TESOL—New York
April 5, 2008

The Business End of Teaching Business English

Joe McVeigh
joe@joemcveigh.com
Andrea Koehler
andrea@salsainseattle.com
Welcome to our session on the Business End of Business English and thanks for coming out this early in the morning! To help us get started, please do the following:
1) Set your stuff down somewhere near the front of the room.
2) Find a partner or small group of fellow participants.
3) Ask and answer the following questions.
· Why are you here this morning? What do you hope to learn?

· What kind of experience do you have with business English?

· What is your definition of business English?  How do you think it differs from other forms of English language teaching? From other forms of English for specific purposes?

· What sort of setting do you work in? Are you part of a university or school? A training company? Are you an individual?

· What questions do you have about the business end of business English?
After a few minutes with one group, feel free to change to another group. Network! Exchange business cards and ideas!

Phase 1:  Breaking into the World of Business English
· Finding your niche

· Marketing

· Business fundamentals

· Looking professional

· Your business plan

· Becoming incorporated

· Taxes / accountant
Phase 2:  Initial Contracting Period
· Proposals / contracts / SOWs

· Negotiating a contract
· What are my expectations?

· What does the client expect from you?

· Budgeting time
· Needs assessment

· Scope creep 
· Payment 

· Materials development
Phase 3:  Client Interactions and Business Communication
· Getting into the business mindset

· Level of Professionalism

· Manner of dress 

· Timeliness
· Client time constraints and considerations.  

· Determining appropriate / preferred lines of communication 

· Terminology – jargon / biz speak

· Familiarity with their jargon

· Awareness of our jargon
· Listening to the client

· What is the client looking for? - Hearing & understanding the business need

· Preparing  yourself for business needs
· Making recommendations / leading discussions

Phase 4:  Delivery, Evaluation, Measurement
· Delivery
· Business vs. academic setting – what is different?
· Classroom make-up
· Type of students
· Student expectations
· Level of student interest
· Level of management support

· Integrated training

· Factors affecting classroom make-up

· Choice of students
· Level appropriacy
· Wide range of levels 

· Type of Delivery

· ILT vs. WBT in a business environment

· Evaluation/Measurement

· ROI
· Business need vs. student satisfaction 
· Types of measurement? 
· Entrance / exit exam

· Class surveys (participant’s SAT max)
· Supervisor survey (business satisfaction)
· Quality assurance measurement
· Statistical analysis
Some Common Business Terms and Jargon

· 80-20 rule

· At the end of the day

· Deliverables

· SOW

· RFP

· Leverageable

· ROI

· Value-add

· Driver

· Quality assurance

· CSAT/DSAT

· Competitive positioning

· Drill down

· Use case scenarios

· Scope creep
· Benchmark
· Bucketize
· Budgeting time
· Buy-in
· Contracting period
· Core competency
· Cross functioning
· Positioning
· Gap analysis
· Getting traction
· High-level overview

· Going forward

· Low-hanging fruit

· Metrics

· NDA (nondisclosure agreement)

· Pushback

· Reach out

· Robust

· Silos

· Takeaways

· Take it offline

· Turnkey solution

· Value add

· Value chain

· Vertical integration

Bibliography & recommended resources
 

Biech, E. (1999). The business of consulting: The basics and beyond. San Francisco: Jossey-Bass Pfeiffer
Block, P. (2001). Flawless consulting: a guide to getting your expertise used (2nd ed.). San Francisco: Jossey-Bass/Pfeiffer.

Booher, D. (2003). From contact to contract. Chicago: Dearborn.

Brown, J. (1995). The elements of language curriculum: A systematic approach to program development. Boston: Heinle & Heinle.

Donna, S. (2001). Teach business English. New York: Cambridge University Press.

Friedenberg, J. E. (2002). Workplace ESL: A simple guide to program planning and implementation. McHenry, IL: Delta Publishing Co.

Friedenberg, J., Kennedy, D., Lomperis, A., Martin, W., Westerfield, K., and van Naerssen, M. (2003) Effective practices in workplace language training: Guidelines for providers of workplace English language training services. Alexandria, VA: TESOL.

Hodges, T. K. (2002). Linking learning and performance: A practical guide to measuring learning and on-the-job application.  Woburn, MA: Butterworth-Heinemann.

Martin, W. M. & Lomperis, A. E. (2002). Determining the cost-benefit, the return on investment, and the intangible benefits of language programs for development. TESOL Quarterly, 36(3),  399-429.

McQuown, J. H. (2004). Inc. yourself: How to profit by setting up your own corporation (10th ed.). Franklin Lakes, NJ: Career Press.

Peters, T. (2003). Re-imagine: Business excellence in a disruptive age. London: Dorling Kindersley.

Reeves, N. & Wright, C. (1996). Linguistic auditing: A guide to identifying foreign language needs in corporations. Clevedon, UK: Multilingual Matters.

Sawyer, P. & Tondre, B. (2003) Tennessee ESOL in the workplace. Available in PDF format at: http://www.cls.utk.edu/publications.html


— 4 —

[Download an electronic copy of this handout and the PowerPoint slides at www.joemcveigh.org/resources.]


