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• The business English learner
• Business English teaching contexts
• The business English teacher
• Language in context
• Teaching business communication

2 Assessing needs and preferences

• Needs analysis
• Communication needs
• Pedagogic needs
• Business needs
• Three examples

3 Designing a course

• Setting objectives
• Syllabus components
• Negotiating the syllabus
• Managing the logistics

4 Selecting and developing m aterials

• Coursebooks and other ready-made materials
• Tailor-made materials
• The learner as a resource
• Framework materials
• Authentic materials
• Role-plays, simulations, and case studies

5 Teaching business speaking skills

• Socializing
• Small talk
• Speaking on the telephone
• Presentations
• Meetings
• Negotiating



• Business writing
• Correspondence
• Contracts
• Reports
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• CVs
• Agendas and minutes
• W riting for the Internet
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• Distance learning
• Teaching by telephone
• E-learning possibilities
• Using the Internet for business English learning and teaching
• E-learning in practice
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• W hat is intercultural training?
• Using cultural dimensions
• Understanding our own culture
• Increasing awareness
• Using critical incidents

9 Evaluating and assessing 123
• Evaluation
• Testing learners
• Evaluating using feedback and observation
• The reflective practitioner
• The customer’s perspective
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