Business Communications for Non-Native Speakers

ESOL 0392     COMX 3092

	
	
	

	
	
	

	
	


Instructor:   Office:    Office Hrs:

Class location/times:     

EMAIL: 




PHONE: 


Prerequisite: ESOL Assessment at the level of  low intermediate, high intermediate, advanced, or higher in Reading and/or Grammar; or a grade of C or higher in ESOL 0381, 0382, 0383, 0384, 0361, 0362, 0363, 0364; or permission from the ESOL Department.

Required Materials: Pens, Paper, Computer Access
         All readings and assignments will be supplied by the instructor.

Course Description: Business Communications for Non-Native Speakers is a communications course for non-native speakers of English. The course occurs in a simulated office setting in which students become fellow employees of a small business specializing in consulting. Using a “hands-on” approach, students work through various business procedures, such as conducting meetings and taking minutes, creating press releases, writing white papers, and showcasing new products. This course presents business grammar and vocabulary to non-native speakers and requires students to apply this knowledge to reading, writing, and speaking the language of business English. 

 

The Business Grammar & Vocabulary component first targets grammatical problems specific to ESOL and then introduces stylistic elements of business communication, such as clarity, cohesion, and concision. Each unit introduces relevant vocabulary, such as the language of purchasing, marketing, and business ethics.

 

The Business Communications component begins in a fictitious consulting firm. Students fill out an application, submit a resume, and interview with the instructor in order to get “hired” into the class, which takes on the atmosphere as a small office. Students learn telephone etiquette, interoffice correspondence, business letter writing, meeting protocol, persuasion and decision-making techniques, business ethics, press release production, research techniques, training and writing documentation, team work and leadership skills, and more. The class culminates with a final oral presentation in which students showcase a new product and the submission of a formal white paper on the product. Repeatable up to 6 credit hours.

OBJECTIVES & OUTCOMES:  

· Create a portfolio from class assignments including a resume, business letters, minutes from meetings, a proposal, a case study summary, a press release, and a white paper.

· Conduct and participate in classroom “business” meetings and take minutes.

· Properly format professional letters using appropriate tone, courtesy, and tact.

· Conduct and participate in training sessions.

· Be able to discuss business ethics practices and matters of conducting business with integrity.

· Write and speak with greater clarity and cohesion.

· Develop a business-related lexicon in order to communicate more fluently.

 

  Competencies:

 

· Manage time and resources within a simulated office environment.

· Work effectively as an individual, as a team member, and as a team leader

· Train others and learn from others.

· Negotiate, collaborate, and solve problems within a culturally diverse setting.

· Conduct research; organize and synthesize information to make informed decisions.

· Develop confidence and personal integrity in matters of business communications.

GRADING POLICY:  The following categories and percentages represent how your final grade will be determined.  

Participation/Teamwork
20%    
90  -  100%  =  A

Formal Papers   (top 5 of 7)
40%    
80  -    89%  =  B

Oral Presentations   (5 of 7)
40%    
70  -    79%  =  C



60  -    69%  =  D




Below 60% =  F

ATTENDANCE POLICY:  It is very important that you attend class regularly. If you must be absent from class, it is your responsibility to get the class notes from a classmate and find out what you missed. Please find one or two study buddies that you can call if you have to miss a class. 

Scholastic Dishonesty: Acts prohibited by the college for which discipline may be administered include scholastic dishonesty, including but not limited to cheating on an exam or quiz, plagiarizing, unauthorized collaboration with another in preparing outside work. Academic work submitted by students shall be the result of their thought, research or self-expression. Academia is defined as, but not limited to tests, quizzes, whether taken electronically or on paper; projects, either individual or group; classroom presentations, and homework. Work will be given a 0, and, with the second offense, the student will be dropped from the course.

Academic Freedom: Each student is strongly encouraged to participate in class. In any classroom situation that includes discussion and critical thinking, there are bound to be many differing viewpoints. Students may not only disagree with each other at times, but the students and instructor may also find that they have disparate views on sensitive and volatile topics. It is my hope that these differences will enhance the class and create an atmosphere where students and instructors alike will be encouraged to think and learn. Therefore, be assured that your grade will not be adversely affected by any beliefs or ideas expressed in class or assignments. Rather, we will respect the views of others when expressed in classroom discussions.

Office of Students with Disabilities: Each ACC campus offers support services for students with documented physical or psychological disabilities. Students with disabilities must request reasonable accommodations through the Office for Students with Disabilities on the campus where they expect to take the majority of their classes. Students are encouraged to do this three weeks before the start of the semester.
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Week 1 
          Introduction to course, syllabus, policies

· Student Questionnaires 

· Name game, Find Someone Who …, Facts game, Truth or Lie

· First Day Mini-Prompt: What would you like to learn?      Writing Prompt: Your Own Company

JOB SEARCH

· Preparing for the Interview

· The Interview Process: what’s legal and what’s illegal?

· Choose Company Name & Vote

· Preparing a Resume

· Letter of Application

· Follow-up Letters

· Sample job ads (classified)

· Small Group: Read the eHow article (Preparing for Interview) and create more tips 

· Group work: Guess the questions – what will the interviewer ask and how will you answer?

INTERVIEWS

· Paper 1 due: Letter of Application

· Oral Presentation 1: Interview into the Company

· Writing Follow-up letters

· Homework: Follow-up letter thanking the interviewer

Week 2

ETIQUETTE

· Paper 2 due: Follow-up Letter

· Sneak Peek: CSR (Corporate Social Responsibility)
 Readings: WalMart, Starbucks, McDonalds

· Reading: Social Etiquette

· Group Work: Ask Miss Manners

TRANSPORTATION

· Interoffice correspondence: writing memos 

· Transportation solutions for Round Rock, Capitol Metro, MetroFail, bike routes, shuttle service – what's your solution?

· Pair Work: Meeting your colleagues

· Homework: Prepare Interoffice Memo and Presentation

SPECIFICATIONS

· Paper 3 and Oral Presentation 2: Interoffice Memo introducing a new employee

· Computers: What to look for when purchasing

· Charting specs for purchasing recommendations: laptops / desktops / electronics

· Clients: Netbook, Laptop, Phone, MP3 Player (choose two)

· Homework: Find two client solutions

RECESSION

· Presentation: Present your Solutions for our Clients

· The Recession / Recovery: Where are We? Safe investments? Your solutions.

· Consumer Ethics

· Client: Non-profit working with families new in U.S.: tips for frugality

Week 3

DISCRIMINATION

· Presentation: Client Recommendations (individual or pairs)

· Discrimination cases: Walmart, McDonalds, Starbucks (racial, AIDS, disabilities discrimination)

· Dealing with Disabilities

· Reading: Online etiquette

· Email etiquette and writing business email

· Introduction to writing Press Releases

PURCHASING

· Paper 4 due: Press Release

· Budgeting

· Ordering Supplies

· Team work: work within a budget to order company supplies and be prepared to defend your choices 

· Oral Presentation 3: Purchasing Panel

Defend your choices for supplies ordered.

BANKING & TOURISM

· Banking vocabulary

· Group work: banking advice for client

· Assignment: Find a place within 100 miles of campus that could serve as a tourist attraction to newcomers or visitors. Describe the place for us, including entry fees, activities available, and appeal.

REAL ESTATE

· Present your central Texas tourist attraction

· Using the MLS

· Real Estate vocabulary

· Group Work: Making choices about real estate – ranking housing options

· Introduction to Writing Letters of Complaint 

· Proposals / Recommendations / Comparisons

Week 4

SOCIAL SKILLS / BUSINESS PROPOSALS

· Paper 5 due: Letter of Complaint about a product or service

· Social Skills, Dating, Community Awareness

· Personal Ads and responses

· Introduction to Writing a Proposal

· Teamwork: conduct a meeting to determine your final assignment

· Prepare a proposal

POLITICS & BUSINESS ETHICS

· Paper 6 and Oral Presentation 4: Proposal for Final Assignment

· U.S. Government, Texas Government, Round Rock Government 

· reading: office politics

· Recession / Economic Reform: Where are we?

· Social Responsibility, CSR, readings: freeganism, dumpster diving, ethics

· Group work: Prepare panel discussions: Solution to Societal Problems: homelessness, unemployment, criminal justice system, environmental ethics, food contamination, energy, etc.

SOLUTIONS

· Oral Presentation 5: Panel Discussion examining solutions

· Readings: white papers, business reports, brochures, portfolios

· Workshop: Final Projects

· Homework: Bring a sample ad to class (magazine, newspaper, online) and share it

MARKETING

· Share ads

· The language of advertising

· Teamwork (small groups): prepare an advertisement for TV or print 
Sign up for final projects

Week 5 

· Oral Presentation 6: Advertisement or Marketing Campaign

BUSINESS EXPO: Final Projects Day 1
   Oral Presentation #7, Paper 7


BUSINESS EXPO: Final Projects Day 2
   Oral Presentation #7, Paper 7

MOVIN' ON UP

· Higher Education 

· Social Mobility

Week 6

HUMOR 

· Office Space (film)

· Dilbert

· Homework: Bring a Business Humor joke/anecdote 

OFFICE PARTY
Share your joke
Office Party / Blackjack 

FEEDBACK 

· Evaluations 

· Exit interviews

· Final Grades, Feedback, Advising, Conferences

