CONTENTS

ACKNOWLEDGEMENTS . ... .. e v
ABSTRACT ... vi
LIST OF FIGURES ... ... .. ..o oo e i
LISTOF TABLES . . ..o e e e e e e xii
CHAPTER 1 - INTRUCTION . .. ..ol i e 1
1.1 Rationale and Statement of the Problemy. . .................. ... .. 1

1.2 Objectivesof the Study ... ... ... ... 4

1.3 Scopeofthe Study ..o o 4

1.4 Definitionof Terms . ..o o o o 5

1.5 Significance of the Study.. ....... ... . ... . ... . ..., 6

CHAPTER 2 -REVIEW OF LITERATURE . .......... ... ..o 8
2.1 The Nature of Business English. . .......................... .. .8

2.1.1"  Definition of Business English ... ................ 8

2.1.2  Characteristic of Business English. . . .......... ... 9

2.1.3  Classification of Business English . .. ... ... ... .. 10

2.2 ‘The Approaches of Course Design . .......................... 12

2.3 Needs Analysisin Course Design............................ 15

2.4 Material Development for Business English Course .. . ... ....... 16

viil



CHAPTER 3 - METHODOLOGY .. .ottt e 20

3.1 Respondents . . ... 20
3.2 Instruments . .. ... 21
3.3 Procedure of CollectingData............................... 23
3.1.1 Questionnaire Construction.................... 23

3.1.2  Questionnaire Administration .. .. .............. 24

34 DataAnalysis ... ...t e 24
35 Syllabus Design ... ... 26
3.6 Material Recommendation . ...... 0000 .. ... .. 26
3.7 Organization and Presentation of the Study . . ............... ... 26
CHAPTER 4 - DATA ANALYSIS .. oo e e e 28
4.1 The Results of the Business English Needs Questionnaire . . ... ... .. 28
4.1.1 Results Regarding Respondents’ Background . . . . ... 28

4.1.2 Results Regarding Business English Needs
Inthe Respondents' dailywork . ... ........... ... 31
4.2 The Results of the Teaching Preference Questionnaire . . . ... ... ... 4]
4.2.1 Results Regarding Respondents' Background

Information............. ... .. ... .. . . . . .. ... . 41

4.2.2 Results Regarding Teaching Methodology

Preference ......... ... ... . ... ... .. ... ... 42
CHAPTER 5 - DISCUSSION, CONCLUSION, AND RECOMMENDATIONS . . . .. 50
5.1 Summaryofthe Study . ........ ... .. ... 50

X



5.1.1 Results from the Business English Needs
Questionnaire . .. ..........o i, 51

5.1.2  Results from the Teaching Methodology Preference

Questionnaire . ... ... 52

5.2 DISCUSSION L v ottt e e e e 53

53 Conclusion . . ... e 56

3.4 Recommendations . . ... ... ... i 57

5.4.1 TheProposed Syllabus ... .. ... ................ . 57

54.2 Recommended Materials .. ..................... 64

5.4.3 Suggestions for Teachers . ...................... 69

REFERENCES . . . e e e e e 71
APPENDIX A: Business English Needs Questionnaire. . ....................... 74
APPENDIX B: Teaching Methodology Preference Questionnaire ................ 80
APPENDIX C: The Contents of Business Objectives . ... ............. ... .. .... 85
APPENDIX D: The Contents of Modern Business Correspondence . ... .. ... e 92



FIGURE

1 Business English Classification

LIST OF FIGURES

..............................

x1



LIST OF TABLES

TABLE PAGE
1 Respondents' Age . ... ... . i 29
2 Respondents Years of Leamning English . ... .. ........ ... ... (.. ........... .29
3 Respondents Number of Working Years . ......... ... ... .0 . .. . ... ..... .29
4 Respondents' Job Specification......... ... ... ... . i e 30
5 Business in Which Respondents Work .. ... ... ... 00 o .. 30

6 Use of English Listening and Speaking Skills
in Meeting People and Talking about Companies ... .. ................... 31

7 Use of English Listening and Speaking Skills

in Job Application and Interviews . .. ... ... ... .. .. ... .32
8 Usec of English Listening and Speaking Skills During Meeting . . . ............... 33
9 Use of English Listening and Speaking Skills in Telephoning . . ................ 33

10 Use of English Listening and Speaking Skills
in Socializing for Business Purposes . . ........... .. ... oo 34

11 Use of English Listening and Speaking Skills

in Marketing, Sales, and Advertising . .. ....... ... ... ... ... ... .. ... ... 35
12 Additional English Listening and Speaking Skills . .......................... 35
13 Very Often Use English Reading Skills . . ............. ... ... .. .......... 36
14 Often Used English Reading Skills .. .......... ... ... . ... .. ... ........ 36
15 Additional English Reading Skills Needed by the Respondents ... .............. 37

Xii



16

17

18

19

20

21

22

23

24

25

26

27

Very Often Used English Writing Skills. .. ... ... ... ... .. .o ... 37

Often Used English Writing Skills . .. ... .. ... .o o o i 38
Additions Writing Skills . . . ... ... L 39
Summary of the Responses to the English Skills Listed in the Questionnaire . . . . . . 40
Respondents' Preferred Classroom Activities . . ........... ..., 42
Classroom Activities not Preferred by the Respondents . . ..................... 43
Respondents' Attitude towards Teacher's Instructional Mediums . .. ............ 43
Respondents' Attitude towards Teacher's Presentation .. ... ................. 44
Respondents' Attitude towards Teaching Materials. ... . ..................... 45
Respondents' Attitude towards Grading . ... .. .oo. .o oo oL 46
Respondents' Preferred Teacher Feedback c.oo .o oo oo oL 47
The Course Contents . .. .. ... ...l i e 61

Xiii





