) TR (Z( B M Romaine T2
Cacrar H12Y)
« Order something you've never eaten before < soit pea (n phr) mAAaMITAae
- Dan't try to read every menu item. Chcose a . accetzar (n) TR
category you like and read the items in that snnmp cocktal (A one) wAIHA X oh
section. lat mignon (r} pnr) HFm

( Brougham, 1995, p. 6-7 )
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. .-businessgerson, you may 'be.lnyited tos

o FOCUS SHEET 238
Attending a Dinner and Table Setting

. Much entartaining in-the United States and in many European countries takes place in the home. As a

; omeane’s home for an informal dinner party. Hera ara a few rules to
© remember: : o - : .

It you receive an invitation wi
wauld like you 10 teil them b
. ignare an RSVP: ;

1) th the letters RSVP written at the bottom, it means that the host or hostess
Y @ centain date by letter or phone whether you will be attending or not. Never

. 2) Beontime. I you are going to b~ late; be sure to call the hbst or hostess as soon as possible and let
o ,himmerr know when you expect ‘0 arriva. Tell them 1o pleasa begin without you.
J) _Fnrst names are commonly 9sed at informal dinners.
Ex. Maketo, I'd like you to meet my wife Anne.
v4) Co not start to eat until everyonc .
5)

has been served anrd the host begins eating or asks you to begin.

tycu are unsure ¢f which piecg of silverware to use, watch your host or the other guests. As a rule, start
\gttlh th)e silverware on the outside and work toward the clate as other dishes are served. (See diagram
elow). , -

- 6) Bring 2 small git of flowers, candy, or wine (if you're sure they drink) as a token of your appreciation for
the invitation. - ‘

7) Co not have mare than two drinks.

NOTE If you'invite a businessman to have dinner in the evenin,
nvitation to his wife as well. After work hours and weekends ar

your spouse will likely be invited to most dinners and other socia
you when possible.

g or on the weekend, be sure to extend the
e reserved for tHe family. 1f 'you are married,
| functions. Please have himvher accompany

P ;
4)\.* TABLE SETTING
CORES

-

=i
)

i
84

et

==

]

wuLLLLULLUVLLUULLLUVULUUY

( Sudlow & Grow, 1993, p. 133 )
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' FOCUS SHEET 2-3C
Word Bank About Meals

Egg - Bacon _ ___Ham
Sausage - Bread ~ [Muffin
Waffle S Hash Brown ’ Cereal
- |Club Sandwich ___|French Dip Catfish Sandwich
BLT Caesar Salad ' Garden Salad
 [Chicken Salad _[Vegetable Soup  Beef Soup
Steak Prime Rib ~ |Pork Rib
[Roast Turkey = |Grilled Chicken ___|Filet Mignon
Shrimp ~ |Lobster ) Crab

ICatfish ~ |Salmon ~ |Trout
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 WORK SHEET23A
Tips on Eating Etiquette

Americans have di ifferent eatmo and drmkmg habits than many other people

What

may be acceptable in Yyour country, may be considered rude or unacceptable in the
U.S. Please compare the di ifferences of ettquette on eatmo between your country

* and the U. S

THE UNITED STATES ~ |YOUR COUNTRY
 [Eat Slowly : ' :
[Lunch or dinner is the time for small talk.
Eat slowly in order to be able to make
‘conversation.
~ [Should you have some food in your mouth
- when asked a question you should cover
- your mouth and say “excuse me” and
swallow everything before talking,
“[Never Make Noise When Eating
When eating soup, never slurp.
|When chewing, chew silently.
If you must burp, cover your mouth and say
“excuse me.” ' e
- [Never Pick Up Plate and Bowl
Never lift the plate or bowl to bnng it closer
‘ to your mouth. = A
~ |Eat only what you can pick up with your R IO
‘ spoon or fork.
~[Don’t lean over to get closer to the: food
~ |Use Your Napkin Properly
: Napkln should be open and placed on your
lap before the food comes. :
~[Leave the napkin on your lap after ﬁmshrng
I your meal. L
- [Place the napkin on the table When you are
ready to leave. ~ :
 (Continued) -
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 WORK SHEET 2-3A
- Tips on Eating Etiquette

THE UNITED STATES

YOUR COUNTRY

‘ Use the Utensnls Properly T

Have more than one fork, spoon, and knife.

The soup or salad will serve first and use
the spoon or fork on the far right side.

Leave the utensils on the plate once you -

have!used so that it may be removed by

the waiter or waitress. -

Other Pleces of Advice

When eating bread, tear a small piece off

put butter on the piece and eat.

When eating spaghetti, twirl the spaghetti

- around on your fork and then cut it with
your | kmfe

Unless somethlng is in front of you, always

~ ask the nearest person to that itemto

-~ pass it to you.

Do not point with your utensils.

A Word on Toasts
the following expressions:

“Hére is to our successful business.”
ng our business relat1onsh1p be
long lasting.” : .
“Here’s to our new fnendsth and
business.” : s
| - -
The other members usually say “Cheers”
© and tip their glass against the other -

If you desire to propose a toast use one of - i

member’s glass before taking a drink. -

 (Sudlow & Grow, 1993, p. 131)
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. TESTSHEET 23

A Conversation Check: Anewer,the best response.

1

. _Canltake your'ol'delf? O

:a, To the kitchen :
b. Yes, thanks
c. My order

‘What kind do you have?

a.‘ Well done.

b. Vamlla oherry, and chocolate
‘What would you like?

a. Vamlla ice cream, please
b Med1um please

~ I'dlike some orange juice.

‘a. Acupor a bowl?
b. Large or small?

‘. How would you hke your steak?

Rare

B b.v Yes_,.lwould.

A WN -

6.

What’é the special?
a. $8.75 |
b A cheeseburger and F rench fnes.

‘How niuch is a small salad?.
a. It’svery good. |
'b. 75cents

- Anything to drink?

a. No, thank you.
b. Small, please. ”

. Anything for dessert?

a. Chicken pie
b Cheese pizza

c. Carrot cake

~10. Anything else?

Cwveae

a. No, thanks.
b. Apple and cherry.

[T

( CoﬁﬁnUed_)

(Walker, 1989, p. 43 )
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| TEST SHEET 2-3
S B Ethuette Check Declde whether the ethuette 1s good or bad in followmg
. readmg, and explam why you choose the answer ‘ R

*‘Answe‘r’ Sheet: -

s sexpgcted
4)4 SRS

10)

~ (Sudlow & Grow, 1993, p. 125)

Good _An 1nv1tatlon should »alwa s 1nclude_the date, time and what kind of dress S



" POSTER 2-C
Air Travel

_SECURITY

12

N
|/YRR. ' Alrport Check-in L . p:3 ] Boerding -
KR’ - 1. garment.bag . ‘ ' e ¥eeag . 13. cockpit
iF@ 2 carry-on bag : ‘"% 14, instruments
By 3. traveler . . - s WieA - 15, pilot
. 2 4. ticket ) E A a1qeM 16, copilot
mAI  S. porter won T : Rt TomsMes 17, flight engineer
L3} 6. dolly o 22 18, boarding pass
T 7. sutcase o . S A 19. cabin
iT®¥ 8. baggage : - . MR 20. flight attendant
S S (. U o iTEi 21, luggage compartment
REMEH Securlity i wa 22, tray table
TLTAM 9. ‘security guard ) ' ER  23. aisle

TW«mM4  10. metal detector.
Xmigy 11, X-ray screener
~ED 12 conveyor belt

(Pamwell, 1989, p. 56 )
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FOCUS SHEET 2-4A
Situations at the Airport

- Look at these sttuatzons and decule
¢  Who would you speak to in each case to get the information you requn'e"
¢ What exactly would you say in each situation?

Look at the phrases in the square below for some ideas.

You’ve heard that flight BZ 431 is delayed.
- You want to reconfirm your seat on flight TR 998.
- You want a plane ticket to Bangkok. '
You’re in a hurry to get to the airport.
You’ve arrived at the airport 3 hours before your ﬂlght
You have 3 minutes before your plane leaves.
You’ve heard that your plane has been cancelled.

NN AW

(Jones & Alexander, 1996, p. 86 )
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' FOCUS SHEET ‘2';4ﬁ5

Hotel Check—ln
Practice the conversaa'an with your classmates. Theu close yoar sheet. Have a
g conversatzon lzke this one. . : ,
~ — — - TR VSO ST ,f‘Nc;.Idon;f.,
— Good evening, sir,. ~— - X : ] «

" That's. OK Would ycu hke
ia smgle or a. d0uble7

Maylhelpyou? = | . l
: Yes I'd like'a .
. roorn for M

i

: Do you have a '
. raservauon?

ma'am three nights twin

- | ‘ k price for a twm
: -~ twonights - suite’ v , ~ charge for a suite
[lts $95.00 a night. " |Coudliaskyoutofilin » : :
- : e ithis card, please? - - Of course: By
o I L - the way. Is there

‘a business center |
A in the building?. -

. | Yes, It's on the 20th
- ! floor. (twentieth)

$125.00 S Would you mmd f:llmg -~ health club
$250.00 - , S

Would you hll _ e ‘swimming pool

(Helgesen & Adams, 1995, p. 22)
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e _ ‘ FOCUS SBZEET 2-4C o |
' Words Bank About Customs and Hotel Check-In o

Customs E

Customs Declaratlon Form ‘_
| Country of Cltlzensh1p i
3 Visa Explratlon Date '

| Purpose of Tnp .
Expected Length of Stay. o

Hotel Check-In

Room Typ , | , :
. Single, Double Sulte Smokmg, Non-Smokmg |
; Methods of Paym ‘ o
S Cash Credit Card Personal Check
Others:
| Lobby, Front Desk Room Service,
- Wake Up Call, Restaurant Business Center
Pool Sauna, Check-Out Tlme |
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WORK SHEET 2-4A ,
Rules and Regulatlons at theAlrport

| Studythe'tablebelowthen useproper ve;b" to qonjilx)ﬁl\ete' theregulatwns ; "

 Camn  |possible
Can’t/Cannot  |impossible
-~ Must ‘ne’cés_sary ‘orf,oblig’atory»
- Haveto | |
~Don’t have | o not necessary
: Mustn ’t' bR »pI‘Ohlblted or forbldden

- (Hollett, 1992, p. 120 )
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' WORK SHEET 2-4B
- Problems on Air Travel

~ Work in groups Problems somettmes arise when people are away from home.
* Discuss these problems with your classmates and decide:

L 4
&

.

What ACTION would you take i in each sntuatlon"

'Who would you speak to?
What EXACTLY would you say to that person"

'You arrive in good time at the airport but dlSCOVCI that you have lost your ticket. -
. The ticket clerk says your name is not on the computer.

“ Could you check again, please? = My name may not be spelt on the computer. If

- you still can’t find it, could I speak to your supervisor, please?”

You find that your travel agent has entered the wrong check-in time on your itinerary
and you have missed your flight. - Your hosts are meetmg you at the airport but by
now they will be on their way there.

You are a non-smoker but the only seat available on the plane is in the smoking
section. After take-off you find that your neighbor is a chain smoker and he doesn’t
speak English and your native language.

You arrive at an airport in a foreign country expecting to be met but there is no one

there to meet you.  You have a meeting in a couple of hours in the centre of the

| - city.

Your plane has missed the connection and now you’re going to be an hour late for
your appointment. You have only five minutes to find a phone and make one call.

You're seeing off a visitor. You arrive at the airport for his/her flight home and
discover that the check-in desk for his/her flight is closed. ~ You go to Airport
Information. They tell you that the airline in on strike.

=» In some cases you may think “It all depends...” but what exactly does it depend on?

( Jones & Alexander, 1996, p. 86 )
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' WORK SHEET 2-4C
Business Travel Jargon

Dlalogue
Joe boards the plane with ]ust moments to spare.

Bob: ‘What happened" I thought you were gomg to miss the ﬂlght'

Joe: As soon as I got to the alrport the skycap helped me check my luggage which

: suddenly sprang open and dumped all over the place. I guess that’s what I get
for not traveling light. Then, it tuned out that the office booked me on the
wrong flight, so I had to go standby on this one!

" Bob: At least they bumped you up to business class so we could sit together. Now
' - you won’t have to eat the plastic food they serve you in coach.

Joe: 1 think I’m just tired of taking these red'-,eyes.“‘ |

Bob: At least it’s nice to get away. Sure, I’d prefer to be able to check into a nice
‘ B&B somewhere and not have to worry about meetings, but at least we’re away
-from the ofﬁce - ‘ ,

Joe: Iguessso. Bythe way, I heard we may be lald over in Chlcago fora whlle
because the other airport is fogged in. :

 Bob: Before you got on board, they announced from the cockpit that we’ll be
experiencing head winds so we’re already going to be an hour late getting in, too.
At least they said it should be smooi:h sailing most of the way.

Joe:  Iswear, when you travel, you elther need to worry about delays or ]et lag Take
your plck . v

( Continued )
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WORK SHEET 2-4C
- Business Travel Jargon

Work in pairs Practzce the above conversations and fi ind the proper phrase below
that can replace the bold marked phrases in the dtalogue. .

,jairpOrt attendant L ‘i'egister my lugg‘age

arriving = ~ asmooth flight R
delayed =~ inn that offers bed and breakfast |
- pilot’s compartment . winds blowmg against us
standard class e * all-night flights
the more expensive class - institutional food
thick with fog . T ‘on the an‘plane
to leave town : S to reglster myself mto
travelmg with less baggage - arranged to put me f

wait for an available seat ~~  upgraded you
bemg tired due to the tlme changev el e T

~ (Burke, 1993,p. 94-95)



, L TEST SHEET 2-4
| _Travel by Air: An Airport L ’

Use the following words to fillin the blanks in the paragraph below. Not all of the
words will be used. ’

~ airport hangar tail
control propeller steward
“airplane ' passenger fuselage
luggage customs , runway
stewardess _rotor - . passport
officer pilot engine
An is a busy place. ‘Many people work there. For example, if |

you are coming from a forelgn country, you will have to go through
and show your - to a customs ‘ . Also many
people work in the ‘ tower to help gude s down the
| Many people alsowork inthe | “ where they repair
planes and make sure that the jet s are working well.  Of course,
| there are workers inside of the planes, tdo. Men, called s, and
- women, called | es, help the s to be comfdrtable. They
also help them with any extra . that they have. However, the
most important person working on the plane isthe . All of the

‘ Workers at an airport help to make ﬂymg a safe and easy way to travel

( Schimpff, 1981, p. 55)
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Advertisement
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Where do you want to go today?°: vmn- i
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in generations, these &
: . R
delicate creatures are

POSTER 2-E
Advertisement

\Velcoming |
a new dawn.

Beneath a halo of mist
and warmch lies a tragedy.
Nearly three quarters of
Hawaii's native bird
species have disappeared
forever. But for the
endangered Hawaiian Stil,
hope comes in an unlikely
sanctuary. A six-acre pond
located, curiously enough,
in the heart of a refinery.
Now, for the firs

beginning to_ ghﬁ_yg‘
People Do.

Qievron

I~

. ente Porpie Daee e,
TN, CA WY
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POSTER 2-F
Advertisement

LET’S GO PLAY!
LET’S GO NATIONAL.

RECEIVE A FREE LET’S GO PLAY"FUN BOOK WHEN YOU RENT
‘ : WITH NATIONAI.‘ IN CALIFORNIA.

National is adding magic to your wravels by offenng you a free Let's Go Play”
Fun Book® with every qualilying weekend car rental in'select California

, cities.®® The Fun Book includes many great activities for kids, valuable

" National ofters. and information on how you can purchase a Disneyland
Flex Passport. With this Flex Passport, you get Hive consecutive days in
Disneyland tor the price of two. It's a special thank you from National,
The Official Car Rental Company of Disnevland. So call vour travel agent
or National at-1-300-CAR-RENT und join in the fun’

- stneqlmd

D 1994 NATICNAL TAR SENTAL SYSTEM INC* O DISNEY

YQU'VR GOT PLACES TO GO. WE‘VE GOT THE KEYS™ §Natianﬂ m
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POSTER 2-G
Advertisement

Guess What Our Free Gulde Helps You Buy‘7
If you said “a heme.” then you're ong step closer

T 10 getting a home ok your own. The next step is 1o c;xll :

the Fannie \Mae Fo undane" at - 800-659-7557. \\e Il .xnd you free step-by-

FannieMae
FOUNDATION

Showing America A New Way Home® .

step mform.mon that take> rh-~ »..uen\\erk aur-et buying vour first home.
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POSTER 2-H
Advertisement Analysis

12 Pack-Pepsi, Diet Pepsi
or Mouatain Dew

u&f&mﬁu?;&iquﬂiﬂ-ﬂn:u—?hm-dp&
{12 Pack-Mag Root Beer oe Slice-Plus CRV-ot Liptoa

Coke,

Diet Coke, ==

Sgrite =r Cr Pepper,
: °p

Selecieq Vanenes,
12 %a¢x.
12:Cz. Cang

\a ‘
- N
s Cre

Lt 4

12 oz. cans $2.99)

Safe Price.. 124
L255 .n5GNt (SLOCA... - 25C

9

4N cmm
[{ nil-tol

NITH 3JRCHASE OF
ANY TWO 12.9ACKS
AND COUPON
AVAILABLE 'N STCRE
PEICT WM=QUT COLMDN 2, 12
UMIT "WO 12.Pacxs

( Continued )
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B nOnglnal Pnce

Products Cbmpdﬁson

POSTER 2H |
Advertlsement Analys1s _

e . Thrtﬂy Payless and Hughes grocery stores e

1 2-packs 1 2 oz cans soft drmks sold in Ralphs, Lucky,

L Analysm

_Ra‘lp'hs_ -

- [Lueky

~ [Payless

| S | Hughes

$2.99/ 1}2.‘-pac,.ks |

$2.49/12-packs

$1 24/6-packs

2. 48/ 12-packs

B $2.29/12-packs

Ad.- 'Prng :

~$1.79/1'2-pa‘cks v

$1589/12'-pa;:1<s

$0.99/6-packs
1$1.98/12-packs |

$1.79/12-packs|

Pixr'cﬁase
- |Limits
o n(ad pnce)

None

o ‘vanly purchase
with Lucky »
) _Rewards Card

| Only ;purchase g

with coupon

Only pﬂrchaSe -

 |with coupon

B Amount
5 _L1m1ts

|  i T.\'i'v_ofl 2-packs

Four 12=packs

Four 6-packs .

Two 12-packs | )

o [(ad pnce)
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FOCUS SHEET 2-5A
Promoting Products
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FOCUS SHEET 2-5B
Global Brands ‘

&= L

Hollogg's ‘Kodak
@ soni @

} \Mercedes‘-Benz

CERTN| (ol MONTBLANC

NP SOOI e Wa

|l
110
]

"'
1T
..ll

( Jones & Alexander, 1996, p, 101)
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FOCUS SHEET 2-5C
Marketing Acr’oss Cultures -

- Blue Dlamond Almonds

What is the difference between the U.S. and Canadian markets? Not much,”‘_ RE

most people would say. But Blue Diamond, a food company based in
California, found that there are indeed significant differences. Blue Diamond ,
had run a successful advertising campaign for its almonds in the U.S. The TV
ads used American almond farmers and a humorous message. But when tested
in Canada, the same commercials didn’t work. The Canadians found the ads
too silly. They also said they prefer to buy products from Canadian farmers.

So Blue Diamond hired a local advertising agency to create commercials that
targeted its Canadian market. The new commercials expressed positive
feelings for Canadians in both French and English.  They used Shakespeare,
Napoleon, and Michelangelo’s David to promote “Blue Diamond Almonds -
The Classic Snack.”  Since the development of this promot10na1 campaign,
Blue Diamond’s sales in Canada have increased.

This is just one example of Blue Diamond’s ability to adapt to different
market tastes and trends. As a matter of fact, Blue Diamond has become so
successful that it now exports 70 percent of its almonds to more than 90
different countries. It says the key to opening markets is market research. In
each market it hires local agencies to research the region. The local agencies
then develop a marketing strategy to plan how they will introduce the product
and sell it.  This process of research, planning, and testing can take as long as
five years.

The product, as well as its ads, must be adapted to reach new markets. In
- the U.S., Blue Diamond offers eight different almond flavors that appealto
American tastes. The flavors include a spicy barbeque and a ranch style. In
Japan it markets twelve different products, eight of which were developed just
for the Japanese market. An example is Calmond, a snack of cut almonds and
dried sardines. - Another example is a miso soup mix with almonds. ' Blue
. Diamond also produces an almond cracker for Japan’s many cracker consumers.
In Mexico, Blue Diamond markets lemon and chili flavored almonds. In
Korea, it markets soy flavored almonds. In Saudi Arabia it markets sweet
honey almonds and in Canada it markets a salt and vinegar flavor.

Blue Diamond packaging also varies around the world. The words on the
Blue Diamond can are translated into eighteen different languages. The actual
can is smaller and thinner in Korea and Japan because consumers have less
space for storage. Blue Diamond also plans to market the smaller canin
Eastern Europe, so the product will be more affordable

( English & Lynn, 1995, p. 113)
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WORK SHEET 2-5A
o Advertlsement

Answenng the followmg questions based on the advertzsements of Poster 2—D
2-E, 2-F, and 2-G. B _

e What is your first image of each ad{'ertisement? ’

e What exacﬂy is the product being sold in each advertisement?

® How well does each advertlsement attract the attentlon of potentlal
‘customers?

~ ® At what kind of customers is each advertisement directed?

® ‘Where is the best place do you thmk each advertlsement should be
- posted‘? |

@ What changes would have to be made in the advertlsements to make o
- them suitable for your country? | |

(Jones & Alexander, 1996, p. 98 )
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L Methods

WORK SHEET 2-5B

Promotmg Products

B :Wor k in gr ""PS Use the Pl'0ducts shown on Focus Sheet 2-54 and dzscuss these' _' S

) questzons.

o T 0 What are the followlng methods of promotlng products?
| ® Which of the following methods are used to promote each product"

- .v | . Whlch methods would probably not be sultable?

i Meamng

' Produc_ts‘ Used1 :

Products Not Used

,bl,’ochuresv e

- Eatal()gu_esr ’

leaflets

" ldirect ma_il' :

point of sale di’splays

[press releases

showrooms

Isports sponsorship

~|trade fairs and
exhibitions

‘ Internet
advertlsement

o home visiting

(Jones & Alexander, 1996, p. 100 )
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.~ WORKSHEET25C
~ Global Brands

. L Can you name ten well-known bfand& in the world and their cofrlpetitors?.

|Global Brands _|Competitors
American Express VIS4, MasterCard

2. Name another ten famous global brands. What products are they famous for?

|Global Brand»s} __[Products
- UIBM ~ |Computers

~ (Jones & Alexander, 1996, p. 101)
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' WORK SHEET 2-5D
‘Marketing Across Cultures

1. Match the followmg words (taken from the story on focus sheet 2-5c) to thezr
 definitions. :

1. campalgn ~a current fashions

2. commercials  b. attract, to please ,
| 3.trends . c. advertisements on TV or radio
4. strategy d. aplan
5. appeal to €. a program for promotmg a product or

person

2. Gtve one example of how Blue Dlamond adapted its strategy to 1ts di ﬂerent -
markets for each of the following aspects of marketmo -

Promotlon:

Products:

Package:

(English & Lynn, 1995, p. 114)
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TEST SHEET 2-5

Complete the following sentences with the correct verb, noun, or adjective form of the
words that provide in chart. Use one form of each word base, and do not repeat any
words

Verb Noun Adjective
rohibit | prohibited
) promotion . |promotional
~ |consumer consumable
restrict : restrictive
‘ standard - standard
target - targeted
1. If a company can __its products, instead of producing different versions of

- these products, then it will be able to reduce its expenses.

2. In Muslim states such as Saudi Arabia, the 1mportatlon of alcohol is ,
Absolutely no alcohol is allowed. :

3. Market tests showed that ‘didn’t like the flavor of the new product.

4. Commercials often teenagers, who are seen as havmg money to spend and
not being already loyal to specific brands.

5. They _their products with advertising on fadjo and in newspapers but sales
didn’t increase. : ‘ L -

6. All countries have ' o‘n,What is ’pemiitted in an ad, but these vary from
country to country. . a S

( English & Lynn, 1995, p. 122-123)
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~ POSTER21 -
Behaviors in Negotiation

WELCONZ O

: ‘ A5 T A0, NED WE'D 52 HONCRZD
- — g HoNORED JAPAN | & HAVE OU £
' " TO HAVE You WITH U5
—_— =~ . VIeITOUR
MAKE MINE

A BESR AND
STEAK, PARD!

| . ot
WErave é‘r,'( : OFAICE o8 wPLRE
hdl ow WAGE AND PRICE £
I 32CUGHT LAST CONTRCLS - GET AN
TYEAR'S SALARY »
C GcHEDLLE ! - AV. INFLATICN
. CHIEFR

( Coffin, 1976, p. 77,78,82,112)
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| FOCUS SHEET 2-6A
- Negotiation Across Cultures.

* (English & Lynn, 1995,P,81)
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sale.

- Customer:

Supplier:

CuStomer:

Supplier:

Customer:

S‘uppli'er:‘

- Customer:

‘Supplier:

Customer:

~ Supplier:

Customer:

~ Supplier:

FOCUS SHEET 2-6B
Negotiating Terms of Sale

Conversation of a customer and supplier who are negotiating a contract of

What's the price?
$65 per piece.
That’s rather h1gh j

It comparés favourably with our competitors’. And on an order

of this size we could offér,a discbunt.

What discount could you offer?

5 percent.

‘We didn’t expect it to be so low.

What did you have in mind then?

8 percent. ’

I'm afraid that’s not possible.‘

Supposing we agreed to a 5 percent discount. Would you agree
toa 60-day credit périod? | S
No. Our terms of‘payment ére 30 days. It’s cﬁstomary,' Pm R
afraid. | ! | B

 (Hollett, 1992, p. 144)
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~ FOCUS SHEET 2-6C
- Understanding the Terms of Sale

Price $60 per'piece
Disco_unt 5% "
Credit per‘iod’ 30 days |
Terms of payment B by cash, by letter of credit, by T/T
Delivery time - ] 8 weeks |
Minimum 'o'rder“» = 500 pieces
Warranty period | 2 years
- [Late penalty' - -15% for each month of delay

Cancellation penalty

50% for cancellation less than 4 ) 3

|weeks before delivery

(Hollett, 1992, p. 144)
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WORK SHEET 2-6A

Negotlatlon Across Cultures

A Comprehensmn Check: Circle the words that are most similar in meanmg to

SN

W

the words m bold (taken from the story on Focus Sheet 2-6A)

It promlsed big profits for both partles
a.  money :
b. future
c. vacations'

He thought the J apanese company would be ready to bargam about the detalls in

. the contract..

“a.  make cheaper
b. discuss the conditions of
c. think about

He planned to agree to those changes as concessions.
a. giving up something to the other side :
b. mistakes : '
C. promises

The Japanese spoke about the proposed cooperatlon between the two companies.

~a. 1mpossible
b. suggested
C. definite

No agreements or commitments had been made.

a. actions
b. promises
C. signatures

Reviewing the Case: Answermg the followmg questwns and share your
answers with classmates.

How did the American representative prepare for the first meeting?

How did the Japanese businessmen respond to the contract?

Why do you think the Japanese representatives didn’t look at the contract durlng
the meeting? What did they expect from that meeting?

Why do you think the two parties failed to reach an agreement? -

( English & Lynn, 1995, p. 82-83)
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WORK SHEET 2-6B
. Negotiating Terms of Sale

Work Ind1v1dually Fmd Phrases in the conversatzon that mean on Focus Sheet
‘ 2-6B and tell what they mean. -

- |1. How much are they? What's the price?

~|2. That’s expensive!

3. I m surpnsed the dlscount
| 1sn thlgher o

4. What dlscount d1d you
| expect? '

5. You can’t have 8 percent

6. Ifwe sald “Yes” to 5 ,
percent, would you give us |
60 days’ credit?

7. 'I’m.sor_ryjbut we always do | |
this. .A B

 (Hollett, 1992, p. 144 )
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': Wor_l,:(v',i’n"Pairs:

_ WORK SHEET 2-6C
o Understandmg the Terms of Sale "

- Focus Sheet 2-6C

L The ’éus.torne,r«'wants: :

"Take tums as the customer and supplter v
* position and asking for clarification. - The role of customer uses the
Jollowing mformatwn, the role of supplzer uses the information on '

Practzce stating your

| less $10 per prece o

»:Suppller.

© (Hollet1992,p.145)

B 0 cheaper pnce o |

: o drscount for bulk purchase '» ] -8% on orders over l OOO pleces
o _longer credlt penod | S 60 days |

|® "dlfferent terms of payment & by cash on dehvery (COD)

- 0 | early dehvery e » ‘the end of next month

e lower mrmmum order amount '* 200 preces '_

e '.longer Warranty perlod 15 years 7, | o

' 0 a penalty clause for late dehvery - 1-50% for each month of delay

: 0 a penalty clause for cancellatlon ~ |15% for cancellation less than 4 N
N | SR - |weeks before delivery |
- ':Example

W »» Customer: - We’d hke a long warranty penod

. Supplrer ~Could you be more spemﬁc‘? |

~ Customer: ~ Yes, we’d like a 5-year warranty period.

_That s rather dlfﬁcult but 3 years mlght be p0351b1e




WORK SHEET 2-6D
Making Compromises

A. A customer is buying some office fur‘m’titre from a supplier. Look at the
statements below and decide who could say them: the customer ( C ), the
supplier (S ), or either ( C/S ).

1. We’d like you to increase the discount.

2. We'd like you to pay in cash.

3. We’d like you to pay for delivery.

4. We’d like you to pay for installation. ‘ 3 | S

5. We’d like you to reduce the price.

6. We’d like you to accept a penalty clause for cancellation.

7. We'd like you to accept a penalty clause for late delivery.

8. We’d like you to pay by letter of credit.

9. We’d like you to install the furniture over a weekend.

10.We’d like you to let us use your ofﬁcés as a showroom for our

customers.

B. Work with classmates. Take it in turns to be the part of the customer and supplier
and suggest compromises regarding above situations

Example:
Supplier: We’d like you to pay in cash.

Customer:  If we paid in cash, would you increase the discount?
Supplier: Yes, we would accept that. / No, I’'m afraid that’s not possible.

( Hollett, 1992, p. 146 )

180



Complete the following sentences with the correct verb noun, or ad]ectwe Jform of the
words in the chart below. Use one form of each word base, and do not repeat any

_ words.

TEST SHEET 26

Verb _Noun Adjective
arrange ' arranged
bargain _ 1

' commitment committed
concession _|concessionary
process o ‘ processed
profit profitable
TOpOSe proposed

1.  The company, in an effort to improve its image in the community,

dollars to local charities every year.

2. Negotlatlng in a foreign country isa length

years of research and contact.

3. The company lost money in the fourth quarter.

- this year.
4. Thepartner

5. The company was gomg bankrupt S0 they sold all thelr remaining goods at very low

prices.

They wanted to close the deal as soon as p0351ble SO they

7. The company had

They gave some excellent

It requires months and even
This meant it didn’t make any

that they continue the discussion over dinner.

for the team to stay at the local hotel.

* (English & Lynn, 1995, p. 93-94)
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