English for Specific Purposes 1 – Business English - syllabus

	Basic course information 

	Academic unit: 
	Faculty of Philology 

	Course title: 
	English for Specific Purposes 1 – Business English

	Level: 
	Bachelor 

	Course status: 
	Elective

	Year of study: 
	II

	Number of hours per week: 
	2+0 

	ECTS credits: 
	3 

	Course instructor: 
	Dr. Phil. Zinaide Gruda

	Contact details: 
	zinaide.gruda@uni-pr.edu 

	Course description 
	English for Specific Purposes 1 – Business English is a practical course aiming at the development of four key competencies. These competencies include skills that have a direct or indirect impact on businesses and enterprises. They comprise linguistic, interpersonal, business, and personal skills.

	Course aims 
	· utilize business English concepts and principles in diverse professional settings;
· cultivate effective written and oral communication skills for business interactions;
· exhibit professionalism and cultural awareness in business communication;
· strengthen critical thinking and problem-solving capacities related to business scenarios;
· boost confidence and competency in employing business English language and vocabulary.

	Learning outcomes 
	By the end of the course, students will be able to:
· distinguish key concepts and principles of business English;
· execute strategies for successful phone communication in varied business scenarios;
· manage typical phone scenarios, including handling complaints, providing information, and scheduling appointments;
· adopt suitable phrases and expressions to convey agreement and disagreement in a business environment;
· utilize various note-taking methods to capture vital information during meetings effectively;
· compose professional emails in different business contexts, implementing the appropriate tone, structure, and format;
· draft memos in line with the structure and guidelines for effective communication;
· review and contrast different note-taking approaches, discussing their pros and cons;
· examine and give constructive criticism on peers' emails to enhance writing competencies;
· assess the style and tone of a sample memo and comprehend its impact on the recipient;
· measure the efficacy of various email writing techniques and principles;
· foster a collaborative and communicative atmosphere within the classroom;
· generate role-play situations for arranging, rescheduling, and canceling meetings;
· formulate professional emails in varied business contexts, demonstrating effective writing principles.

	Student workload

	Activity 
	Hour 
	Day/week 
	Total 

	Lecture 
	2 
	15 
	30

	Theory / lab work 
	
	 
	

	Practical work
	
	
	

	Contact/consultation with the teacher 
	10mins per student 
	15 
	2.5 

	Field work 

	Test, seminar paper 
	
	
	

	Homework 
	1 
	15 
	15 

	Self-study (library / home) 
	1 
	15 
	15 

	Final preparation for exam 
	
	 
	 

	Assessment time (test, quiz, final exam) 
	
	
	

	Projects, presentations, etc.
	4.5
	3
	13.5

	Total 
	76 ECTS 

	Mode of course delivery 
	The course is delivered in a student-centred, interactive, and experiential method. Depending on the subject to be covered, the skills, techniques, and tasks involved, there are frequent transitions between class work, group work, and pair work.

	Assessment method 
	Students are assessed through coursework as presented below:

Portfolio (individual work) – 40 points (submit in Week 15):
· a professional email
· a memo
· a business report
· meeting minutes

Pitch a business idea (group work) -  40 points:
· students present a business idea in Week 15

Social media marketing (individual work) – 20 points (submit in Week 15):
· students create marketing for their business/event on a social media platform of their choice

	Literature:
	A mix of resources drawn from reference books and topic-based and tailored materials will be used for the course. Authentic print and video media will be used to a large extent as a source of the content. Additionally, students will be encouraged to get involved in finding, choosing, and creating the materials that will be utilised in class.

	Course content 

	Week 
	Course syllabus 

	Week 1 
	Introduction to the course 

	Week 2 
	Making phone calls

	Week 3 
	Attending meetings and effective meeting minutes

	Week 4 
	Writing professional emails

	Week 5 
	Writing memos

	Week 6 
	Writing business reports

	Week 7 
	Networking

	Week 8 
	Negotiating

	Week 9 
	Dealing with difficult situations/people

	Week 10
	Cross-cultural communication in business

	Week 11 
	Delivering effective presentations in a business context

	Week 12 
	Writing a CV and a cover letter

	Week 13 
	Conducting and preparing for a job interview

	Week 14 
	Social media marketing

	Week 15 
	Pitch a business idea – presentation
Submission of portfolio and social media marketing

	Academic policies and code of conduct

	It is required of students to be punctual in class and show respect for the instructor and their peers. Mobile devices should not be used in class or tests. 
Plagiarism is a serious academic offence. Any student who is found to have plagiarized — whether by copying, quoting from various sources without citing sources, presenting someone else's ideas as their own, and so forth — will fail the course and will face disciplinary action. 




