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ABSTRACT

The aim of this project is to address the need for
effective English learning and develop an English
curriculum which practically meets learners’ needs. This
project is for students who study business English in
Korean community college. This project presents
effectiveness of English learning in the content
concerning with English for specific purposes,
project-based learning, cooperative learning,
computer-assisted language learning, and technological
literacy. These ideas are incorporated into the project to
develop the unit, Creating a Company, which consists of
six lesson plans.

This project presents one of the most effective
lesson plans because it has appropriate combination of
teaching business English with various learning
experiences such as working as a group, integrating
technology in class, and completing a project. Therefore,
this project will help teachers to prepare students for

their future in the twenty-first century.
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CHAPTER ONE

BACKGROUND

The Role of English in Korea

English plays a significant role in the twenty-first
century, The combination of globalization and the rapid
development'bf the Internet has fueled the demand for
Englishias an international language. People all over the
- world, whether they are native speakers or non-native
speakers, increasingly use English to communicate with
each other for a varieﬁy of purposes. These purposes
include négotiation, business, culture, trade, politics,
traveling, education, and entertainment.

Along with this global trend, English in Korea plays
an imporftant role not only in academics, but also in many
career fields. With a good command of English, students
. can go to prestigious universities and develop a number of
successful career prospects. Moreovef, ever since Korea
faced an|economic crisisbin 1997, English has been one of
the‘moét important ééncérns in the Korean business world
because proficiency in English is used to attract
investmeits from other countries.

In particular, the usevof English on the Internet in

'Korea has become very popular in education and business. A



number of schools and companies have Web sites not only in
Korean, but also in English. Students in college sometimes
use the Internet to research information in English only.
Most international trade, negotiation, and advertisement
of business in Korea are implemented in English on the
Internet by using e-mail and Web sites. Therefore, not
only college students who prepare for getting a job but
also employees who want to gain career advancement at work

are enthusiastic about learning English.

English Education in Korea

English Education in Elementary School

The Korean Ministry of Education, in 1997, mandated
that elementary school teachers teach English two hours
per week to third grade students (Kim, 1999). Then, in
2001, the school teachers were required to teach English
one hour a week to third and fourth grade students, and
two hours a week to fifth and sixth grade students. The
main goal of teaching English to elementary students is to
motivate the students to become interested in English and
begin speaking simple words or sentences. Most teaching is
focused on listening and speaking, using a variety of

activities such as games, songs, and watching videos.



The Ministry of Education encourages teachers to
conduct the class in English only. However, most
elementary school teachers are already tired of excessive
work and find it difficult to use English in teaching
classes. At present, the schools employ teachers who
specialize in English to be in charge of English classes.

English Education in Middle and High School

English is one of the most highly emphasized subjects
in Korea, along with Korean and mathematics. In Korean
middle and high schools, more time is devoted to studying
English than any other subject. Questions about English
consume a large portion of the exams for university and
college entrance. Because the main goal of middle and high
school education in Korea is to help students to achieve a
high score on the entrance exam for university and
college, English education focuses on the exam, which is
mostly composed of reading comprehension, grammar,
vocabulary, and listening comprehension. In a typical
English class, teachers read and translate the text and
explain the grammar to students, and students try to
memorize their teacher’s notes to get a high grade.
Recently, English education in Korea has been
progressively changing. As educators realize the

importance of oral communication, many middle and high



schools have started employing teachers from
English-speaking countries to teach conversational English
classes.

English Education at the College and University
Level

In universities, students take English 101 as a
requirement in their first year, a course which mainly
consists of reading. In addition to this course, there are
several conversational English classes taught by
English-speaking teachers. In the process of preparing to
get a job or to extend their educational background, many
university students put more emphasis on studying English
than other courses for their major. Therefore, many
students who want to practice or learn more about English
go to foreign language institutes at the universities or
private institutes which are famous for well-trained

instructors.

Problems with English
Education in Korea

Recently, the Korean Ministry of Education has made
it easier for middle and high school students to study
abroad at their own expense. This shows that nationally
there is some degree of distrust and dissatisfaction

concerning the English educational programs in Korea. The



frustration with léarning English urges students to go
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Another problem with teaching English in Korea -is the
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room. Nor can they encourage interaction between
and students or students and students.

Y, fhis environment produces teacher-oriented

1s which are not always»the best environment in
teach Asian students. Studiés show that Asian
learn better in sméll;groups'(Bodycott & Walker,

erefore, teachers in Korea should try different




‘learning

styles in their classes to make students learn

more efifectively.

English for‘Specific
Purposes 1in Korea

‘As| the use of English'becomes more popular in Korea,

" more people will need'to sharpen English skills to excel

in business, education, and technological sciences.

English|will bécome“more necéssary,for students in middle

and high

school to prepare for the exam for college and

university entrance. College students will need'English'tO’

prepare |for continuing education or beginning new careers.

People at work will need English skills to keep their

position, advance, or be promoted. Ever since the economic

crisis iln Korea, the importance of English in business has

increased. Perhaps one of the most efficient ways to teach

English [for Koreans is to offer specialized English

courses [designed to meet specific needs; for instance,

taking a

students

course in Business English, which encourages

to use English on the Internet by communicating

‘with each other and searchingvfor, and evaluating,

information-related business, will be very helpful to

college students preparing for business careers that

require j

beople to use the Internet as basic literacy.
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'Target Teaching Level
Conmunity.college in Korea is the target teaching
level oF this project. Generally, the goal of the

curriculum in community colleges is to build bridges

bétween the edﬁcationgin'college and needed skills at the
workpiacé‘so that students can be experts in-éertain
professions.‘whereas téache:s in middie or high school
cannot create theif éwn curriculum becaﬁse of the national .
examination foﬁ coliege entrance, instructors at theb
communi y college ievel can:effectiVély desigh a course to
meet the needs of their students. Because of the
characteristics of Qﬁ;£he;job training, community college
graduatels have'higher per¢entage of_employment than
four-yealr college gréduates do. Compared to four-year
colleges) commuhity célleges offer moré specific and
ﬁractical English coﬁrses,-These éourses prové to be more

beneficial in‘busihess and everyday life. Because they

consider | English to be an effective tool in the workplace,
communitT colleges focus on four different English skills,
1

namely, listening, speaking, reading; and writing.

Purpose of the Project
The main goal of this project is to develop an

English cqurriculum for students who study business English



in Korean community colleges. The five objectives that
this project should accomplish are as follows: to motivate
students to learn English by showing that the content they
learned in class 1s relevant to real business situations,
to encourage students to get used to basic literacy in the
twenty-first century by seeking and evaluating information
on the Internet, to practice communicating in English by
using e-mail, to apply cooperative learning to promote
social development, and to engage in project-based
learning so that students understand not only a small part
of a company, but also the whole process of creating a

company.

Content of the Project

Thif project consists of five main parts.: Chapter
One, Introduction, presents the background of English as a
foreign language in Korea and describes current English
education and its problems. Chapter Two, Review of the
Literature, investigates five key concepts: English for
specific purposes, cooperative learning, project-based
learning, literacy in the twenty-first century, and
computer-assisted language learning. Chapter Three,
Theoretical Framework, incorporates concepts derived from

the literature review and presents a model to be applied



to the teaching and learning of English as foreign
language. Chapter Four, Curriculum Design, presents the
content of the curriculum instructional plans. Chapter
Five, Assessment, lays out the assessment strategies and

methods used in the unit of lessons.

Significance of the Project

In the twenty-first century, Korean society and
business requires people to use English and the Internet
in daily life. This encourages people not only to be
cooperative as a group, but also to understand the whole
process of the work so that they can carry out the
assignment as a whole project. Considering the
expectations of society and business in the twenty-first
century, this project presents a more effective model for
teaching English. This project will be valuable to
teachers in community college who want their students to
be successful in the future and look for good combination
of teaching business English with various learning
strategies while engaging students to use the Internet as

a communication tool.



CHAPTER TWO

REVIEW  OF THE LITERATURE

Project-Based Learning

A)Y

Moss (1998) defined project-based learning as “an

instruélional approach that contextualizes learning by
presenting learners with problems to solve or products to

devélop’ (p. 1). According to Roth-Vinson (2000),

projectabased learning connects students’ interest with

A\Y

the “real world,” approaches students with a learning

style which is interesting, motivating, and challenging,
and places students'in the “driver’s seat” of their own
students become

learningl. Instead of becoming passive,

active in receiving knowledge, determining subject matter,

and sele
pursue.

students

cting and generating the activities they will

rherefore, project-based learning encourages

to be more involved and intrinsically motivated

in the learning process.

-For

employers

responses of employers to the questions,

instance, learners might interview local
, then draw a bar graph with the results of the

so that readers

can easily see what qualities they need to be equipped

with to get a job (Moss, 1998).
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Project-based approaches have in common two
fundamental elements: learners create a question or topic
to establish learning needs; and.learners generate a final
product|or result to apply the driving question
(Blumenfeld, SoloWay, Marx, Krajcik, Guzdial, & Palincsar,

1991).

According to Blumenfeld et al. (1991), four

charact,ristics promote use of project—based instruction
in classrooms: a drivihg question that is related to a
real-world situatioh and correétly applies various content
areas; opportunities for students to conduct active
research that encourages them to study concepts[ analyZe
data and‘information, and present their findings and

knoWledge in different ways; collaboration among students,

teachers, and others in the community that promote
students to shaie theif conclusion and knowledgevwith the
members of the learniﬁg community; and the*usé of
cognitivé toolsiin‘léérhing environments that assist
student To present their ideas effectively, such as

computer-based laboratories, hypermedia, graphing

application, and telecommunications.
In um} project-based learning is a model of
contextual leérning,'which uses content and methods based

‘on “real world” experience. It is a student-centered

11




approach in which students actively get involved in the
process of learning activities.

The Process of Project-Based Learning

Wrigley (1998) identified the fundamental phases

which are shown in most projects: selecting a topic,

making plans and doing research, and sharing results with

others. Before starting on a project, forming a
dependable, cooperative relationship is important because
the success of project-based learning depends on group
effort. By doing some activities such as communication
tasks and peer- and self-evaluation, students can easily
produce the appropriate classroom circumstance.

Selecting Topics. A project has to incorporate topics

about which learners are concerned and in which they are
interested. Before beginning instruction, a teacher can
assess what the class needs, what the target areas are,
and what skills can be improved. Then, the teacher can
decide the project topics. When the teacher and learners
come up with new ideas about a project during a discussion
together, they may design new types of projects or topics
that are suitable for the completion of project learning.
A project may emphasize the objectives of one
instructional unit, such as a unit on health, or it may

include several units. A project may happen during a unit

12



or be a culminating final event. Whatever the project they
have, learners should make the decisions from the
beginning (Moss, 1998).

Making Plans and Doing Research. After selecting a

topic, learners start working cooperatively to design the
project, carry on research, and plan their product.
Learners who work in a team with low language proficiency
or have little experience, may need constant assistance
from other members throughout the project. Pre-project
activities are necessary, such as introducing
problem-solving strategies, language for negotiation, and
methods for developing plans. To accomplish project tasks,
learners are inevitably required to use specific language
skills. For instance, when learners practice interviews to
collect specified information, they have to know and
practice how to create and ask questions as well as take
notes (Moss, 1998).

Sharing Results with Others. Learners share project

results and conclusions with others in a variety of ways.
Learners can conduct oral presentations with written
products or presentation tools within the classroom or in
other classes within the program. Project results or
products can be distributed to the larger community, as in

the case of English learners from an adult program in New

13



York City, whose project culmihated in the creation and
management of. a cafe and catering business (Lawrence,
1997) .
Loria, Shaltied, Pieterse, and Rosenfeld (1999)
present task pathWays aécording to each stage in ﬁhe
ﬁﬁocess of the project-based learning‘(see Table 1). Task
pathways provide students with diréctions in whichv
students can find effective ways to complete their

projeét.

Table 1. The Journey of Project-Based Learning

Stages Task Pathways

Choosinp a direction | How to choose an interesting
and question ' direction?
How to expand personal
knowledge?

How to ask a guiding question?
How to identify interesting
problems? :

Information-search and How to gather and organize
planning : information?

' How to choose an appropriate
method? '
How to plan a project?

How to prepare a proposal?

Implementation How to gather data-?

How to build a model or

prbtotype?
Data analysis and : How to analyze data?
conclusijons ‘ How to reach conclusion?
Project [presentation How to summarize-?

' How to present the project?
Evaluatijon How to evaluate the product and
' process?

Source: adapted from Loria, Shaltied, Pieterse, &
Rosenfeld, 1999, p. 7

14




Assessment in Project-Based Learning

In project-based learning, assessment plays an
important role in the classroom (Roth-Vinson, 2000).
Roth-Vinson (2000) lists the functions of assessment in
project-based learning as follows:

Assessment helps teachers develop more complex
relationships with their students by providing concrete
pieces of work for students and teachers to discuss, as
well as opportunities for formal and informal
conversations about the work. Assessment helps students
answer the question “Am I getting it?” and “How am I
doing?” Assessment can help make content connections
clear. Assessment engages student directly in the
evaluation their own work. Assessment helps teachers plan
their next steps. Assessment helps students plan their
projectsi (p. 38).

According to Roth-Vinson (2000), authentic assessment
is one of the elements of project-based learning.
Assessment in project-based learning not only evaluates
students’ understanding of concepts, but also elevates the
development of “real world” skills. Assessment reflects
students’ process of learning throughout their work on a
project and allows students to revise their work

integrating new concepts and feedback. In project-based

15



blearning, assessment is relafedvto everyday activities
which students are familiar té; 50 it helps students to
develop|daily activities and learning.‘Students are
informed of the asseéssment standérds of the project
through fubrics for evaluation. Authentic assessment needs
an authentic audience which can be classmates, a mentor,
ot members of the community.

Roth-Vinson (2000) suggestéd several idéas about how
to plan |assessment with project-based learning. Assessment
_planning involves organizing learning, so the learning
process cén be observable and documented. Assessment
planning of project-based learning includes analyzing
appropriate assessment in a particular activity and
determiniing which criteria to examine while observing,
reading,| and participating in the acﬁivity.

In project—based'learning, assessment has to take
diverse forms so that aésessment can evaluate all students
regardless of their backgrounds and skills and provide
useful feedback to all. “It may help to think about

triangulation: multiple assessors—-such as the students

themselvis, peers, the teacher, and mentors; multiple
units of |assessment——such as individual students, groups,
the whole class; and multiple formats——such as written

work (formal assignments and informal journal entries),

16



observations (of group activities and individual work),
presentation, informal discussions and questions, project
designs, and the final product” (Roth-Vinson, 2000,
P i:39): 4

In short, to make an effective learning environment,
assessment is an important component of project-based
learning. Assessment is beneficial for students as well as
teachers. Through assessment students can examine if they
are on the right track and teachers can plan students’
next steps. Authentic assessment of project-based learning
evaluates students’ understanding as well as their process
of learning over time. When teachers plan assessment with
project-based learning, they have to consider proper
assessment in a specific activity and multiple
assessments, so teachers can offer meaningful evaluation
and feedback to all students.

Benefits of Project-Based Learning

Proponents of project-based learning declare that
students obtain an awareness of key formulas and concepts
during researching and seeking resolutions to given
problems (Blumenfeld et al., 1991). In the process of
learning, students enhance understanding of connections
and see those subject matters with an extended, rather

than narrowed, view (Blumenfeld et al., 1991).

17



Student-centered research of project-based learning

provides students with meaningful learning experience

(Blumenfeld et al;,.l991). Students search for solutions

to open-ended‘problems'by proposing questioné for

research, discussing ideas and predictions, planning and

developi

ng proposals, gathering and examining information,

deducing conclusions, generating further questioﬁs}'and

Compléti
solving
.analyée
baccordin
aspects,
2000) .

Acc

integrat

ng artifacts (Stepien & Galiagher, 1993), While
probleﬁs thréughfreéeérch andvstudy, iearners can
knowledge needs, position necessary resources

g to thgse-neéds, systematize‘the appropriate:

and combine various information (Land. & Greene,

ording to Blumenfeld et al (1991), projects can

5 what students learn in the classroom with

real-life experiences because project-based learning

situates

students in realistic problem-solving situations.

Therefore, students can get a feel for how school classes

are connected to “real life” (Roth-Vinson, 2000).

Questions and answers that arise on a daily basis are

given vallue and are shown to be open to systematic inquiry

(Blumenfeld et al., 1991).

Projlect-based léarning offers students an opportunity

to learn

to take initiative on their own and perform as a

18




member of a group (Roth-Vinson, 2000). In order to
complete a project, 1t encourages stﬁ&ents to téke
respon51bility for‘their own learning (Roth—Vinson,‘ZOOO),
as well as engage their effort actively While working with
members in a group (Blumenfeld et al., 1991).

.While working in pairs or in teams, learners
experieice diverse opinions ana vieWpoints. They also
‘ realize |that they should have skills to design a plan,
systematize, moderate, maké their points, and reach a

agreement about problems such as what tasks to accomplish,

who will| be in charge of each task, and how research and
information will be investigated and presented.

Learners identify these skills as significant
strategies for living successful lives (Stein, 1995) and
employers also agree these skills are essentiai in a
high-performance workplace (U.S. Department of Labor,
1991).

In brief, project-based learning is beneficial for
- students vIn project-based learning, students have
opportunities for meaningful learning as they understand
key concepts through extended research, experience the
connection between class and real life, take individual

responsibility of learning as well as contribution to a

19




group, and learn and apply the skills the workplace
requires.

Effect on Second Language Acquisition

Project-based instruction as an instructional
activity is becoming popular in general education as well
as English as a Second Language (ESL) education. Beckett,
Carmichael, Mohan, and Slater (2000) suggested the
framework for teaching language, skills, and content
simultaneously, which is a significant intent described by
Dewey for project-based instruction (Dewey & Dewey, 1915).
The setting, which is inspired by Mohan’s Knowledge
Framework (Mohan, 1986), displays how teachers can
incorporate the improvement of language and skills at
different levels of a project while encouraging students
to learn content at the same time. The basic framework can
be applied to any topic area.

The project conducted by Beckett, Carmichael, Mohan,
and Slater (2000) includes fifty-seven Japanese students
in a one-year exchange program at a Canadian university.
Students decided their topic and worked on a three-month
research project, resulting in a thirteen-to-fifteen-page
report with bibliography, graphics, and illustrations.
They submitted a proposal first, and then, turned in

project binders every two weeks to receive feedback from
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teacher|.

a prese

Ac

them to

learn the relationship between language,

When they finished their project, they conducted

1tatiQn about it.

:ording to students’ feedback, the.framework helped

content,

and skills. Specific information about their topic was

considered

considered

A\

content.” How they got information was

“skills.” How students expressed their

knbwledée,was also considered “skills.” While getting the

informat

considen

ed “language.”

ion, students learned new vocabulary; that was

While researching, how students

~analyze |is a skill,‘and‘howvthey,write’a Summary is.
language writing ability.
‘Project—based learnipg connects English in class and
English in’réalflife énvironments (Fried—Booth, 1997). It
motivateé'learners to prac£iCe»English-because

project-based learning situates learners in environments

in which
leafners’
skills ta
among lea
working i
strengths
writing,

group alt

authentic language is needed to communicate. When
work together in project work, they can improve
plan, organize, and negotiate. This happéns even
rners with low language proficienéy. During

h a group for the projects,-each members'

and favored ways of iearning (e.g., by reading,
listening, or speaking) empower the work of the

ogether (Lawrence, 1997).
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In

short,'prbject—based learning has pésitivé effects

on second language learning. Students who learn English

through
and skil
projéct;
English

7authent%

project-based learning acquire not only content
ls, but also ianguage. Especially, because

based learnihg integrates English in class and

in réal world, learners‘ére encouraged to practice

c Eﬁglish.'

In

approacJ

It also
process.
project-

for both

feedback

means of
through
and the
individu
is also
iearn au
Thérefér

should b

sum, project-based learning is an instructional
that conhecté iearhing‘with real life experience.
encourages stﬁdeﬁts ﬁb be active‘in their learning
Assessﬁent plays‘an importaﬁt'role in
baseq'learning. Authentic assessmént is beneficial
students and teachers. Teachers can providé
to‘ali.students by using multiple assessments} By
project—based learning, students léarn concepﬁé
reSeéréh, realize thé relationship between class
real world, and take responsibility bofh as an

al and as a group‘meﬁberf Project—baééd learning
keneficial'for language léarners,because they
thentic English,through content_and skills.

e, a'weil—desigﬁed prbjecﬁ—based learning class

e integrated into the curriculum.
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Backgrot

English for Specific Purposes
and Business English

ind and Importance of English for Specific

Purposes in an English-as-a-Foreign-Language

Environment

The research of English for specific purposes (ESP)

has a‘lc
World Wa
activity

developJ

ng and varied history (Strevens, 1997). After
r II, a scientific, technical, and economic
was enormously expanded and, as a result of

ent,'two forces--technology and commerce--—

dominated‘the_world. This fast growth producéd the need

for an international language and, because of the economic
power of the United States, English took this role

(Hutchinlson & Waters, 1987).

Also, inxeariy 1970s, people who attended the
'Coﬁferén:e'bn Second Language Learning and National
Development in Asia, Africa, and Latin America announced
the demand fér English as’folloWé:

«The.language problem in development stems from at
leést three communication needs which are increasingly
being ré£ognized both in developiﬁg countries themselves
aﬁd in‘Otﬁef‘countries aiding in their development :

internal

communication, transmission of science and
- technology, and international communication” (Mackay &
, 1978, p. vi).

Mountford
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According to Johns and Dudley-Evans (1991), “the
demand for English fdr‘specific purpoSes (e.g.,‘English'
“for science'and technology, English for business,
vocational ESL) continues to increase and expand
throughout the world” (p. 297). For example, according to

Swales (1988), English for Specific Purposes: An

Internatiional Journal has more subscribers from
non—English—speakingvnations‘than the number of
subscribers from Engiish—speakiné nations, with more than
fifty percent of the articles from writers teachihg in EFL
environment.

Koregans in particular have a high interest in English
as a tool of international communication in business. In
1995, the Korean government began a “globalizatidn”
policy, with the goal‘of enhancing Korea as an ecbnOmic‘
force to|contend with other developed nations in the
international market. In 1997, in-echomic criéis, South
Korea received US $57’biliion in financial assiSténce from
théFInternational Monetary Fund (IMF). Korea continues to
draw interest and attention from otherkcountries looking
for commercial investment. The current Kim Dae—Jung regime
seeks iméroved democratic processes and freer trade

markets. Because of the policy of a free-market economy,

Koreans have been even more interested than previously in
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English as a language of international business
communication. Recently, a lot of business people in Korea
are encouraged to write business documents in English
(Park, Dillon, & Mitchell, 1998).

People all over the world want to learn English, not
for the pleasure or appreciation of the language, but for
the purpose of being successful in international
technology and commerce. This trend created a new type of
learner, who learns English because of a special need;
such as business people who want to sell their products
internationally, mechanics who need to understand
instruction manuals, doctors who need to be up-to-date in
the file of medicine, and a lot of students who need to
understand textbooks and research materials written in
English only (Hutchinson & Waters, 1987).

What is English for Specific Purposes?

Hutchinson and Waters (1987) stated that “ESP is just
one branch of EFL/ESL, which are themselves the main
branches of English Language Teaching in general” (p. 19).
At this level, ESP can be differentiated from General
English. According to Hutchinson and Waters (1987), based
on distinctive courses, ESP is classified into three
subcategories: English for Science and Technology (EST),

English for Business and Economics (EBE) and English for
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the Social Sciences (ESS). Each subcategory of ESP divides
into two branches, English for Academic Purposes (EAP) and
English for Occupational Purposes (EOP), also called
English for Vocational Purposes (EVP) and Vocational
English as a Second Language (VESL).

As an approach to language teaching, ESP allows the
learner to decide content and process according to their
needs or specific goals (Johns & Dudley-Evans, 1991).
Strevens (1988) provided this extended definition and list
of claims:

A definition of ESP needs to distinguish between four

absolute and two variable characteristics. First, in

absolute characteristics, ESP consists of English
language teaching which is; designed to meet
specified needs of the learner; related in content

(i.e., 1in its themes and topics) to particular

disciplines, occupations and activities; centered on

the language appropriate to those activities in
syntax, lexis, discourse, semantics, etc., and
analysis of this discourse; in contrast with “General

English.” Second, in variable characteristics, ESP

may be, but is not necessarily, restricted as to the

language skills to be learned (e.g., reading only);

not taught according to any pre-ordained methodology.
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The claims for ESP are: being focussed on the
learner’s need, wastes no time; is relevant to the
learner; 1is successful in imparting learning; 1is more
cost-effective than “General English.” (p. 1-2)

Business English in English for Specific Purposes

According to Hoekje (1996), business English is in
the field of English for Specific Purposes because it has
the similar framework for analysis and pedagogical
practice. “Business English is communicative, functional,
and performance-based” (Hoekje, 1996, p. 412). Compared to
the General English course, a Business English course 1is
designed to meet a particular need relevant to target
situation. Pedagogical practice also depends on business
knowledge that learners have (Hoekje, 1996).

Ellis and Johnson (1994) defined three
characteristics of Business English. First, a sense of
purpose is the most significant element in business
meetings, telephone calls, and discussion. Language is a
tool to bring successful results to business. The need of
language mainly depends on negotiation such as obtaining
what one wants or convincing others to follow one’s
opinion. Another important characteristic of Business
English is its social aspects. Because most business

contacts happen between people who have never met each
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other before or know very little about each other,
business people néed to know‘internaﬁional ways to
communicate with wvarious pedple from different cultures
and languages. Thirdly, clear communication is a crucial
element |in Business English. When business people do not
.have enough time for communication, information can be
misunderstood. Therefofe, a clear and iogical process of
language 1is hecessary in the business world.

Needs Analysis

Generally, course design is the process of making a
syllabus|, developing a meﬁhodology for teaching, and
producing assessment procedures, ultimately in order to
advance learners to.a certain state of knowledge.
Therefore, course design reflects the specific purposes of
teéching. What makes ESP different from other English
teaching is its particular course design, with a goal of
meeting learners’ individual needs and interests
(Hutchinson & Waters, 1987). When the courses are related
to learners’ interests, learning is better and faster
because learners’ interest and needs affect their
motivation. Therefore, in ESP, the most important élement
"of course design is needs analysis, which General English
does not |need. According‘to Hutcﬁinson and Waters (1987),

“needs analysis is the awareness of a target situation--a
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(p. 59)

e need to communicate in English” (p. 63).

need to figure out the target situation

ng necessities, lacks, and wants. Necessities is
rners are required to know to perform properly in
et situatio@. When teachers design a course, they
be concerned with what learners know already.

e, teachers determine thé necessities that the
lack. Because learners’ motivation is also
teachers apply learners’ wants to the course-
Hutchinson & Waters, 1987).

undamental step to design an ESP course is to
hough information for needs analysis. Hutchinson
rs (1987) listed a number of ways to céllect
which are as follows:

ion about necessities,

naires, interviews, observation, data collection

hering texts, and informal consultations with

learners, and others (p. 58). After collecting

lon, the course designers have to analyze target

ing thesé questions: Why is the language needed?
the language be used? What will the content areas

i1l the learner use the language with? Where will

age be used? When will the language be used?
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Therefore, in order to:producefan effeCtive‘course
design, teaéhers need to analyze the tafgetréituétiOn'and
learners’ neceSsities, lacks, and wants. Teachérs can
start designing an appropriate’course basédton gathered:
‘iﬁformation-about what learnérs specifically need‘éndbwéntb
from the lecture. |

Three Types of English for Specific Purposes
Course|l Design

There are a number ofvaﬁproaches to ESP course -
design. However, Hutchinson and.Waters (1987) classified
these into threé main»types:language—centered,
skills-centered, and'learning—cehtered (Hutchinson &
Waters, 1987). |

Language-centered course design is an approach of
teaching| English which focuses on the linguistic features
“of the target situatién. The content of the ESP course is
directly|connected to the analysis of the target
situation. It is the simplest proceés fbr designihg a
coufse and is one of the most frequently used by many
English feaéhers.

| HOwever, the languagé—cehtered process has several
weakneégeé! Learners are ﬁsed oﬁly to‘provide information
ofvthertarget situation, and are not considered at every

step of the procedure. Based on the first needs analysis,
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thé pro:éss ofthejcgrriculum may become rigid and
inflexible. This approach emphasizes data from needs
analysis more than othér féctors which possibly influence
vblearning. Because the daté analysis of the
language—centered approach is superficial, it emphasizes
the performénce, not the competence.

The skills-centered course design is -an approach of

teachin% English that focuses on analeing‘skills and
strategies required to copebin tafget situatioﬁ. This
course design can help learners with limited time and
resources to develop specific skills, such as reading
skills and strategies which students can develop not only
during, but also aftef the course. It has been often used
in many countries over the world, especially in Latin
America.| College students sometimes have to read textbooks
in English which are not published in their own language.
In order to‘meet these_students’_needs, a lot of ESP
courses are intfoduced to help students to read the
textbooks in English (Hutchinson & Waters, 1987).

In the skills-centered approach, the needs analysis
is used to assess learners’ competence and the potential
“knowledge and abilities that learners bring to the
classroon. However, learners are not considered»toi

determineg the content of the cdurse because the

31




skills-¢
language
beiieveé
The
teéching
~learners
purpose
éf the 1
in‘whicﬁ
ﬁse know
Wéters (
is cruci
alréady
(p. 72).
only the

learners

“how the

|

entered process deals with the learner as a

user instead of a language learner. This‘is

‘to be ‘a weakness of this approach.
learﬁing—centered course design is an approach of
,Engiish focusing on the learning process of |

‘all the wéy through the course of sﬁudy. The main
of this course design is to maximize thevpotenfial‘
earning. In this»approach, learning is a'prpcess

, - in order tofuﬁderstand new infotmatidﬁ)‘learﬁeﬁs
ledgé_aﬁd skills ﬁhéyvalready have. Huﬁchinson and
1987) saw:iearning as “an internal process, which
2lly dependent upon the knowledge the léarﬁefs
have and their ability and motivation to'usevitf
The learning—céntered'approach emphasizes ﬁéﬁ
perfotmanée and the competence, but also how
acquire the competence. It'also mainly focuses on

learner can learn the knowledge most effectively”f

(Hutchinson & Waters, 1987, p.75).

The learning—centered course design can bevseen as a
‘negotiated process because learners, as well as all
péssible factors such as ESP learning situation and the
‘target situation, are considered in order to determine'the
content of syllabus,vmaterials, methodology and evaluation

procedures. It also can be seen as a dynamic process
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because
variatia
approach

not only

the course design can be changed according to the
ns of needs and resources. The learning-centered
is more complex than others because it includes

other approaches but also the recognition of the

complication of the learning process (Hutchinson & Waters,

1987) .

" When designing a curriéulum, ESP teachers have many

elements to conSidér..Three approaches have their own

advantages and effectiveness. Therefore, ESP teachers have

to decide which course design will be successful for which

learners| based on the comparison of these three

approaches.

In summary, the use of English is becoming popular in

almost eyery international field. As the use of English

increases and is deployed in more areas, the needs of

English %earners become more varied and detailed. People

in different situations need English for business, science

and technology, and academic purposes. Concerning these

particular needs and wants, English for specific purposes

can be‘Viewed as an effective teaching approach because it

emphasizes the course design that meets individuals’

needs. In order to create effective ESP course design,

English tieachers have tévuse not only needs analysis of

the target situation but also more dynamic and interactive

o
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processes which reflect the content of the syllabus,

learning

What is

matérials, methodology, and tests.

Cooperative Learning
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its effe
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variables
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learning
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heterbgen

(p. 7). 1
complete,
Structure
developme

in a grou

nal environments

perative learning affects students’

Cooperative Learning?
perative learning is one of the most extensively

instructional techniquésvin education (Johnson &

1991). Over the past twenty years, many scholars

carched the features of cooperative learning and

ct on students’ achievement in different

(Slavin, 1994). Researchers found

achievement,

and social relations, as well as other

4

(Stevens & Slavin, 1995).

bprding to Marr (1997), the term cooperative

indicates “instructional tedhniques or groupihg

s in which students are divided into

eous groups to compléte‘instructional activities”
ndividual members participate in, and together
the group activity. Cooperative learning

s enhance students’ social and academic

nt because of the interaction in which students

p support and encourage each other and work
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together to attain Success.thilevworking, all members

learn wh

Joh

elements

interdegp
tovreach
accounte
assigned
project;
through
and (d)
analyze
revise w
In
group ac
the inte
,iencoureg

learning

1at they need to know.

nson and Johnson (1991) suggested four important
invCOOperetive'leerﬁing:-(a) eritivev

eﬁdence, invwhioh all groupvmembers take part in
the success of‘the‘group; (b) individual

bility, in which individual members have a
reSponsibility to learn and contribute to a group
(c) cooperation, in which students work together
diSCussion,ﬁproblem—solving, and collaborating;
evaluetion,jih which all members of the group

ahd assess, if they work together effectively aﬁd
ork as needed._

brieff cooperative learning is an instructional
tivity in which students learn information through
raction between‘members.'Therefore, this activity
cs students to be accantable‘for their'own

and to motivate each other’s learning.

Cooperative Learning Structures

Accq
different
particule
have spec

developme

jrdingfto Slavin (1989), who studied more than 60
. research entries to evaluate the impact of
1r:cooperative learning structures, fite programs
rial effectivenees on aohievemeht_and eociel

nt. These are Student Teams Achievement Divisions
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http:particui.ir

(STAD), Teams-Games-Tournament (TGT), Team-Assisted
Individualization (TAI), Group Investigation (GI), and
Cooperative Integrated Reading and Composition (CIRC).
Generally, teachers utilize Student Teams Achievement
Divisions (STAD) and Teams-Games-Tournament (TGT) across
the curricula and at different grade levels. STAD and TGT
include team rewards as well as individual accountability
to achieve equal opportunity for success for all groups
(Slavin, 1990).

Student Teams Achievement Divisions (STAD) consists
of four heterogeneous members constituted as a learning
team. The instructor explains the topic and puts students
into teams, and then each team works together to complete
activities such as worksheets or written problems relevant
to the topic. After the activities, the teacher gives a
guiz on the lesson. Points on the quizzes depend on
students’ achievement and are added to a team grade. Each
team member has an equal opportunity for improvement or
success.

The second cooperative learning structure,
Teams-Games-Tournament (TGT), is almost the same as STAD
except that it uses games to stimulate students’ learning
rather than quizzes. A typical sequence might be as

follows: first, the teacher delivers a lecture on a
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and put students into teams; and then each team
gether on the activities. After finishing the

eé, each team chooses one of the members to

in a tournament. The teacher asks questions

to what stﬁdents learned to‘the group

tatives. When a member of the group gets a right
his oriher‘team_gains points. |

y researchers have studied the positive impact‘of
mes—-Tournament (TGTﬁ and Student Teams=Achievemeht
S (STAD). Thése>methods were especially very

e to help students develop socially ahd’achieve
ally. While wo;king-with members of a group,

'leéfn hoﬁ.to cooperate with other peers and
intergrbup relations (DeVries, Edwards, & Slavin,
gén, Zahn( Wideman, Schwarzwald, & Tyrel, 1985).
studentsvinéreasingly stay on task in the class
bsitive attitude (Janke, 1978; Slavin, 1978a,
)80a), managé themselﬁes, énd believe that their
vill decide‘their:académic achieveﬁent.(DeVries;‘
'& Wells, 1974) . In studies on the combarison
students iniéoope:ative learning and students. in a
learning sétfing, éooperative program studénts
cial-im@rovement in language artsb(DeVries,
| :

Shockman;‘l975), reading comprehénsion (Stevens,
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Slavin, |Famish, & Madden, 1988), math (Madden & Slavin,
1983; Slavin & Karweit, 1984), and science (Sherman &
Thomas, [1986) .

Ted
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leséon o
it. When
another
At the e
each gfo
finished

- Acc
Californ

critical

m-Assisted IndividualiZation (TAI) is a special

1cooperative device, which the teacher uses for students in
- grades three;td six. This structure requires a particular
set of tedching materials (Slavin, 1990). First, studeﬁts
take a plaéemeht test, and then start individualized
'érrangement of instructioh dccording to the results of the
test. Students‘continué study at»théir own pace.
s, the instrucﬁof teaches concepts to certain

ho have the same topics. Although individual

of the team have different instructional

s, they can review each other’s work and assist

er whenever they have problems. At the end ofveach
r unit, a téam_member produces a test aﬁd scores
the student passes the quiz, he or she can-tdke-
test given by a member of anothér_learning‘team._
nd of the eabh‘week; the teacher gives points to
up according to the average number of units

by individual members.

)rding to Slavin (1990); the eValuation of the
ia Testvof Basiq Skills proves the positive and

impaét‘oftTeam—Assisted Individualization (TAT)
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nt achievement (Slavin, Leavey, & Madden, 1984).

clavin, and Madden (1983) stated that students who

ing in TAI have enhanced social development and
interrelationship among members. They also showed
dents gradually realize the fact that ﬁost

like themselves have difficulties during study,
progressively gain self—confideﬁce and positive

s in the classroom (Slavin, 1984).

n Dewey invented Group.Investigation (GI) and
nd Sharan (1976) further developed it. A

ive learning structure, GI ellows learners to
n extensive topic, and then divide the main topic
topics, research and collect information about the

I~

s from VariouS‘sources,’and make a final
tion on the result of their study. In GI,
ive working ekills and individual responsibility
rtant elements. According to Talmage, PaScarella,
(1984), the Stanferd Achievement Test protes

udents who used GI in grades two through six

otable enhancement in reading and-language arts
articular, the Cooperative Integrated Reading and
ion (CIRC) program, whieh Slavin (1990) promoted
s three through six, has a notable positive

S
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impact i

includes
cooperat

commerci

n reading and writing skills. This. program
several significant elements. First, this
ivé learning program provides students with

al reading materials and combines writing with the

the instructor teaches small

topic of| the reading. Then,
learning| groups with the strategies, which emphasize
reading comprehension. Lastly, the teacher puts students

in heter

Fac
pair sho
vleast tw
ability

this grot

ogeneous study teams.

h team consists‘of four pairs of learnefs. Each
uld be from the same feading group sO thaf at

> students of the team have thé‘same reading

:nd attend the small group meeting for reading. In

Q

1p meeting, the teacher uses the same unit or

lesson. This learning structure allows each group to have

a meeting with the teacher every day. The teacher presents

(e

a story and new vocabulary just as does a teacher in a

typical reading class. Then, the teacher gives students a

series of activities to perform in a learning team, such
as reading the story alQud with a partner, finishing a
work Sheet for grammar in a story, readingvaloud thé_liét
of new words, explainiﬁg the meaning of vocébuléﬁy, |
spelling words from‘the stéry, sﬁmmarizing and reteliing
the storyl with a partner, and so on. When studénts finish
all activitieé, the pair reviews each other’s work.
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After the three classes, the teacher evaluates
students with a test which reflects the story and relevant
activities in which students studied and participated. The
individual points from thé test are added to the team’s
grade. During the week, each group gets direct instruction
from the teacher on reading comprehension and
metacognitive strategies.

Moreover, students practice writing that is based on
what the| students previously read. During the process of
writing, | students can discuss concerns with members of a
team or their teacher. When students complete their
writing, | they publish'their work in a team or class book.
Furthermore, all studehts are suppééed to read for twenty
minutes every evéhing'and»finish a book'review every two
weeks, and these book reports aré‘also'added to the final
team grade. A number of researchers have shown that the
CIRC program significantly enhances the reading
cbmpreheﬂsion, Vocabulary, language expression, language
mechanics( spelling, and writing skillé (Stevens, Madden,
Slavin, & Farnish, 1987; Slavin, KérWeit, & Madden, 1989).

The Effecdts of Cooperative Learning

Many researchers have evaluated the significance of
cooperatilve learning on effectiveness and achievement. The

broad studies, most of which have been researched since
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1960, sh

compared

ow significant results. Researchers usually have .

and contrasted cooperative ‘learning circumstances

with competitive and individualistic learning environment.

~ Accordin
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11y those at an average level of achievement)
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Digby & Ross,

yain,

titive and individualistic situations (Totteh,

1991).

ording to Ames and Murray (1982), through'sharing

ion and study results within a group, students

solutions and. ideas and experience so-called
which cannot be acquired in individual

environments. Even young children in first and

second grade show process gain.

Academic Achievement.

Cooperative learning has a .

significant effect on academic achievement. Marr (1997)

stated th
frequentl

productiv

at “students in cooperative learning groups
y demonstrate both higher achievement -and greater
The results of several studies have

ity” (p. 8).

shown that cooperative learning environment enhances

students’
learning

students

reasoning skills. Students in cooperative
settings tend to understand concepts faster than

in competitive and individual situations
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es more often and enhance students’ achievement
oning abilities (Larson, Dansereau, O’Donnell;
r, Lambiotte, & Rocklin, 1985). Students working
roup easily retain information and generally

new solutions and ideas.

r Relationships and Social Development.

Cooperat
relation

(1991) s

student j

student-

ive learning has a significant éffectvon peer
ships and sdcial development. Johnson and Johnson
rated that "the interaction that most infiuences
berformance in instructional situations is

3) .

student interaction” Students in a

(p.

cooperative learning group work together to reach group

goals. In a cooperative group setting with other members,
students|learn from each other, stay on task, and generate
relativé perspectives. In severai studies, the»results
show that peer relationships take important role in the
téenagérsﬂ development and socialization (Hartup, Glazer,
& Charlesworﬁﬁ, 1967; Johnson, 1980). Johnson and Johnson
(1991) listed several ways 1in which these peer
brelationshipé are impoitant:
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In

their interactions with peers, children and

adclescehts directly learn attitudes, values, skills,

and information unobtainable from adults. Interaction

withh peers provides support opportunities and models

for prosocial behavior. Peers provide models of,

expectations of, directions for, and reinforcements

of

learning to control impulses. Children and

adollescents learn to view situations and problems

from perspectives other than their own through their

interaction with peers. In both educational and work

settings, peers have a strong influence on

productivity. Student educational aspirations may be

more influenced by peers than by any other social

influence. (p. 31)

Other research has shown that students in cooperative

learning|settings care about each other no matter what

race oOr

Johnson,

ability or disability peers may have (Johnson &

1983; Johnson, Johnson, & Maruyama, 1983).

Furthermore, in the process of working cooperatively,

~students improve their self-esteem, socialization skills,

and internpersonal skills (Johnson & Johnson, 1989).

In

effects

sum, cooperative learning has significant positive

on learners’ academic achievement, peer

relationships, and social development. Therefore, teachers
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need to integrate cooperative learning in the classroom,
so that students can learn more while working together and
helping each other.

Cooperative Language Learning

Along with academic achievement and social
development, cooperative learning is remarkably beneficial
for language learning (Rivers, 1994). Cooperative learning
helps learners to develop language more through
integrating language with content (Olsen & Kagan, 1992).
According to Olsen and Kagan (1992), cooperative learning
provides students with rich opportunities, including as
follows: to use language actively, to expand complexity of
communication, and to use language for social purposes.

Increased Active Communication. In cooperative

learning classes, students do most of the talking, while
in traditional classes, teachers do. Because in
traditional classes one student speaks at a time, each
student has only a short time to talk out of fifty
minutes. On the contrary, in cooperative classes, students
can talk most of the time through activities because they
speak at the same time in a given time. Therefore,
students in cooperative learning class receive more
communication compared with other students (Olsen & Kagan,

1992) .
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reased Complexity of Communication. While etating
rmation, explaining rationales,‘and integrating
ion;_students increase their linguistic

ty. Cooperative learning groups show a remarkable
f discourse that repeats, re-states, or clarifies
ion (Johnson,_dohﬁson, & Maruyama, 1983). While
exchange.information,_discuss the issues, and

ate to complete the activities; each member of a

n explain their knowledge of the concebts (Johnson
n, 1989). To clarify comprehension, students also
ures, visﬁals; and hands-on material.

ntly, cooperative learning helps students to
complexity of oomﬁunioation as well as high
discourse (Olsen & Kagan, 1992).

ial Language Development. In cooperative learning,

students

work together with members of a group to complete

assignments. In their interaction, students practice

several skills such as “paraphrasing other’s ideas, asking
for explanations, summarizing group progress, clarifying,
indicating agreement or disagreement, and interrupting

politely” (Olsen & Kagan, 1992, p. 7).

There are many findings on the positive effects of
cooperati

ve learning with regard to language learning.

According to Jacob, Rottenberg, Patrick, and Wheeler
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http:cooperati.ve

(1996), “theorists see cooperative learning as beneficial
to second language learners because it offers
opportunities for premodified input that focuses in
meaning in low-anxiety contexts, interactionally modified
input, and comprehensible output” (p. 255).

Previous studies on cooperative learning in L2
classrooms compared teacher-centered classes and small
group or pailr work. The study results show that second
language learners in cooperative learning environments,
such as group or pair work, have more chances to practice
second language than other learners in teacher-fronted
classes (Long, Adams, McLean, & Castanos, 1976; Pica &
Doughty, 1985).

According to field research conducted in ESL classes
in junior high schools in Israel, as a result of
cooperative learning, students performed better overall
evaluation of English proficiency and in listening
comprehension than did students in whole class instruction
(Sharan, Bejarano, Kussell, & Peleg, 1984).

Ghaith and Yaghi (1998) described the impact of
cooperative learning on second language acquisition
principles and mechanics. According to the result of their
research, cooperative learning helped the low achievers in

experimental classes to gain more from the class.
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ording to Dornyei (1997), cooperative learning

been found to be a highly effective instructional

in education in general, and this has been

d with regard to second language (L2) .learning as
rnyei (1997) also presents reasons for the success

om a psychological perspective, focusing on two

'interrelated prccesses: the unique group dynamics of CL

classes and the.motivational system generated by peer
cooperation.
Dornyei (1997) stated that “CL tends to produce_a

group st

norms)

conditioms for L2 learning” (p.

students

ructure (including peer

and a motivational basis

relationships and learning
that provide excellent

498). A CL class enhances

motivation to get involved in a variety of

activities during collaborating with group members to

achieve group gcals, which is an important element for

effective communicative second language classes (Dornyei

(1997) .

Coel
cooperati
focused g
shoWs tha

- language

ho (1992) presented similarities between

ve'group skills focused cn CL and L2 fUnctione
n‘communicative language teaching. The research

t CL can suppcrtithe gronndwork for communicative

curriculum design.
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Ols

en and Kagan (1992) explained a number of reasons

why learners become more proficient in language as a

result of group work. The reasons are as follows:

Lea
int
res
‘sai
par

ela

cony

sit

and

cart
aud
inf
acc
foc
wha
con
req
exi
app
(e.

und

rners have more comprehensible input through peer
eractions; have better listening skills as a

ult of responding and acting on what has‘been

d; receive immediate response to their

ticipation; build on the talk of others through
boration and resfatement; have longer

versational turns than in the wholé—class teaching
1ation; consult with each other to seek opinions
information; initiate their own questions;
iculate their needs and interests; become aware of
ience, purpose, and social context; exchange
ormation about ideas, feelings, and needs; have
ess to a more varied and complex use of language;
us with conversational partners on meaning and

t 1s appropriate, rather than on accuracy; have
tinual comprehension checks and clarification
uests; relate new inférmation about language to
sting information; experience individually
nopriate language with extrélinguistic support
g.,»facial expression, diagrams) to aid

erstanding; and make use of their own natural
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suﬁ, cooperative learning offers a relaxed and
e énvironment and encourages students to get
in activities. In the.process of cooperative
,bstudents heip each other by exchanging

ion. Eventually, students improve their academic,‘
al skills and develop language fluency throﬁgh
ion between students. Therefore, considering the
itive effects on language learning as well as
tivities, English teachers should integrate
ive learning in their instruction.
Computer-Assisted

Language Learning

Computer-Assisted Instruction and

Computer-Assisted Language Learning?

Bourne

(CATI)

(1990) stated computer-assisted instruction

refers to the process of utilizing a computer as an

instructional tool to assist teachers and students to:

accompli

sh educational goals. According to Dunkel (1991),

computertassisted language learning (CALL) is a more

~ specific

term which “concerns the use of computers to

assist in second or foreign language (L2) instructional

activities

r”

(p. 28).
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language in the classroom. However, as multimedia
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1996, p.

teachers all over the world have reaiized the
ce of‘using computers in teaching language
er & Healey, 1998).
es of Computer-Assisted Language Learning
1 (1998) pointed out a number of advantages of
language teaching and learning. First of all, “the

adds variety to the language learning
ce” (p. 45). Learners or teachers can integrate
ideos, and sound materials from the computer into

tivities in order to provide “a further dimension”

1ge learning. Hall (1998) also stated, “The

individualizes learning” (p. 5). “There will be a

learning needs, learning styles and learning

D

o

in any group of learners, including groups long

bgether and defined as of like ability” (Donmall,

51) .

Computers can be used to support this diversity.

Students

class an

can function independently of their peers in a

d can decide the pace of progressing, the degree
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of difficﬁlty, the frequency to repeat a quiz, and so on.

Also, many CALL programs offer the statistical results of

‘sessions| on the screen, which encourages students to take

- more responsibility for their learning while checking

‘their position in the class (Hall, 1998).

Learners can get immediate feedback from the computer

_while doling exercises. When students work on

pencil-and-paper quizzes, they realize what mistakes they

made onl
contrast
vexplanat
help stu
(Hall, 1
Man
of inter
and tele
all of t
all the
the lear
limited
The
For inst
routine

class wi

y after their teachers mark their papers. In

. thé computef gives instant answers and

ions while stﬁdents work on exercises. This will
dents to reduce the repeéted mistakes they make
998) .

y activities With-the computer offer a frequency
actioﬁ which‘can hardly be found in books, tapes}‘
vision.‘In a typical language learning classroom,
he students cannot have the teacher’s étteﬁtion
time. Thus, the interaction with computers helps
ning process even though computers offer more
responses than teachérs do (Hall, 1998).

computer helps téachers to save time and work.
ance, teachers can use thé time théy spent for
work, such as marking and grading, for preparing

th more creative teaching, and meeting learners’
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‘needs. This is eventually beneficial to students
998) .
3% students are already familiar with computers

of the popularity of computer games, the Internet,
onal computing. Teachers can use this to their
e. Bécause,most of their students arebfamiliar

puters; they will find these new teaching methods

eresting and enjoyable'(Hall, 1998) .
Three PhaseS'of‘Computer—Assisted Language
‘Learning

- Lan
1960s. W
main sta
integrét
specific

pedagogi

Beh

guage teachers have used computers since the
arschauer (1996) divided this history into three
ges: behavioristic CALL, communiéative'CALL, and
ive CALL. Eéch Stage accords to th only a

step ofkﬁechnology, but aléo a séecific
cal approach. |

avioristic CALL. Based on behaviorist theories of

learning
the 1960
.also kno
redundan
drill an

computer

, the first phase of CALL was devised and used in
s and ’70s; The progfém of behaviorist CALL is

wn as “drill and‘practice” because it requires

t language drills. Accordihg to TaYlor (1980),

d practice éourseware is based on the

-as—-tutor model, which means a computer delivers
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teaching materials to the students. Warschauer (1996)
concisely noted the rationale of drill and practice:

Repeated exposure to the same material is beneficial
or even essential to learning. A computer is ideal for
carrying out repeated drills, since the machine does not
get bored with presenting the same material and since it
can provide immediate non-judgmental feedback. A computer
can present such material on an individualized basis,
allowing students to proceed at their own pace and freeing
up classitime for other activities. (p. 3)

Many CALL tutoring systems with these concepts were
produced for mainframe computers. These systems contained
vocabulary drills, brief grammar descriptions and drills,
and translation tests at different sessions (Ahmad,
Corbett, Rogers, & Sussex, 1985).

Communicative CALL. The communicative approach to

teaching, the second phase of CALL, became popular in the
1970s and 1980s. Those who supported the communicative
approach thought that the drill and practice programs did
not concern authentic communication to a satisfactory
degree. According to Underwood, who is a main supporter of
this approach, communicative CALL

focuses more on using forms rather than on the forms

themselves; teaches grammar implicitly rather than
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explicitly; allows and encourages students to

generate original utterances rather than just

manipulate prefabricated language; does not judge and
evaluate everything the students nor reward them with
congratulatory messages, lights, or bells; avoids

telling students they are wrong and is flexible to a

variety of student responses; uses the target

language exclusively and creates an environment in
which using the target language feels natural, both
on and off the screen; and will never try to do
anything that a book can do just as well. (Underwood,

1984, p. 52)

Stevens (1989), who criticized behavioristic CALL,
noted that all CALL programs and activities should
encourage learners’ motivation and should promote
interaction not only between learner and computer, but
also between learners.

Communicative CALL includes several types of
programs. First, one of the most frequently used programs
is the “computer as tutor” program because the computer
knows the right answer (Taylor & Perez, 1989). A lot of
programs provide skill practice, but not in a drill
format. Examples of these types contain programs for paced

reading, text reconstruction, and language games (Healey &
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1995). While looking for the answer, learners get

in activities such as making choices, control,
raction. Another communicative CALL model is the

r as stimulus” model (Taylor & Perez, 1989). The

ective of this program is to encourage students’

on, writing, or critical thinking, not so much to

-}

students to find the correct answer. The third

communicative CALL is the “computer as tool”

(Brierley & Kemble, 1991), or, as often called, the

computer| as workhorse (Taylor & Perez, 1989). This type of

program contains work processors, spelling and grammar

checkers desktop‘pﬁblishing programs, and concordances.
In this mnodel, the'programs ailow the learner to use or
understand language tather than present language material.
Even though communicative CALL seems like an
important improvement compared with behavioristic CALL,
many scholars feit.that CALL did not maximize its
pctential (Eusack & Ottc, 1990) . Dissatisfied with

teaching compartmentalized skills (even though they used

communicative CALL), educators started thinking of the
- computer las “a greater contribution to marginal rather
than to central elements” of the language teaching process

(Kenning & Kenning, 1990, p. 90). This idea encourages
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s to develop models which combine the diverse
learning process (Warschauer, 1996) .
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‘integrative‘approaches to CALL are based on twe
t technological developments of the last decade--
ia cemputers and the Internet”(p. 4) . Learners

ess to various media, such es text, graphics;
nimation, and video, through multimedie technology
the CD-ROM. Furthermore, hypermedia make

ia more effective because it links multimedia
s together, which enables learners to find
ion simply by clieking a mouse. |

schauer (1996) noted many advantages of using

ia for language learning. First it provides a

Ly

learning environment because listening and
bme together on the s’creenf Second, it combines
ecause one activity can bring reading, writing;
and listening together. Thirdly, learners can-
heir own learning because they can work at their
navigate their own way and go further or skip
tures. |

s

tly, 1t assists learners to concentrate on a

purpose, the content, not spending much time on a

y purpose, such as language form or learning

57




strategies. For instance, while listening to the lesson,
students can check various links where they can get access
to grammatical descriptions or quizzes, vocabulary,
pronunciation, exercises, or prompts, which provide them
with a proper learning strategy (Warschauer, 1996).

Integrative CALL: The Internet. According to

Warschauer, Shetzer, and Meloni (2000), “Computer-mediated
communication (CMC) refers to communication that takes
place via networked computers” (p. 2). CMC is possibly the
single most influential computer application for teaching
language (Warschauer, 1996). Through computer-mediated
communication (CMC), “language learners can communicate
directly, inexpensively, and conveniently with other
learners or speakers of the target language 24 hours a
day, from school, work, or home” (Warschauer, 1996, p.6).
The Internet includes many various ways of
communication and information exchange. Warschauer,
Shetzer, and Meloni (2000) categorized these ways as
asynchronous computer-mediated communication, synchronous
computer-mediated communication, and hypertext.
Asynchronous computer-mediated communication refers
to CMC that people use to communicate non-simultaneously

through tools such as electronic mail or web bulletin
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This allows people to write meséages for others to
their time and place.

synchronous computer-mediated CommﬁniCation,

an cémmunicate in real time with others who are

at the same time. Synchronoué CMCvtakes several
hat rooms, instant messaginé, and

ferencing. This communication makes a simultanedus
tion possible with not only one-to-one

ation, but also one—to—many, so a teacher or

can use‘it'wifhin a small Qroup,‘the whole class,
r class, or‘intefnational discuésion list of a

f people (WarsChauer, Shetzer, & Melohi,‘2000).
putef—mediated communidation'enabies people to

not -only short messages, but also:long documents,
, sounds, and video. In a short time, learners can

the Internet to find needed‘resources such as

r or journal articles, radio broadcasts, short

videos, movie reviews, and book quotations among a lot of

.files al

own text

(Warscha

1 over the world. Learners can even publish their

I~

s or multimedia sources on the Web, so that people
ss those materials through the Internet

uer, 1996).
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guage teaéﬁets believe that language teaching must
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d society.” Concerning the future use of computers

anguage classroom/ Warschauer (1996) suggested two
cas: “an increasedAemphasis on electronic
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17).

> the classroom” (p.
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jarschauer, 1996, 18).

P-
rners need to know how to do more than‘to use a
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for their particular intents. A Study shows that
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hardly know how to organize information in a
ramework - (Dole, Duffy, Roehler, & Pearson, 1991).‘
e, intelligent software.ﬁust offer learners both
and data.

example, in order to make CALL progréms more

ent, the programs must respond to the learner’s
ith hot only the éxplanatidnvof the reason Why it
or wrong, but also suggestions for further
Most learners also hardly know héw to apply
earning styles to the programs (Healey, 1993).
télligent CALL programs must help learners to‘find

to use the program efficiently.

his book, On the Edge: Intelligent CALL in the

989), Underwood noted'advances in artificial
ence, hypermedia,'and simulations to produce new
cs of language teaching with computers. “Natural

Rz

bprocessing, which is “the cqmputer's ability to
something approaéhing meaning from text or

is a significanttfeéturé to “éhé'intelligent
systems, the hypermedia‘ridh in helpful

bnal aids, and the realistic interactive
Lds ”(Warschauer, 1996, p- 18).

ls, Shieber, and Wasow (1991) suggested four

ireas of study which have to be included in
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natural |language processing: “investigating the
psychological processes involved in human language
understanding; building computational systems for
analyzing ﬁatural language input and produ;ing natural
language output; de&eloping_theories of naturalvlanguage
structure; and determining the ﬁathemaﬁicai prdperties of

grammar formalisms” (p. 1).

Electronic Literacies. Students who liﬁe in an
“information technology society have tQ acquire new
electronic liﬁeracy skills so‘that they can research and
respond Lo é nuﬁber of the materials in English on the
Internet Accordihg‘to Warschauer (1996), the following
tWo areas afe signifiéaﬁt fof language teéchers to be
 con¢erﬁed With.

At first, teachers have»to‘cdnsider “finding,
evaluating, and critically‘interpreting,net¥based.

”

information” (p. i7). Before people become accustomed to
using the Internet, ?eople went to‘the'library.to search
for information and‘read it at the library or héme.
However, |reading on the Intgfpét»encéurages‘péople to find
aﬁd evaluate information atb£he.same fime; People even can

produce their own texts from their research. Language

teachers might need to teach not only how to understand
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encéurage‘students to practice writing. HQwéver,
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ng business, but also cdmpléting assignments in

response to the new environment, language teachers

tudents practical online writing skills

P

c genres of electronic communication” and “the

ship of texts to other media.” 'In the future,

will want not only to get information from the
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teaching

to intégrate,multimedia such as texts, images,

and video,AWhile not weakening. the emphasis on

(Warschauer, 1996) .
um, as the‘use_of computers becomes commonplace,
le try to integrate computers into language

and learning. CALL provides language learners

with a variety ‘of lahguage learning»éxperiences. With the

help of technology, CALL has been,effectivély improved to
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meet lanlguage learners’ needs. There are diverse CALL

models:

computer as drill and practice, computer as tutor,

computer as stimulus, computer as tool, CD-ROM, and the

Internet

language

. Each model has its own advantages. Therefore,

teachers need to analyze the effectiveness of

different models and integrate appropriate CALL models to

their temching.
Techhological Literacy for the
Twenty-First Century
What is Technological Literacy for the

Twenty-First Century?

The
as "an 1
Engliéh,
proficie
one's go
(Charp,
cémputer
sites ha
(Evans,
for the
Technolo

to adopt

1991 National Adult Literacy Act defines literécyv
ndividual's ability to>read, write and speak in
and compute and solve problems at levels of

ﬁcy to function on the job in society, to-achiéve
als and develop one's knowledge and potential"
1996, p. 6). In the twenty-first century, the

" fhe Internet, e-mail, word ptocessing and Web
ve become invaluablebtools for communication
1999) . Evans (1999) stated that the new literacyb
Ewenty—first century is technologiéal literacy.
gical iitefacyiis defined as “a personal ability

, adapt, or invent proper technological tools in
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mation society to positively affect his or her
mmunity, and environment”F(Hansen, 2000, p. 31).
y educators and leaders of society believe that
gical literacy is basic,Nsignificant, fundamental,
ial to the success of students in the twenty-first
(Hansen, 2000). Hansen (2000) stated that

ogical liteﬁacy is esseﬁtial to human development
pursuit of our most basic and universal human

t is this understanding of the importance of
gical literacy that ought to guide us in our
um development efforts and in our teaching” (p.
need of techndlogical literacy is also crucial in
place in today’s society. According to Charp
*literacy goes beyond the basic skills of reading,
and arithmetic and includes computer and othef
3y'_relateds‘kills in the context of the workplacey
More than five millions'jobs édded to the
e since»l993‘réquire professional, management, orb
1 skills (Charp, 1996). |

péople realizé its importance, fostering

;ical iiteracy has becbme;a éritiéal issue in a
and education. In 1996, to promote techhological

President Clinton provided $2 billion in
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funds (John, 1996). The American Technology Honor

(ATHS) also established the mission to assist

to be equipped with technological literacy
n,Technology Honor Society for the Advancement of
gy, 1996).

e of Technology in Modern Classroom
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ted with technological skills. Now students in a
ociety have'fo know how to use e-mail, word
rs, list servers and Web sites in order to read,
(Evans, 1999).

instructors looking to incorporate computer
glies, Evans (1999) presented fQur basic
gies, which can be used in the traditional

m of college: e-mail, word processing, list
and course Websites.

ail. E-mail offers “a comfort zone” to students.
Jents feel uncomfortable talking with an

5t about their academic deficiencies face to face.
ndents may be too shy to talk to the instruétor‘in

However, e-mail gives students opportunities to

the instructor via cyberspace. Students have less

to talk to the instructor because of “faceless

artion” (Evans, 1999, 102) .

p.
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,Furthermore/‘é4mail can help students to improve
basic typing,AWriting, and communication»skilis. Students
who‘have a part—time job and caﬁnot reach the instructor
during flormal office hdurs can use e;mail to contact the
iﬁstructor in their free‘time. Regarding that, e-mail is
an efficgient way to use time in a fast-paced information
age. Thus instructors should integrate é+mail into a
course'to help student to be prepared’fér the future

(Evans, |1999).

Wond Erocessing. Students have to knowvbasic word
processing skills to pfepafe-fér the téchnical;workforce;
Tb encourage students‘to get inVolved in computerized
learning circumstances, teachers should integrate the use
of word pﬁocessing software intg the requirements‘of a
traditicnél class. Thié requirement of using a standard
word processor program helps students to get used to
real-world standards of performaﬁcé such as professional

reports |and documentation, which are important for

information society (Evans, 1999).

List Server. Evans (1999) stated, “the class mailing
list is perﬁéps one of the greatest timesaving devices for
faculties and students” (p. 103). For example, ﬁhe
instructor can respond to a frequently aéked question

(FAQ) once, instead of answering the same question several
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times.
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T

hen, all studehts who:aré signed to the mailing
receive the responéé.‘ThiS'System enhances the

cy of ihstructorévby decreasing*repeated

s,:and it also enables students to clearly

nd thevtopic by reading all responses.

exémple, in order té‘eétablish open communication
discussion sites, students in Santa Fe:Community
receive daily mail by Lyris list Servef as.the
list prbvider.(Evans, 1999);‘The continuous

ion between the instructor and students can build
bond of open communication andAbring out an
carning experience. Students can ask the

or or each other for information, tips, and proper

s for problem solving. Even when the instructor

=’

students can help each other respond to the

4

-

D a

Students, especially, can build friendship by

fu

y each other with considerate messages, which will

1 to the whole class.

the Internet, people generally use electronic

lists, discussion groups, and special interest

Also many educational organizations commonly use
ves to deliver announcements and important

ion. The instructor should integrate a mailing
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list into a classroom as a technology requirement in a
typical college class (Evans, 1999).

Course Websites. According to Evans (1999), the

instructor can create an educational Web site for a
course, which contains course syllabi, assignments,
announcements, exercise and exams for practice, frequently
asked questions, and links to other related Web sites.
Students can approach necessary information whenever they
want using access to the Internet. Students can read
information they want online or print it out for review
while the instructor does not need to distribute a lot of
copies of handouts. Lately, the instructor can use word
processor packages such as Corel WordPerfect and Microsoft
Word, which have tools to make Web pages easily. The
instructor also can use File Transfer Protocol (FTP) to
link files to college Web space.

Along with the development of computer technology,
many students and teachers often use e-mail, word
processing, list serves, and course Websites. These
technologies have become useful tools of communication in
the classroom. Language teachers need to realize the
importance and advantages of using these technologies, and
integrate them into the classroom to make an effective

language learning environment.
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The Importance of Information Technology

Forbthe last twenty years, information technology has
grOWn e ponentially (Plowman, 1997). According to Plowman
(ZOOO), the powervof current technology 1is doubling faster
than every eighteen to twenty four months. The fast growth
of tech‘ology-reSults in abundant informaﬁion.

Becanse of the.oomplex contemporary environment,
people have various, plentiful information cnoices in
their academic studies, in the workplace, and in their
’persona£ lives (Association of College and Research
Librari s, ZOOl). People can get information througn
libraries(vcommunity resources, speoial interest
organizations; media, multimedia, and the Internet. With
this huge amount of information, people need to understand
‘and evaluate it carefully to differentiate oetween quality
informTtion and useless information'(Association of
College and Research Libraries, 2001).

Aocording to the Association of College and Research
Librarles (2001),‘information technology emphasizes the
use of| technology as well as information searching and
evaluation. Information technology skills help people to
use technologies, such‘as.computers, software
applications, and databases, in order to complete various

academic, work-related, and personal goals.
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As the world gradually proceeds from the industrial
era to the information era, international economic
development depends less on the factor of iabor or capital
and more bn the capability to deal with information such
as exchanging and interpreting information (Castells,
1993, 1J96). In order to survive and to be successful in
this SOwiety) people should be éble to read, write, and
communicate effectively over the Internet (Waschauer &
Healey, | 1998) . |

Modern people in‘rapid—paced societies should see the
importance of information technology for languége use and
learning (Warschauer, 2000). According to Harnad (1991),
~along with the prior three revolutions (language, writing,
and print), information technology is becoming the fourth

revolutiion in human communication and cognition. Like the

Gutenberg releutinn 500 years ago, information technology
wiil significantly influence the way peopie‘exchange,
approach information, and share information. Especially
because informational technolngy is growing simultaneously
with 1 formationalism‘andvglobalization,vthe impact of
information tecnnology will appear far more Quickly on
literacy and commnnibation practiées (Warschauer, 2000) .

In sum, the importance of informational tecnnology

has increased in education and the workplace. Information

11



technology has become a poWerful tool, crucial to survival

“in the t

need to

wenty-first century. Therefore, English educators

apply this tool to help students to become

literate in an information-based society.

Changing Language and Literacy Skills

Warschauer (2000) suggested some of the new language

and literacy skills that are necessary in informational

technolcgy. He divided those skills into the categories of

reading

research and writing/authoring.

Regding/Research. The dominant way of reading is

changing

Labbo,

§

from the page to the screen (Reinking, McKenna,

Kieffer, 1988; Snyder, 1998), particularly among

young people for whom the use of computers hasibecome a

part of
decoded
not only
instruct
scanning
& Horney

e

should

graphics

message
Reaz

interpre

their lives (Tapscott, 1998). Information is

oﬁ a screen at the click of a mouse, which affects
7 psycholinguistic processes, but also the way
ors teach reading skills such as skimming,

and guessing words from context (Anderson-Inman

14

7, 1998; McKenna, 1998). English language teachers
lso consider new text styles which integrate
, 1lmages, and.audiovisual content to deliver a

' (Bolter, 1998; Kress, 1998; Lemke, 1998).

1ding is not only a simple psycholinguistic act of

~ting letter and words, but also a social practice
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which occurs in specific sociocultural context (de Castell

& Luke,
cost of

affects

1986; Gee, 1996).>Furthermore, thinking about the
paper and publishing, reading from the screen

the new socioeconomic situation. This shift also

encourages readers to read more consciously to build

knowledge from a lot of sources (Bolter, 1991; Landow,

1992) .

The following skills are central to the ability to

read from the screen:

(e

fiiding the information to read in the first place

g., through Internet searches); rapidly evaluating

the source, credibility, and timeliness of

information once it has been located; rapidly making

navigational decisions as to whether to read the

current page of information, pursue links internal or

external to the page, or revert to further searching;

making on-the-spot decisions about ways to save or

corn

"-(We

Moz
of the 1
for the

catalogue part of the information on the page or the

nplete page; orgaﬁizing‘and keeping track of

electronic information that has been saved.

\rschauer, 2000, p. 521-522)
:ebpeople will learnvbasic English skills because
1igh demand of English as a intérnational language

twenty-first centﬁry. Recently, in many European
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Wri

s, secondary students are encouraged not only to

nglish but also_to use English for thé purpose of

ted global‘communication (Warschauer; 2000). Along

se skills, critical, active, and interpretive

is important as well. Especially, because of vast
ion on the Internet and its “hybertextual

tion,” the nature of reading has changed and

reading skills become more important (Warschauer,

ting/Authoring. In writing, similar shifts are

happenin
Faigley,
less att
reading
. sentence
Before t

function

However,
communic
rising 1

of compu

Associat
|

Nev

require

g and will continue to happen (Bolter, 1996;
1997). For the most part, writing has received
ention in English language classes compared to
and it is often viewed as grammar correction of
s on paper (see the discussion in Raimes, 1991).
he information revolution of the 1970s, this
was enough for the needs of most learners.
recently, the need for effective written
ation has become very significant, along with the
mportance of the information and the expanded use
ter and the Internet (e.f., American Management

ion International, 1998).

v types of writing/authoring skills that are

d include the following:
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5

integfating texts, graphics, and audioViaual matérial
intjo a multimedia preséntation; writing effectively
in hypertext genres; using internal and external
links to communicate a message will; writing erva
particular audience when the audience is unknown
readers on the World WidevWeb; aslng effective
pradgmatic strategies in various‘circumstances of
conputer—mediated communication (Warschauer, 2000, p.
523)
New types‘of writing on the Internet are important
for people to communicate clearly with other people from
different countries. Warschauer (1999) explained the
significance of writing by describing a case from prevlous
research conducted in China, which included an ESL writing
course. |A graduate student from,China, Zhong, was taking
the course. Researchers afgued about who woald have the
authorship for the research data, which they had obtained
while working collaboratively. When his Swedish colleagues
tried to take control of the data under their authorship,
Zhong strove to write e—mail to them to object to their
plan. However, his first draft of e-mail was not suitable
“and did|not deliver his message. Zhong worked on the
e-mail message with a teacher of the course. After

finishing two more drafts of e-mail, he finally could
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convey his message. When he sent them the e-mail, the
problem was solved in a pleasant manner (Warschauer,
2000) .

People living in an information-based society find an
abundance of material on the Internet. It has changed the
way people read and write. In reading, people need to
decode the text as well as to develop skills for reading,
evaluating, and organizing a huge amount of information.
People also need to write correctly and effectively by
using text, hyperlink, graphics, and audiovisual material.
English teachers need to help students to develop
effective literacy skills considering the shift of reading
and writing.

In sum, technological literacy is an important
ability for young people in the twenty-first century.
Teachers need to encourage students to acquire
technological literacy by developing computer skills that
enable them to gather information, send, receive, analyze,

and evaluate information.

76



CHAPTER THREE

THEORETICAL FRAMEWORK

A Model for Project-Based
- Instruction

A Descri
The
cﬁapﬁer,
specific
c@mputer
tééhnolo
theoreti
éroject.
three‘fu
and doiﬁ
phésés;
coufse d
langﬁage
learning
teChnle

(see Fig

ption of the Model
five,key concepts presented in the previous
'project—based ledrning (PBL), English for

purposeé (ESP)/>COOperative learning,

-assisted ianguage learning (CALL), and

gical literécy; can be interrelated td form a

cal framework that‘applies to this.cufriculum

The first cdncept,‘project—based‘learning, has
ndamehtalvphaSes:vselecting é»tdpic, making plans
g reéearéh, éﬁd sharing resulfs,with others. Thése
in_turn,‘can<be,lihkedvto three différeﬁt typeS of
esign (leérning;centerea, skills-centered, and 
_centeiedvéoursé désign).‘Aépects of coéperative‘

, computerfassistéd langﬁage learning, and
gical,litéracy alsQ align'withbtheSe PBL phases

ure 1).

77




Figure 1. A Model of Project-Based Learning

. Aspects of...
Computer— .
Projecttbased e ‘assisted English for
Tearning Coopergtlve lang?age_ specific
. ‘ . learning - learning & :
o Technological Purposes
. literacy ,
Selecting a Positive The Internet | Learning-
topic interdependence centered
' ' course design
(Motivate
. learning)
Making plans Individual and The Internet Skills-
and doing group E-mail . | centered
research accountability Word ' course design
‘ | processing (Reading,
S ' writing, and
telephoning)
Sharing Evaluation of | Power Point .| Language-
results with presentation presentation centered
others (peer & ‘ . | course design
teacher) ' | (Presentation)

Using Pr>ject—Based Learhing to Cfeate a Cémpany

Project-based léarning_is”an instructional approach
to EngliSh'language teaching‘in which students ‘generate a
final project. Creating é Coméany,is introduced as a gréup
project in this curriculum’design. Teaching English'with_
'projéct—kased learning provides students with meaningful
learning experiences because it encourages studeﬁts to be
active in their learning.

There are three main phases in a project: selecting a
topic, making plans and doing reséarch, and sharing

results with others. In each phase of project-based
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‘source f

, students are actively involved in thé process of
‘They decidé the subject matter, reéearch
ion,-recéive know;edge, and present and exchange
eas. As students cémplete their projects, they can
nd and learn concepts and solutions throﬁgh

ation and discussion. Students wiil learn not only
reate a company but aiso how to interact with
Project-based learning is beneficial for langﬁage
because they caﬁ learn language through content
ls. “Learner involvement in authentic social

ion in the target language with a knowledgeable

acilitates languagebacquisition”‘(Sivert & Egbert,

1995, p.| 55).
English for Specific Purposes
Eng

to langu
and dssi
content
English
curricul
aﬁalyze
learners
design.

useful £

lish for specific purposes is a systemic approach
age teaching in which teachers determine content
gn courses based on the learners’ needs. The

of Creating a Company is based on authentic

ised in the real business world. As they desigh

um for English for specific purposes, teachers
the target situation, figure What kind‘of skills
need to know, ahd apply these to the course
This curriculum, Creating a Company, will be

or students and teachers who are looking for good
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examples of course design based on authentic business
English.

This curriculum introduces three different types of
course design: learning-centered course design,
skills-centered course design, and language-centered
course design. Each course design corresponds to a
particular phase of project-based learning.
Learning-centered course design encourages students to be
motivated to learn. Therefore, in this design students can
design their own companies and find the connection between
their projects and real life. In skills-centered course
design, teachers analyze skills and strategies required
dealing with target situation. In this design, students
practice needed skills such as reading, writing, and
telephoning to complete their projects. In
language-centered course design, students make a
presentation to share the results of their projects with
other students in the classfoom.

Cooperative Learning

Cooperative learning is an instructional structure in
which students are divided into groups to complete
activities. Cooperative learning plays a crucial role in
the group project, Creating a Company. Students will learn

information through interaction with members in a group,
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which mo

learning|.

tivates individual learning as well as others’

Eventually, cooperative'learning will result in

a positiyve effect on students’ academic achievement and

social development.

benefici
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Computer-

v
bility,
rking on a project,

yether,

Moreover, cooperative learning is

11 for language learners because it provides

with more opportunities to practice English in a

>ty environment, which is crucial for language-

successful group work, these four elements are

positive interdependence, individual
group accountability, and evaluation.

students learn to decide the
assign individuals’ responsibilities, work
through discussion and collaboration, and analyze
riency of their work. Moreover, through the
on between members, students have more

ties to practice listening, speaking, reading,
ng.

Assisted Language Learning and

Technol

ogical Literacy

Comg
of comput

literacy

uter-assisted language learning refers to the use
ers to assist language teaching. Technological

is an individual’s ability to use technology to

reach one’s information-acquisition goals. Because those
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http:writi.ng

two key concepts have.a lot in‘cdmmoﬁ With'respec£ to‘the
‘use bf computers, théy are COnsidéred as one category in
this curgriculum desighl

Computer—assisted.language learning and technological
~literacy| play a significaht role in the group prqﬂect,
Creating a Company. To complete a project, four basic
technologies will be used, which are follows: the
Internet,ve—mail,'wordvprocessing, and Power Point. The‘
Internet| provides students With enormous information. When
researching informafion for a gf@up project, students can
easily flind authentic materiél through the Internet.
E-mail ijs a useful tool for communication in a group
project. Students will use e-mail fof exchanging
informatiion with giOup members and submitting their work
to the instructor. Using e-mail in a project not only
helps stludents to improve their typing, writing, and
communidation skills, but also saves time and paper.
Throughdut the whole project, students will use word
processing for writing so that they will get familiar with
the standard word processorvprograms. When students share
their results with the class, they will ﬁse Power Point as

a tool for presentation.
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CHAPTER FOUR

CURRICULUM DESIGN

The Rationale for the Design

ed on the theoretical framework model'presented'in
Threé, a unif plan is designed to help students to
sinesssEnglish through the group project, Creating
yv. The unit of‘ihsﬁructisn_éonsists of six lesson
hich are designedvto complese the group project.
integrates five key concepts into lessons:

for specific purposes, project—based learning,

ive learning, computer-assisted language learning,
nological literacy.

unit is intended for two-year college students
to develop English skills for their professional
nce in business. In addition,‘theiunit plan is

for English learners who desire to learn English
ontent of business, to use technology as a class

d to enhance their social development through

ion. In this unit, the role of teacher is that of
tator. The teacher in this curriculum gives

tal information and direction,'encourages students

nvolved in activities, and provides help whenever

need it.
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h leséon of the unit has’éeveral components drawn
theoreticél model: English for Specific purposes,
baéed'learning; cooperatiVe‘lea;ning,
—asSisted'lénguage learning, and technblogical
(see Figuré 2)? Eééh lesson featurés'several
cets, wdrk‘shéets; Oor assessment sheets.‘Eocué
résént information that students are supposed tb_
a lesson and guide or offer examéles that help
‘no‘do worksheet acti&ities later. In order to
students"léérning, all lesSoné consist of
t'focus sheéts, which providé authentic soUrces
Web. Studentsycan visit the Wéb‘sités listed on
s. sheet forimore information. The goal df the_wdrk.
to complete the objéctives of eacn task Chain of
. Teachers can check students’ knowledge‘thrpugh '
sheets'becanse stndents do worksneets'nased on |
derStandingiofvthe previous focus sheet.
ts invélve farious group acfivities, researching,
’and preSenning in the pfocess of completing a
Assessment sheets present criteria to evaluate

rstanding and skills that students neéd to acquire

each lesson.
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Content of thé Lesson Plans

s unit features a group project that includes
,'writing, presenting, and evaluating, and
considerable small group cbilabotative learning.
with a group of four to five people, students will
usiness Proposal Group to develop a formal.

to improve the quality of business in a targeted
Students spend most of their time in class at a
lab, with access to the Internet and wérd

rs. Students’ project will culminate in the last
the unit,’when groups make a formal>15—20 minute
tion of theirvproposal in class, followed by
questions and reactions. |
unit_lesson sequence is designed-tQ complete a
with lessons as follows: Industry Evaluation and
Purpose, Mission Statements and a Busihess Plan,
g, Advertising Strategy, Writing Business Letter 
phoning, and Presentation.'

unit begins with the introduction of the project.

Lesson A incorporates the following cOmponehts from the

theoreti
project-
computern

literacy

cal model: English for specific purposes,
based learning, cooperative learning,

-assisted language leafning, and technological

7. In the lesson, students form groups according to
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teiests and each group decides what kind of
they are going to create for a préject. After
on a compény, students in each group track the
f the industry they choose through the Internet.
send the results to the teacher by e-mail and
opy for their folder. Lesson A uses
—centered‘design-that encourages students’
on. By selecting a topic together with members of
students will develop positive interdependencé.
lesson, stﬁdents learn to work cooperatively, to
the data or‘statistics, to gather information, and
ate it. Sﬁudents aisQ get used to ﬁse the Internet
arch and E-mail for the communication.
the next lessbn, students learn the basic
e which is needed to establish the company. Lesson
ncorporates five components from the theoretical
hglish for,specific:purposes, project—based
, cooperative learning; computer—assisted language
, and technqlogical literacy. Studenfs learn and
thW-to write mission statementé and,é_businéss
their own company. Studentsrreceive various
of miSsion statements and é business plan from
eetsQ Students cén obtain more information from

ites‘listed'oh,the focus sheets. Then students
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S sheets,‘uSing the word processor to write. Each
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or théir notebooksf Lesson B features a

entered design in which students practice reading
ing of_bﬁSiheSs English.?Through working With a
tudehts reélize the impo?tance of coopération‘and
al accountability;‘ln this lesSon,‘students use |
gy such as word précessofé, the Internet, and

o complete‘theirvéssignments.

Lesson C, students léarn the basic theory of

g and marketing strategies. Marketing is oné of"
rtant elements invthe:bdsinesé world. LeésQﬁ C
étes.fiVe of the key Conéepts»in Chapter Two:v

fbr spebifid pﬁrposes, projeétfbased learnihg,

ive learning, computer-assisted language learning,
nological literacy. In the first task chain, |
bstud§ the simplified'theory of marketing with
eets. For fufther‘informétion, studénts can visit
éites listed on the fécus sheets; Thén; students

e bésic marketing theory to their own company and
and develop.tﬁeir own marketing Strategies on work

ith a group}*when they finish, each group ‘sends:
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Engllsh for' S

ponents in;the previousﬂchaptert

‘purposes, prOJect based learnlng,vcooperatlve

‘computer—ass1sted-language,learnlng;'and 1

glcal llteracy 'ln'therfirstftask'chain,,students
thelr bas1cvknowledge of advertlsement As
ucomplete avwork sheet _they analyze the necessaryv
in.advertising In the second task chaln,
:1n a group develop a morevspeclflc plan for‘
ement;for:thelr own company Students can. search "
erlals by means of the Internet ‘When studentsv
thelr advertlsrng campalgn, they send it to the:;l
or‘hy‘e mall and keep‘a copy for thelr notebooks.‘
n D;,students‘cooperate w1th members of a‘group.to
and evaluate the crlterla of advertlsement and to

isions. TheyualsoWpraCt;ceywrltlng$and uslngu
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with mem
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the seco
for busi
expressi
‘ﬁractice
incorpor
The
doing joka

integrat

gy for communication. This is also
entered.
son E uses skills-centered design in which

practibe business letter writing and buSiness‘
ing. This lesson has five concepts from the °
cal frahework model: English for specifié

p projéct—based learning, cooperative learning,
-assisted language learning, and technological
Invtﬂe first task chain, students learn how to
siness}letters. Stﬁdentsvdistinguish between the
letteﬁ and business letter using focus sheets as
in useful expressions. Then, théy practice
lettef'writing‘relatéd to their company on work
Studenas use a word‘procéésor and work together
bers of a‘group. They send severai examples to the
by e—mdil and keep a copy for their ﬁotebooks. In
nd task chain, students learn ﬁseful_expressions
ness télephoning on idiom cards and practice those
oﬁs with a partner. Then, students play a game to
the expressions they studied. Again, this
ates‘aiskills—centered approach.

last'fesson is sharing the results with others by
esentaﬁions which are evalqatedf Leéson F

es five key components from"theitheoretical
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framework model; English for specific purposes,
project-based léarning, cooperative'léarning,
cémputer—assisted language learning,'and techﬁological
literacy.;Eéch;group does a presentation as a proposal‘for
the imprqvemenf of‘their'company in a market. Students
evaluate other;groups;.presentations.‘Each group uses
Power Point QS;a technolbgy to make their presentation
professilonal. After each group’s presentation, students
have time for questions and answers about the group’s
project. For the last activity, students do the group
member evaluation. This last activity is

- language-centered.

Thus, foliowing the model in Chapter Three, the unit
synthesjzes a set of key concepts into a six—lesson
sequénce that integrates é’variety of course design
approaches inté a communicative, Collaborative example of
projectsbased learning. This demonstrates an exemplary use

of English for specific purposes.
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" CHAPTER FIVE
' ASSESSMENT OF INSTRUCTION

assessment of students’ performance is divided

categories: group and individual (See Appendix

jroup grades, assessment consists of three parts:

y e-mail, notebook, and presentation. As a part
dual‘grades, there are checklist (participation)
member evaluations.

Fach evaluation component

wn criteria for grading. Based on those criteria,

ier evaluates students’ ability to write business

work cooperatively, complete a project, and use
y as a tool of communication.

group;has writing assignments for each task
lessons. Students use a word processor to
assignﬁents and sent them to the teacher by

he teacher assesses students’ business English
kills»based on stated criteria (See Appendix A).
books are the major components of the group’s
t. Students will submit notebooks in' the last
docnmentation of their’project. Notebooks inCiude
ons. Section One is a collection of all work

ection Two includes members’ names, roles or

t of each member, minutes of meetings, an
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attendance record, a list of Web sites or references they

used for

content,

cooperat]

The

Lesson S:

noteboéks, and so on. Thevteacher-asseSSes the
organization, and format of noﬁebooksﬂand

Lén of a group based on criteria (see Appendix A).
last grbup assignment is the‘orai preSentation in

ix. The teacher evaluates content and

organization, language fluency, the use of technology, and

~delivery

(see Appe

presentations with peer evaluation form (See Appendix‘A)

and give
For
checklis
member e
individu
class. I
members
to’acnie
problems
In
for all
ancounta

that som

of the g

of eéchfgroup’s presentationvbaséd on criteria
ondix Aji Students evaluate othef groups’

the présenting groupafeedback;_

individual grédes, there are two components:

t for participation (See Appendix A) and group' 
valuation (See Appendix A). The teacher gradés

a1 studént’s participation by using a checklist in
n the lastilesson, students‘évaiuate their group
with the evaluation form. Tnis encourages students
ve indiyidual accountabiiity and reduces»the‘

of “free riders”. |

general, each group will receive a generai grade
members. However, in érder'to encourage individual
bility in a group, 1f there are strong indications
e membeis have worked:particulatly well on behalf

roup (based on individual records and group input)
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then that person will receive a higher grade. If there is
anyone who has not significantly contributed to the group
(based on»individual records and group member evaluations)

then that person’s grade will be reduced.

In
to evalu
evaluate
as a gro
situatio
technolo
acéurate
assessme
This eva

In
for this
perspect
of the p
Literatu
In'Chapt
interrel
Two, a t
curricul
the cont

. in detai

sum, the assessment of the six lessons is designed
ste many aspects of students’ learning. It

-

s the résults of the'project students have worked‘
up, the;ability to use English for specificv

ns, cooberation aﬁd accountabilify, and

gical skills.vln order to assess those:elements
ly; the;unif has different categories of
nts andieéch assessment has a variety of criteria.:
luates Qroup work as well as individual.l
summary}"the project-based learninQ‘lesson plans”
projec£ have been developed from various

ives. Ih Chapter One, Introduction,‘the background
rojeét wés revéaled. In Chapter Two, Review of
re,.thebrieé'of five key concepts were discussed.
er Three, Theoretical Framework, based on‘
ationship betWéen theories presented in Cha?ter
heoretical model was fofmedrtd appiy to this

um pfojéét. In Chapter Four,‘Curriculum Design,

ents of the six lessons in the unit were explained

1, and the teaching approach linked directly to a
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theoretical model. Lastly, in Chapter Five, Assessment of
Instruction, a variety of assessments for the unit were
introduced. ThezProject—Based Learning unit of instruction
is preéented in:Appendix B: Project-Based Learning Unit
Plan. This unitjwill be beneficial for EFL/ESL learners
and others who Want to study English in fhe content of‘

business|and deVelop cooperation and technological skills.
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APPENDIX A

TEACHER ASSESSMENTS
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. Students’ Performance Score Sheet |

- Student Name:

Grade: 90-100%: A  80-89%:B 70-79%: C  60-69%: D Below 59%: F

Unit One

Al B | CIDIE]|TF

Writing (by E-mail) (15%)

Group | Notebook (40%)

Presentation (20%)

Checklist (Participation)

(15%)
Individual
Group Member Evaluation
(10%)
Total
Grade

General Comments:

Final Course Grade:
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Criteria for Gradihg Written Assighments

Group Name:

Student Names:

Grade: 90-100%: A - 80-89%:B  70-79%: C 60-69%: D Below 59%: F

BEY Sophistication of Analysisv (25%)
| The author [follows the instructor’s guidelines for the paper.

2. Organization and ;Logical Development (25%)
The paper shows evidence of prior planning.

3. Clarity of Expression (25%) ,
Words are chosen carefully and sentences are well constructed.

4. Grammar, Punctliation, Spelling (25%)
The papers are characterized by consistently correct grammar,
punctuation, and spelling. '

‘Gene‘r‘al'C pmments:

Total Score:
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Criteria for Grading Notebooks

- Group Name:

Student Names:

Grade: 90-100%: A 80-89%: B 70-79%: C 60-69%: D Below 59%: F

Section 1: The components of notebooks: Section 1 (40%)

Section 1: All work sheets (mission statements, business plan, marketing,
advertisement, inventories, business letters, etc.)

Section 2: The components of notebooks: Section 2 (40%)

Section 2: fa list of members; roles and assignment for each member; minutes of all
meetings and proceedings; an attendance record, a list of all Web sites that students
consulted for information; a bibliographic entry of all newspaper, books, articles,
etc. : '

Section 3: Format (20%)
Appearance is professional and word-processed.

General CPmments:-

Total Score:
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- , Grade

] "The 1ntrod1

o The delive

| Group Name -

Student Narme_is:” e

90-

lOO%

. Oral P-resentation Evaluat_ion Checkllst D

80-89%:B

70-79%: C.

. ' I.l('?’.J‘C'ontent

| The main. p
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‘ "The conclu
2 Langua
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| Vocabulary
' Comprehel
_Overall flu
) 3. Dehver;
R :Thev lan_guct
. Eye contag
The speakf
- | Hand gé'su
| Genenat @

| Total Sco)

1ct10n set up the presentatlon w1th a prev1ew of pomts

5e Fluency (40%) - o T
lo.n: B -
. »d,..Grammar '

y

ency R : e
2 Vocal and Phys1cal Aspects (20%) :

re:

and Orgamzatlon (40%) e

60-69%D Below59%F -

1nts were well developed and supported w1th facts and examples

such as computer shdes and overheads Were used effectlvely

sion summar1zed the presentatlon effectwely

151bi1ity

.

ge and tone were conversatronal

ry was free of vocahzed pauses (such as you know ? “uh ” Or “I mean”)

t was mamtalned w1th audrence

rs’ appearance was conﬁdent and professronal

res and phy51cal movement were used approprlately

omments S
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Peer EValuatidh _Férmj (Pl}es#n'tat‘i_()h)'-'f‘? :

| TOPlC

1.Clarity of

3. Content appropriate;  Yes . No_

[T

o 4Handoutuseﬁ11 Y‘es ALY No -

5 Pace of bréééﬁfatiéﬁ:
6. Presentation graphics:

~7.Suggestion/Comments

SoSo«—1 2 3 4 5—pGreat



Criteria for Grading Checklist (Participation)

Student Name:

Grade: 90-100%: A 80-89%: B 70-79%: C 60-69%: D Below 59%: F

1. Speaking (20%)
Communicates competently in social and classroom settings.

2. Fluency (20%)
Speaks fluently.

3. Structure (20%)
Uses a variety of grammatical structures.

4. Vocabulary (20%)
Uses appropriate vocabulary.

5. Listening (20%)
Understands classroom discussion without difficulty.

General Comments:

Total Score:
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' Group Namf:‘

This memb :

) w1111ng1y assists other group members
. contributes ideas to. the group -
..speaks in a fr1endly, manner

listens politely - =~
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. stays on task ! '

< ou -J;jw"m__»—a .
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APPENDIX B

PROJECT-BASED LEARNING UNIT PLAN
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Unit Overview
Unit: Creating a Company

Overview:
This is a group project that includes research, writing, presenting, and evaluating, and

involves considerable small group collaborative learning. Working with a group of 4-5
people, students will form a Business Proposal Group to develop a formal proposal to
improve the quality of business in a targeted market. The projects will culminate in the
last class of the unit, when each group makes a formal 15-20 minute presentation of
their proposal in class, followed by audience questions and reactions. For most of this
project, students will have class in a computer lab with access to the Internet and word

processors.

Contents:

Instructional Plan A: Industry Evaluation and Company Purpose
Instructional Plan B: Mission Statements and a Business Plan
Instructional Plan C: Marketing

Instructional Plan D: Advertising Strategy

Instructional Plan E: Writing Business Letter and Telephoning

Instructional Plan F: Presentation
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Level: EFL

Obj eetives:

vTask Chain

- Task Chain

[w—y

Ilistrlilctig_)'n’a‘l' Plan A

Industry Evaluation and Company Purpose |

colleges intermediate and advanced: Business English class

1. To be able to decide the company to create
2. To be able to read statistics and track the health of the 1ndustry

Warm up: The instructor distributes Va;rious brand marks (Focus Sheet _
A-1) to students and asks students which company they like, what parts of
the company are attractive, and if they have any. ideas for a company they
want to establish. : :

Deciding the Company to Create :

The instructor asks students about something in which they have an
interest, or a special product they have in mind for their own company.
When students give ideas the instructor writes them on the white board
and asks the students if any others have the same interest. '

The instructor assigns students to small groups depending on their
interests and has them create a company. Students can select a popular
product from their country which does not exist in the U.S. and market
‘it in the U.S.

The instructor distributes to students guidehnes for the unit, creating a
company (Focus Sheet A-2). The instructor goes over the focus sheet
with students and answers the questions students may ask about the
guidelines.

Each group decides the name for their group and discusses the
company they will create. Each group sends the names of the group
and members and the short explanation of their company to the
instructor by e-mail.

Tracking the Health of the Industry

The instructor hands out Web sites (Focus Sheet A-3) to groups The
instructor gives a simple direction how to find the information they
need with the Web sites on the paper.

Each group visits the Web sites on the focus sheet and gathers statistics
or information to track the health of the industry, keeping a copy for
the notebook.
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Flnal Assessment: Checking Students’ Comprehension and Group Functioning
The instructor checks students’ comprehension and group functioning

1.

usmg Figure 5: Checklist (Participation).

~ Score

- 90-100 %

- 80-89 %

- 70-79-%
60-69 %

. Below 59%
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Score Status

Above standard

-At standard
~ Approaching standard

Below standard
Additional effort needed



Focus Sheet A-1
Global Brands

| LOUS vurTony

Soufce: Jones & Alexander, 1996, p. 101
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Focus Sheet A-2
Guidelines for Creating a Company

The Proposal: Creating a Company

Overview

This is a group project that includes research, writing, presenting, and evaluating, and
involves considerable small-group collaborative learning. Working with a group of 4-5
people, you will form a Business Proposal Group to develop a formal proposal to
improve the quality of business in a targeted marketing. Your project will culminate in
the last class of the unit when your group makes a formal 15-20 minute presentation of
your proposal in class, followed by audience questions and reactions.

The Major Components of this Group Assignment

L
0

Due Dates

to conduct research and define the needs of a targeted company
to submit a group notebook that contains:

1) your group’s final proposal

2) evidence of both group and individual effort

to give a formal presentation of the plan in class

Group notebooks are due in the last class of the unit. Presentation shall take place on
the last class of the unit.

Requirements
1.
3

You will meet outside of class as needed.

Document your group’s proceedings and information gathered. Please
note that all notebook contents are public records. The presence of
these records in the notebook indicates that the group has read and
approved these entries. The work of each person will contribute to the
whole.

Research your targeted company so that you understand (to the extent
possible in a short amount of time), the demographic trends,
economical needs and strengths, economic base, cultural make-up,
socio-economic distributions.

Create a company specifically for your targeted market. Include a
written description and physical representation including a mission
statement and philosophy statement.

Present your final proposal on the last class of the unit. Your
presentation is designed both to inform and to persuade the Board and
class participants of the feasibility and appropriateness of your
proposed company.
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Focus Sheet A-3
Tracking the Health of the Industry

Here are some sites that will be helpful for tracking the health or the industry or type
of business you decide to create to help you decide which individuals, and
geographical territory you will target.

Dismal Scientist: Packed with statistics! Economic profiles on any zip code in the U.S.,
Daily updated economic indicators, interesting articles on current trends.
http://www.dismal.com/

U.S. Census Bureau: For statistics on American people, businesses, and geography. This
site leads slowly.
http://www.dismal.com/
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Instructional Plan B

Mission Statements and a Business Plan

Level: EFL colleges intermediate and advanced: Business English class

Objectives:

Warm up:

Task Chain 1:
1.

Task Chain 2:
1.

1. To write mission statement
2. To develop a business plan

The instructor asks students the following questions:
1. Have you heard about mission statements or business plans?
2. What are they?

Writing Mission Statements
The instructor distributes various mission statements (Focus Sheet B-1).
Students work in a group. Students take a look at the examples in Focus
Sheet B-1 and compare them to see the differences of mission statements
among different companies.

. Each group receives Work Sheet B-1. Groups make mission statements for

their company by using word processing. Each group sends it to the
instructor by e-mail and keeps a copy for their notebooks.

. The instructor walks around groups to help them and answer their

questions.

Developing a Business Plan

The instructor hands out Work Sheet B-2 to groups. The instructor gives
the directions for Work Sheet B-2. Each group visits the web sites to get
more information as necessary as they work on Work Sheet B-2.

. The instructor hands out Focus Sheet B-2 for an example of a business

plan. Each group reads Focus Sheet B-2. The instructor hands out Work
Sheet B-3 and each group starts writing its own business plan.

. Each group finishes Work Sheets B-2 and B-3 using a word processor,

sends it to the instructor, and keeps a copy for their notebooks. If groups
cannot finish in class they can send it to the instructor before the next
class.

Final Assessment: Checking Students’ Comprehension and Group Functioning

1.

2

The instructor checks students’ comprehension and group functioning
using Figure 5: Checklist (Participation).
The instructor assesses e-mails about mission statements and a business
plan (Work Sheet B-1, 2) from groups and corrects them and replies.
Students keep a copy for their notebooks.
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Score
90-100 %
80-89 %
70-79-%
60-69 %
Below 59%
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Score Status

Above standard

At standard
Approaching standard
Below standard
Additional effort needed



"Boots The (
Our vision i
. our custome
‘Boots Optici
Our vision i
Boots Heal
Boots Healt
Company's
developer a
brands.
Halford P1

Focus Sheet B-1 - |

Various Mission Statements

, - Boots Mission Statement

Chemists:

s to be the world's leadlng retaller of products and services that help make
rs look good and feel good ' .

cians:

s to be the world’s best prov1der of eye care and eye wear.

thcare International: - '

hcare International's mission is to maximize the value of The Boots
participation in the global self-medication market by being a leading

nd marketer of innovative products and differentiated consumer healthcare

edge:
We will always put our customers first.
We will know our parts and products

[ ]

e We will keep our store looking great.

e We will have the best merchandlse at the rlght place
Garage Pledge:

e We will always put customers first.

e We will perform “right first time” repairs.

o We will keep our garage looking great.

o 'We will deliver the best service at the rlght pr1ce
Boots Con(tract Manufacturing:

Our purpose is to maximize the operating value of Boots Contract Manufacturmg We

will achle;je this by developing and manufacturing products primarily in cosmetics,
toiletries and healthcare sectors which meet our customers' needs and expectations and

- by growing profitability in our market share.

Boots Pro
Boots Prog
by helping]

and by deli

perties:

erties vision is to be the leader amongst corporate property organizations,
enable the creation of maximum operating value from Group businesses,
vering the highest possible long-run returns from our portfolio.

 We will have a reputation for skill and expertise, enabling us to attract and retain the

~ highest qu

“Source: ht

ality value-focused professionals.

tp://www.bized.ac.uk/compfact/boots/boots13.htm
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Focus Sheet B-1 (con’t)

Various Mission Statements

McDonald’s Mission Statement
To be the family restaurant that people enjoy more. This will be achieved through five
strategies: Development, Our People, Restaurant Excellence, Operating Structure, and
The Brand.

e Development: Lead the Quick Service Restaurant market by a program of site
development and profitable restaurant openings.

e  Qur People: Achieve a competitive advantage through people who are high
caliber, effective, well motivated and feel part of the McDonald's team in
delivering the company's goals.

e Restaurant Excellence: Focus on consistent delivery of quality, service and
cleanliness through excellence in our restaurants.

e Operating Structure: Optimize restaurant performance through the selection of
the most appropriate operating, management and ownership structures.

The Brand: Continue to build the relationship between McDonald's and our
customers in order to be a genuine part of the fabric of British society.

Source: http://www.bized.ac.uk/compfact/mcdonals/mc12.htm
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Work Sheet B-1
Making Mission Statement for the Company
Directions:
Create proper statements and objectives for your company by using models on

Focus Sheets B-1.

Mission statement:
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,‘ ‘Work Sheet B-2
" Developing a Business Plan
Directions: Fach group makes a busiﬁeSS plan. You can directly go to the Web site to
‘get more information (http /IWWW. blzed ac uk/stafsup/optlons/thebplan htm).

Step 1-Pla ining ahead o o
ow ‘big or small a business orgamzatlon some sort of plan is vital.

‘No matter

Planning' ahead is essential if you are to establish a successful enterprise. You need to _ o

set business objectives such as profits and growth and then gather information from
market research “You need to analyze your information and set an actlon plan,
Financial planning is a core component of a new business.

 Look at thel Barclays site - the Small Business Banking sectlon

Follow the links to look at “Starting up” and “Business Planning”

~ What are the main areas a business plan should cover? -

~ Goto the ]

Step 2 Hfl"e you got what it takes?

- Channel “Real Deal” site. Have you got what it takes?

X Answer the questlons as tmthfully as possible.
_ -Wnte as mary of your results from the qulz

ave you got what it takes‘7 (http //channe114 com/readeal/) sect10n on the SV



http:7/www.bized.ac.uk/stafsup/options/thebplan.htm

Step 3 -Wh
Look in the

You may also want to try lookmg at some of the links they suggest to help answer & R

Work Sheet B-2 (con’t)

DevelopmgaBusmess Plan o :

om can you turn t0?

adv1ce section of the B clay Web s1te and answer the questlons below. S

What are the main places a busmess can go for adv1ce?

(http /[wWww. busmess barclays co uk /mlsc/lndex htm) '

- Step 4 What sort of busmess are you? o : ;
A busmess plan should include detalls of the legal status of the busmess Use the .

o Barclays web site “busmess status section.

© . Write a brief account of each type of busmess glven below
1) Sole Trader "~ . :

© 3)Private Limited Company

4 Franchise

 Source: hitp://www.bised.ac.ulistafsup/options/thebplanhtm
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Work Sheet B-2 (con’t)

Developing a Business Plan

Step 5 - "Show me the money"

Particular attention will need to be paid to the sources of finance. Use the Shatter the
I1lusion section of the Real Deal site to find out the various sources of finance
available for your business idea. (http://www.chanel14.com/realdeal/). Summarize
each of them below:

Source: http://www.bised.ac.uk/stafsup/options/thebplan.htm
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Focus Sheet B-2

E : An Example of a Busmess Plan .- -

B HALLS FO oDS S S : :
Steve Hall has been workmg in catermg for a number of years and has seen the gap 1n
. the market for dehvered gourmet meals. His k1tchen is to be based inRomsey -
- Hampshlre Jand he w1ll dehver to the local market In the first year he will employ two
catering assistants and, a dellvery driver. He W1ll assist with the catermg as well as the

' admlmstratllon of the business. There is no competition in the immediate area. Steveis

~ renting t_he property at an annual cost of £11,400, the Uniform Busmess Rate is. £600
- annually: He i is using cost plus prrcmg and does not have any competitors in his local -
area. He ant101pates sales of 25 meals a day for the first 3 months, 30 meals a day for

the’ next three months, 35 meals a day for the following four months, a slack month in
November selling 25 meals and then 50 meals a day during a busy December. Heis.

- promoting the business locally using the local newspaper, radio and flyers. His yearly
: advertising cost is £2004 (Newspaper £504 Radlo £1000 Flyers £500) and he pays

this monthly. S o , .

‘ HlS annual 1nd1rect costs are:,

* Salaries £48 000
: Light, Heat £600
 Power £204
. ;lnsuralnce £600 )
o “T'ran.sp ort and packagmg £600
: Maintenance £408
‘Telephone £240

"~ Postage and Statlonery £240 S
~ He spreads these costs over the year using budget payments and SO for the cash ﬂow E
forecast divides each 1tem by 12. His start up costs is £40 000 for capital items and
‘other 'e‘qurpment He is. makmg a personal contribution of £10 000 and has obtained a
loan from the bank for £3O 000 over 5 years at 10% interest, payable monthly. He =~
~intends to harge an average of £20/meal based on cost plus 1 pricing and the raw o v
~ material purchase cost per meal is £10. He does not allow credit and his main supphers ’
~ S. Ella foods require immediate payment also. In the second year of trading he is
hoping to expand into function catering. and lunchtlme sandwich delivery.
Usmg the Real Deal Busmess Plan construct the Busmess Plan for Halls Foods

Source:‘ http //www brsed ac uk/stafsup/opt1ons/thebplan htm -
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Work Sheet B-3
Making a Business Plan
Direction: Baéed on Work Sheet B-2 and Focus Sheet B-2, create a business plan for

your own company. For more information, you can go to the Web site (http://www.
Bized.ac.uk/stafsup/ options/thebplan.htm).
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Instructional Plan C

Marketing

Level: EFL colleges intermediate and advanced: Business English class

Objectives: 1.
2

To understand the theory of marketing
To be able to analyze market research

Warm up:  The instructor asks students the following questions:

1.
2
3.

Task Chain 1:
3

[\

Task Chain

Who knows the term marketing?
What is the purpose of marketing?
What are the important elements of marketing?

Understanding the Theory of Marketing

The instructor distributes theory notes (Focus Sheet C-1) to students.
The instructor uses Focus Sheets C-1 to explain the basic theory for
marketing. Students can directly go to the Web site for the theory.

. Students work in a group. The instructor answers the questions

whenever students have them.

: Developing the Company’s Marketing Strategies
. The instructor hands out Work Sheets C-1 to groups. The instructor

gives the directions for Work Sheet C-1. Each group visits the Web
sites to get more material as necessary.

. The instructor distributes other links (Focus Sheet C-2) to each group.

Each group visits more links to look at and get more information.

. Each group finishes Work Sheet C-1 using a word processor, sends it

to the instructor, and keeps a copy for their notebooks. If groups
cannot finish in class, they can send it to the instructor before the next
class.

Final Assessment: Checking Students’ Comprehension and Group Functioning

1.

74

The instructor checks students’ comprehension and group functioning
using Figure 5: Checklist (Participation).

The instructor assesses e-mails about analysis of market research
(Work Sheet C-1) from groups and corrects them to reply. Students
keep a copy for their notebooks.

Score Score Status

90-100 % Above standard

80-89 % At standard

70-79-% Approaching standard
60-69 % Below standard

Below 59% Additional effort needed
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Focus Sheet C-1
T heory Notes

'Any business studies textbook will tell you that it is important to identify your market.
Initially this process is done through market research. Given the fairly closed nature of
the ballooning market, and the fact that many of the staff are balloonists themselves
this process|is not such an important one. The next stage then is to segment your
market. The firm also needs to carefully consider the marketing mix and the nature of
the product, ' o a
' Market Segmentation
- There are various ways to segment your market. These may include:
e Demographically - according to the age structure of the population
o Gngraphicall_y - by country or region or area . o '
e Behavioristically - according to the nature of the purchase, the use the product
‘ is put to, the loyalty to the brand and so on . : :
e Benefit — according to the use and satisfaction gained by the consumer
e . Socio-economically - according to social class and income levels
- Clearly some of these are more relevant than others to Cameron Balloons. _
The firm cin then use this information to draw up a segmentation map. This is a tool
for analyzing the market and helping to identify market opportunities: Any one of the
criteria avae could be used to draw up a map. For example, Cameron's may want to
look at the behavioristic split of their market. h
' ‘ The Marketing Mix o
The marketing mix is the balance of marketing techniques required for selling the -
product. Its components are often known as the four Ps:
¢ Price — the price of the product - particularly the price compared to your -
corppetitors - is a vital part of marketing.
e Product — targeting the market and making the product appropriate to the
market segment you are trying to sell into ' "
e Promotion - this may take the form of point of sale promotion, advertising,
, sp(lmsorship or other promotions. -
e Place — this part of the marketing mix is all about how the product is _
distributed. Current trends are towards shortening the chain of distribution.
e In the past many firms have been what could have been described as product-
oriented. They produced a product and spent their energies marketing this
pr| duct. There was little flexibility for individual customers or segments of the
market. Firms now tend to be market-oriented. This means that they are
flexible and adaptable to the demands of the market. They aim to change the
prl)duct as necessary to satisfy their customers.
Source: http://www.bized.ac.uk/virtual/cb/factory/marketing/theories1.htm
hfttp://Www.bized.ac.uk/virtual/cb/factory/marketing/theories2.htm

h’ttp ://www.bized.ac.uk/virtual/cb/factory/marketing/theories3.htm
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Work Sheet C 1 ‘
Developmg the Company s Market Sz‘rategles
Market Segmentatlon |

Step 1 Which blt is whlch" o
The market ng theories section has detalls of some ways that ﬁrms can splrt the market

- they are dealing in. They were:

"o Geographically - by country or region or area | S : _
. Be avioristically - according to the nature of the pu;rchase the use the product o
: s pllt to, the loyalty to the brand and so-on’ S A

‘e " Benefit - accordmg to the use and satisfaction gamed by the consumer
. 'Soc'o economlcally accordmg to soc1al class and income- levels ’

° Dea-ographlcally accordlng to the age structure of the populatlon

Why do y%u think that the‘-one;you have pﬁt the ﬁrst ls.the‘most lmoortant?

ou think thiat the one you have put the last is the least important?

Source: http://www.bized.ac.uk/virtual/ch/factory/marketing/worksheetsd him

.1'“2:4 -
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Work Sheet C-1 (con’t)
Developing the Company’s Market Strategies

Step 2 — Which P is which?

What are the 4 Ps of the marketing mix?

Now imagine that you are marketing your own product. Rank these 4 Ps in order of
importance to your company. Start with number 1 as the most important.

Write a short paragraph for each of these choices, justifying your reasons for ranking it

as you did.

Source: http://www.bized.ac.uk/virtual/cb/factory/marketing/worksheets6.htm
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- Focus Sheet C-3
More Links

Academic Maketing Journals and Magazines The list of online sources.

http://marketing kub.nl/linhks.htm

Advertising World The ultimate marketing communications directory by U of Texas.
http://adveﬂisin.utexas.edu/world/

Hitbox’s Sfatmarket_Global Internet market data. Sign up to receive free Internet
market neW{s via email: a good way for students to keep up with daily events--
especially helpful for those timid about surfing the net. http://www.statmarket.com
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Instructional Plan D

Advertising Strategy
Level: EFL colleges intermediate and advanced: Business English class

Objectives: 1. To build up the basis for advertisement
2. To develop an advertising campaign for the company

Warm up:  The instructor asks questions to students if they have a favorite
advertisement and lets them explain why they like it.

Task Chain 1: Building Up the Basis for Advertisement

1. The instructor distributes Work Sheet D-1 to students.

2. The instructor talks through Work Sheet D-1 stressing the importance
and relevance of each bit of information for 5 to 10 minutes. Students
work in the group.

3. Each group finishes Work Sheet D-1 using a word processor, sends it
to the instructor, and keeps a copy for their notebooks. If groups
cannot finish in class, they can send it to the instructor before the next
class.

Task Chain

[\

: Developing an Advertising Campaign

1. The instructor explains what is an advertising campaign for 5 minutes
and distributes Work Sheet D-2 to groups. The instructor goes over
Work Sheet D-2 with students briefly. Students work in a group.

2. Each group finishes Work Sheet D-2 using a word processor, sends it

to the instructor, and keeps a copy for their notebooks. If groups

cannot finish in class, they can send it to the instructor before the next

class.

Final Assessment: Checking Students’ Comprehension and Group Functioning
1. The instructor checks students’ comprehension and group functioning
using Figure 5: Checklist (Participation).
2. The instructor assesses e-mails about advertisements (Work Sheet D-1
and D-2) from groups and corrects them to reply. Students keep a copy
for their notebooks.

Score Score Status

90-100 % Above standard

80-89 % At standard

70-79-% Approaching standard
60-69 % Below standard

Below 59% Additional effort needed
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Work Sheet D-1 ,
Buzldmg Up the Baszs for Advertzsement

The purpose of the Worksheet is for you to collect 1nformat10n from a chosen web site
and apply information to bulld up the basis for advertlsement of your own company.
- Choose one|of the company's from the list below and use the links to help you answer ‘_
- the following questions. This 1nformat10n will help you in the preparation of an . S
“advertising campaign for your company ' :
'Unilever Company web site (http:/www. unilever. com/) ‘
- Body Shop Company web site (http: //www the-body- shop com/) :
Pearson Plc web s1te (http IwWww. pearson—plc com) :

Step 1 - The Basics T
1. Use either the company facts sectlon of Biz/ed or the company s own web-s1te and

try to find evidence of the firms’ Competltlve Advantage (i.e., what they are
- particularly good at) ‘ : : :

2. Putin your own Words- What is unlque about the company‘7 (what makes it dlfferent
- from its co| petltors)
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L Work Sheet D 1 2 (con’t)
Bulldmg Up the Baszs for Advertzsement

: ,‘f?Step 2 Al]ttle b1t more REeh

- To help furt

~ company of

b, : '_Unilevet Cc
- Body Shop
- Pearson Ple

her Wwe now- need a b1t more deta1l about the spheres in WhJCh the company S

 operates and the brands they sell,”
L Eollowth
- 'Web-site an

e link below to get o the company facts sectlon or the company sown -
d find the dlfferent industries (such as Travel Manufacturmg) in Whlch the

erates Explaln brleﬂy what they are:

)mpany Web s1te (http //WWW unllever com/)
Company web site (http://www.the- body-shop com/)

web site (http //www pearson—plc com)

2. Try to id

- industries: |

entify what are the significant brands (names of products) in these different

Brand A

: Erand B )

- BandC




* Work Sheet D 1 3 (con’t) ) .
- Buzldmg Up the Baszs for Advertzsement of Your Own Company

| ~ Step 3. SWOT w oo ; , L o |
Based on previous Work you can apply knowledge for bulldlng up the ba51s for =

} = ‘advertisement of your own company. Now we need to use SWOT analysis as a - ‘
' framework fo try to 1dent1fy What an advertlslng or marketmg campalgn should focus R

L What a‘r"ej‘the Strengthsofyourcompany‘? o

- 2. What are the Wettléit‘ésses of your é.émpany o | R

. '3.,’WhatarL_the‘ Opp(;ftuhities of yéitr company? i

.- 4. What are the Threats to‘yéﬁr’comp‘any?‘“' '
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Work Sheet D-1 (con’t)
Building Up the Basis for Advertisement of YOur Own Company

‘Step 4 - Now do what with it?

1. Think about the amount of money that you would have to spend for your own -
company.

- How much/is your budget?

2. Suggest a suitable targetmarkelt under each of the headings below for your client
(Age, Sex, Class and Attitudes) . :

Age?

Reasons?

Sex?

Reasons?

Socio-economic group?

' _

Reasons?

Attitudes?

Reasons?

Sdurce: ‘http ://www-.bized.ac.uk/ stafsup/options/advertws.htm
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Work Sheet D-2

The Advertising Campaign
Objective
From the information gained from the worksheet you need to develop a corporate
advertising campaign that is relevant to your company's mission, objectives, target
markets and budget.
Tasks
(1) Choose a relevant media and make an advertising campaign with objectives, target
markets, costs and deadlines. Give full details below:

Objectives

Target markets

Costs (N.B. Bear in mind the budget you derived from the worksheet)

Deadlines

(2) Suggest how the campaign could be developed to aid the expansion into target
country or worldwide.

Source: http://www.bized.ac.uk/stafsup/options/advertmark.htm
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Instructional Plan E

Writing a Business Letter and Telephoning
Level: EFL colleges intermediate and advanced: Business English class

Objectives: 1. To write business letter writing
2. To do business telephoning

Warm up:  The instructor asks student is there anyone who can tell the difference
between personal letters and business letters and let them share their
ideas.

Task Chain 1: Learning Business Letter Writing

1. The instructor distributes to the class an example of a formal letter
(Focus Sheet E-1) and useful expressions for a formal letter (Focus
Sheet E-2) for reference. The instructor goes over the letter to check
students’ new vocabulary and understanding.

2. The instructor distributes to the class a personal letter about business
affair (Work Sheet E-1) and has them work in groups of two or three
to transform the information on the letter into a formal business letter.
When students finish, the instructor goes over and checks the answers.

3. The instructor puts students into groups, distributes Work Sheet E-2 to
groups, and has them write their own business letters for several
situations using several expressions on Focus Sheet E-2. Each group
finishes Work Sheet E-2 using a word processor, sends it to the
instructor, and keeps a copy for their notebooks. If groups cannot
finish in class they can send it to the instructor before next class.

Task Chain

[\

: Learning Business Telephoning

1. The instructor distributes phrases and idioms for talking on the
telephone (Focus Sheets E-3). Students work in a pair to practice
idioms in various situations.

2. The instructor makes idiom cards. The students are grouped into pairs.

Each student gets 5 cards. In turn, they turn over the top card and have

to initiate a telephone conversation with the partner, somehow and

somewhere working in the idiom on their card. The partner does not

see the phrase. They think of a situation, and steer the conversation in

such a way as to be able to slip in the idiom. The first team to use up

all their cards is the winner.
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Fihal Assessment: Checking Students’ Comprehension and Groitp Functioning

notebooks.
Score
90-100 %
80-89 %
70-79-%
60-69 %
Below 59%

134

1. The instructor checks students’ comprehension and group functioning

- using Figure 5: Checklist (Participation).

2. The instructor assesses e-mails about business letter (Work Sheet E-1)
from groups and corrects them to reply. Students keep a copy for their

Score Status

Above standard

At standard
Approaching standard
Below standard
Additional effort needed



Focus Sheet E 1

Examples of a F ormal Letter

[ 3334 Avenue

| Michael Mordan
Neebok Corp.

San Bernardino, CA 92407
1USA o R

Dear Mr Mordan

May 14,2000 |

I would like more 1nformatlon about your new wrlnkle free sport shlrts advertrsed in |

K-crew magazme
Pl_ease,'ser]d usa copy of" your catalogue and a price l1st 1nclud1ng sh1pp1ng and
‘handling costs. ‘ -

‘ ,"Sincerely, : S
Shinkyo Nam -

: . Neebok Co.

333th Avenue San Bernardino, CA 92407, USA ‘
' Phone: (212) 765-4321 ?

o - Fax: (212) 765-4322

‘May 19, 2000 . L '

| Shikyo Nam - o

- 704-6 Neodong, Neogu

Seoul 130272 -

Dear Mr., Nam:

' Thank yc u for your 1nqu1ry We are dellghted to enclose our. latest catalog and pr1ce

| list. We look forward to hearing from. you
Sincereljf; |

| Michael Mordan
| Assistant Sales manager

: Source: http //neoqst com/database/officedngllsh/chapter3/ofﬁce3 -4. html
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" Useful expr

- We regret tc
- Unfortunate
We look for
We are plea
~ We would t
We shall ha
Please note
. We write to
~ We apologi

We enclose ..

~ Itwasaple
- Weare inte
Should yov
Please do n
- We hope‘t(
We do nbt
Please refe

1

R Focus Sheet E-2

o Useful Expresszons for Formal Letter -
vssionS" e
~(that ~)/ Tt is with regret that ~
'ward to ~
sedto .
»e pleased to/We shall be dellghted to .

ve to.. o
that.. .

ihg .

ze for

asure to
restedin . .

| require ..

ot he‘sitatg?ito .
.. ‘

feel able to. /We are unable to

rto_
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Work Sheet E-1

Transforming a Letter

Direction: Here is a personal letter about business affair. Work in groups of two or
three to transform the information on the letter into a formal business letter.

Neebok Co.

333th Avenue San Bernardino, CA 92407, USA
Phone: (212) 765-4321

Fax: (212) 765-4322

May 19, 2000

Dear Shikyo:
Good for you. We got your resignation as a vice president of the Neebok Co.

We appreciate the demands that this position has placed on you and respect the fine
contributions you have made as a vice president.

Very truly,

Michael Mordan
Assistant Sales manager
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Work Sheet E-2

Writing Our Own Business Letters

Directions: Write your own business letters with your group. Write letters for various
situations using several expressions on Focus Sheet F-2.
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F ocus Sheet E-3 , o
Phrases and Idzoms for Talkmg on the Telephone"

tHello. »Sale Department (N eoQuest) Thrs is Neo May I help you? : _‘
~ | NeoQuest. This is Neo. How may. I help you‘? Lo : S
‘| Hello. Thislis NeoQuest. .~ R

L . NeoQuest May I help you‘7

o ’,"(HOW)' may I help you‘7 How maY I aSSlSt You? |

| May I speak to Mr K1m Neo of Sales Department‘7
May I speak to Mr. Kim Neo, please? =

e  1'd like to speak to Mr ‘Krm Neo ‘

o Id _like to speak to the man 1n charge

| May I.talk to the person in charge‘?

. Could v_Ou connect me w1th Planmng Department‘7
| Could yOu transfer th1s call to Planmng Department‘7

] Is NC_O'thele’? S S
<o ISthlS 579 7045 (NeoQuest)‘?

e I'm"-_sorry ou have the wrong number i

' -Sorry, you must've (must have) dialed: the Wrong number
| I'm afraid you have the Wrong number DR

“| There's no (Ch01 Nero) here What number are you calhng‘7 e .
There's no one here by that name. What number are you d1ahng‘7 .

| You have the wrong number. There's no such person here_ '

Isn't this NeoGuest? .
No, this_,is NeoQuest._

I draled/clllled 555 - 7045 ) IR
No it's 579- 7045 You have the wrong number

139




o _ Focus Sheet E-3 (con’t)

Phrases and Idzoms for T alkzng on the Telephone

I'm callmg [ eoGuest at 579 7045 : R
The number is correct, but this is NeoQuest not NeoGuest
You've got the right number, but .. : :
| Yes, that's our number, but...
| You dialed correct number, but.. ..

I'm sorry ,
Sorry for di sturblng you
I'm sorry t have bothered you. -

o Sorry

' That's'all right.

Fo,_r futUre_ refererjce, that number is 7046 e

= vMay I trar fer you to her‘7 .
| May I transfer your (thls) call to her? R
Let me tra sfer you to her : -

| I'll forward you to her.
| T'l get het for you.

I'll dial it for you. g
' I ll conne t you w1th her :

» I 11 put yOJu through (to her) Hold the l1ne please

e : T 1 conneTt you Hold on, please

- ».Please ca{l the sw1tchboard and ask for Extension 7046
- . _.,Wlll you call the sw1tchboard at 579 7000 and ask for Extensron 7046‘?

e .:,_Will you call 7000 and ask for the Export Department‘7
| will YOu ask the sw1tchboard for the Export Department‘7 B
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~ Focus Sheet E-3 (con’t)

Phrases and Idzoms for Talkmg on the Telephone' '

| | I eonneet_ iou with her‘denartment. :
- | Il put you through to her department. -

Hold on, please.
Hold the line, please.
~ | Hold on (for) a second.
o Hold on (for) a moment
| Justa mm%te o
| Justasecond. =~ -
One moment, please.
| Hang on a second.
Justholdon. = 7
Would you hold on for a moment?

It ,\%vill take a few minutes. May Iput you on hold?
1 Ma'y I put your call on hold‘7 ' T

o Who do y( unvvvant.to speakwrth/to‘? -

| Who do you want to. talk to?

Who do you wish to speak to?
Who Woufd you like to speak: to?

| He's on another line. Would you like to hold? o

~'| He'son other phone W111 you hold‘7
| Please ho d. '

| Can you ﬂold‘7
Would yﬂu care to hold?

- "Ill get thi manager for you |
Let me g t the | manager

» "Just ase ond 1 have another call
o .Hang on sec/second ’




Focus Sheet E-3 (con’t)
Phrases and Idioms for Talkihg on the Telephone

Canlcally
Let me call

ou back? Somethiﬁg has come up.
you back.

| How about

if I give you a call tomorrow?

| Could you

call back between 2 and 5 tomorrow?

‘Which nun
What numt

iber do I have to call you at?
ver should I use to get you?

May I ask
How can

Evhere he can reach you?

reach you?

Please leave a number where he can reach you.

May I hav

o
-

your number, just in case?

You can r¢
His phone

zach him at 579-7045.
number is 579-7045.

The line is busy. |

His phone
The line is

is busy.
s engaged.

| He should

be back soon.

He should be back before 2.
| He should be back after 2.

He should be with you in about 5 minutes.

(I'm) sorﬁy to keep you waiting, but..
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Focus Sheet E-3 (con’t)
Phrases and Idioms for Talking on the Telephone

Thank you for calling.
Thanks for the call.
Thank you jfor your call.
[/We appreciate your call.

We seem to have a bad connection. :
Sounds like we have a poor connection. (Can you call back’7)

I can't hear|you.
Can you speak a little louder?
Can you speak up, please?

-~

Excuse me
Pardon? | -
Could you/say that again?

‘| Could you|speak a little slower?

This is he/she.
Speaking. |
This is Leg¢ (speaking).

‘Thisisit. |
“You have it.

You can talk to me.
Maybe I can answer your question.
Maybe I _can handle it for you..

Sbuﬁcés http //neoqst com/database/ofﬁceenghsh/chapterZ/ofﬁce2 5. html
~ hitp: //neoqst com/database/ofﬁceenghsh/chapter2/ofﬁce2 6. html
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MayI sp'e""

Focus Sheet E-3 (con’t) .
Phrases and Idzoms for Talkzng on the T elephone

= 'In case e he/ he can’t come to the phone-l o

, , to Mr Lee please? _ ; ' ’
- This is Bill Chnton (speaklng) Can I speak to Mr Lee‘7/ Is Mr Lee 1n’?- .

.v "May I talk (o] Mr Lee? .

i M. Lee is ot in now/at the moment ”
K He is out n w/at the moment. : ‘
’ He is not h ‘re now/at the moment He wont be back untll 4: 30

: 'Mr Lee s a ay ona busmess tr1p
He's out oljtown on business.
‘He's out on business now. -
He'sona ﬂusmess trlp now. He'll be back this Frlday

o Mr Lee is 1n a meetlng (unt11 4: 30)

- Mr. Lee hasn't come here yet

He hasnt oome in yet

ML. Lee is not Worklng today.
He's not in the office today. -

He's got t e day off today.

He ] off t day

Mr Lee's gone for the day

He's gone Lhome

He's left for the day.

- He won't he back in the office today
He left fot home. '

Mr Lee ﬁant come to the phone now.
He's not at his desk. now/at the _moment 3
He's away from his desk.

He's on another line now.
~He's on another phone now. _
He's tallci}ng/spealcing on another phone now.

‘He called in sick this morning. ' |
He called in with flu this morning.
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- Focus Sheet E-3 (con’t) L
Phrases and Idzoms for Talkzng on the Telephone 3 _’. o

'In case he/she can’t come to the phone-2

:'}?He no longf r works here

" He quit-a month ago.

B May I havelyo

o May I take

* - May I have

. .-H_e quit W01 king. here

your: name, and he w1ll call you back as soon as possrble?"
h1mcallyouback‘7 R S R
'him call you back later" ” o

> him call you when he gets back‘7 i

nt him to return your call? L

nt him to call you back‘7

. May I have
' Shall I have
Shall I havr
- Do you wa
Do you'wa
 Would you hke to leave a message‘7
L ‘ a message? . :
~ Shalll -take amessage?
ve you name?
> yoUr'narrle'? '

© Could I ha

e May I hay

- May Lask

. ‘Who's calli
Who S thls

: “.No; that's
~ Okay, I'll
- T'll call ba

i Yes, pl‘ea<

=yourname‘7 : L
who's callmg, please‘? L
ing, please? .

, please‘7 N

all rrght I 11 call h1m later

lyou. I'll call him agarn

call him later. Thank_s -
ck later Thanks o

e. Tell h1m Blll called

Please hai
' Yes wou
‘ When shi

ye him. call me at 555- 1234

d you tell him B11l called‘7

01 1 call back?

b

5 Please haye him call me when | he gets back

Yes would you tell him to call me as soon as he returns‘? B :

' Thank you Bye-by.e
http //neoqst com/database/ofﬁceenghsh/chapter2/ofﬁce2 7 .html =

o vSourc_es
-  http: //neoqst com/database/ofﬁceenghsh/chapter2/ofﬁce2 8. html '
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Instructional Plan F

Presentation
Level: EFL colleges intermediate and advanced: Business English class

Objectives: 1. To do presentations to show how groups will create their companies
2. To evaluate the presentations of other groups

Warm up:  The instructor gives short introductions for the presentations.
Task Chain 1: Doing Presentations

1. The instructor asks students take turns to make presentations.
2. Each group does a presentation.

\S)

Task Chain 2: Evaluating the Presentations of Other Groups

1. The instructor hands out Assessment Sheet F-1 to evaluate the
presentations of other groups. Each student evaluates the
presentations.

2. After one group finishes the presentation, students have time for
questions and answers. Students give Assessment Sheet F-1 to the
group directly as a feedback.

3. The group which made a presentation turns in the notebooks to the
instructor.

4. After finishing all the presentations, members of the group do the
group member evaluation with Assessment Sheet F-2 and turn in to

the instructor.

Final Assessment: Evaluating the Presentations
1. The instructor evaluates the presentations of the groups using Figure
4: Presentation Evaluation Checklist.

Score Score Status

90-100 % Above standard

80-89 % At standard

70-79-% Approaching standard
60-69 % Below standard

Below 59% Additional effort needed

146



Assessment Sheet F-1

Class Presentation Evaluation

The presenting group’s name: Date:

Topic:

1. Clarity of topic: Vague <«— 1 2 3 4 5 —» Clear

2. Organization: So-So <€— 1 2 3 4 5 — Great

3. Content appropriate: ~ Yes . A

4. Handout useful: Yes No

5. Pace of presentation: Too slow <— 1 P 3 4 5 —pToo fast
6. Presentation graphics: So-So  <€— 1 v 3 -+ 5 —» Great
7. Suggestion/Comments
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Assessment Sheet FQZ

Group Member Evaluation

Group Name:

This member

. willingl;jl assists other group members

. contributes ideas to the group

. speaks in a friendly manner

. listens politely :

.-asks foj help from other group members
. encourages, compliments, praises

. stays on task

B e ) WU, T S U I NS

This member

. willinglly assists other group members

. contributes ideas to the group

. speaks|in a friendly manner

. listens|politely

. asks for help from other group members
. encourages, compliments, praises

. stays El task
ber

N ON RN

This me

. w1111rlg1y assists other group members

. contributes ideas to the group

. speaks in a friendly manner

. listens politely

. asks for help from other group members
. encourages, compliments, praises

. stays on task

NN BN

This m{ember

. willingly assists other group members

. con r1butes ideas to the group

. spea(ks in a friendly manner

. listens politely

. asks for help from other group members
. encourages, comphments praises

. stays on task '

N O R LN~

yes
yes

. yes

yes

yes
yes

yes

yes

yes

yes

yes.

yes
yes
yes

yes
yes
yes

- yes

yes
yes
yes

yes
yes
yes
yes

yes

yes

SO-SO
SO-SO
S0-S0O
SO0-SO
SO0-SO
SO0-S0
SO-SO

SO-SO

S0-S0

$0-S0
$0-50
$0-50
$0-S0
S0-50

S0-S0
S0-S0
SO-SO
SO-S0
SO-S0
S0-S0
SO-SO

SO-SO
SO0-S0
SO0-S0
SO-SO
SO-SO
SO-SO
SO-SO

no
no
no

© no

no
no
no

no
no
no

- 1no

no
no
no

' no

no
no
no
no
no
no

" no

no
no
no
no
no
no
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