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Part A 

First, this paper will focus on evaluating the chosen Business English teaching 

materials used to teach spoken business discourse in the context of meetings interaction. 

Secondly, this paper will look at a possible design of the materials for teaching in a specific 

Business English context.  

Needs Analyses 

The target of the following ‘needs analyses’ is represented by a mixed nationally and 

multilingual group of 8-10 employees from China, Egypt, France, Malaysia, Nigeria and 

Poland. The English language level of the participants is Upper Intermediate to Advanced 

(B2-C1). This group works in a multi-national automobile company that has requested a short 

Business English course on business interaction. This course aims to teach spoken business 

discourse through the features of business meetings.  In order to provide an effective teaching 

that meets students’ needs, this module requires a ‘needs analyses’ before delivering Business 

English instructions.  

Based on research, the design of a ‘needs analyses’ is to adapt the language sessions 

to meet the needs of mixed groups of students who have different native languages, different 

proficiency levels and “a variety of objectives in mind” (Zheng 2010). According to Richards 

(2001), the theory of a ‘needs analyses’ represents a collection of data based on the 

information regarding students’ needs. The purpose of a ‘needs analyses’ is to discover 

learners’ specific needs and to provide support for the ones who face particular linguistic 

issues with the spoken business discourse. Therefore, delivering a successful ‘needs analyses’ 

involves three important stages (McKillip 1987): identifying the target and the purpose of the 

analyses, describing the target environment for the analyses and finally, identifying the actual 

needs. This ‘needs analyses’ aims to evaluate the Business English language skills of the 

target group; moreover, this investigation focuses on: identifying students’ weakness 

regarding the language of business meetings, checking students’ proficiency level of Business 

English language, checking students’ speaking fluency and their language accuracy, 

investigating students’ language deficiencies, expectations regarding this course. In order to 

meet the required procedures for an efficient data collection, this ‘needs analyses’ uses the 

“triangular approach” (Richards 2001) and it involves group meetings (Appendix 1) and short 

surveys with open-ended questions (Appendix 2). The theme of the group meetings is 

“meetings - spoken business discourse interaction” and it aims to collect a wide range of 
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information by engaging the group into discussions. On the other hand, the surveys are 

delivered anonymously, and they are designed to find the learners’ view about business 

meetings discourse. The purpose of this ‘needs analyses’ is to help the teacher understand 

students’ communicative competence level and to provide the information required to meet 

learners’ business aim. Fredo (2005) states that ‘needs analyses’ “simply consists of a series 

of brief questions which give the teacher a rough idea of the needs of the group” (2005 :15) 

According to the findings of this investigation, it can be argued that the target group 

of students is aware of the significance of spoken business discourse and they aspire to 

develop their business interaction skills in meetings area. Based on the results of this ‘needs 

analyses’, students’ face difficulties when it comes to speaking if front of an audience, 

therefore 45% of the students are interested in developing their public speaking skills, while 

55% of them aim to improve their business language accuracy.  The findings of the surveys 

show that the learners look forward to practice and to develop their language skills in the area 

of business interaction. 

Unit evaluation  

This section investigates the effectiveness of the teaching materials for practicing and 

developing speaking skills in spoken business discourse through business interaction by using 

Unit 5 of the “Market Leader” textbook n.  The key feature of the chosen materials (Appendix 

3) include Business English contents and professional language that provide learners 

opportunities to practice the speaking skills required for business discourse interactivities. 

The textbook includes topics such as techniques to deal with conflicts, decision making, and 

meeting interaction practicalities and it delivers task-based activities and integrated skills 

approach. According to Koester (2012), Business English teaching materials have specific 

orientations of business discourse, include business related vocabulary, promote particular 

language features for problem-solving and it focuses on communication aspects. Therefore, 

it can be argued that the activities of this material are based on the Communicative Approach 

because they encourage students to focus on their language skills (Bygate 2001). On the other 

hand, research shows that lesson based on spoken business discourse (i.e. meetings, 

presentations) use “simulated scripts” (Handford 2013 :251). The evaluation of this unit 

involves three stages: pre-teaching, in-teaching and post-teaching.  
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Pre-teaching  

The first activity of this phase plays an important role for the teaching session because 

it activates the schemata, it introduces the topic and engages students in the discussion. 

Activity A (Appendix 3) requires students to answer to discuss if they agree or disagree with 

the provided statements. This exercise encourages personal response, it involves interaction 

through collaborative work and peer-correction, and it provides learners autonomy. 

Developing language skills to resolve conflicts may be useful for learners because this is a 

real-life situation that can occur in any meeting and they may need to handle this kind of 

discussions. Also, learners must develop business language skills to express understanding 

and encouragement in a meeting context. The second activity of this phase is represented by 

exercise E (Appendix 3) which requires students to identify the suitable expressions for 

paraphrasing and summarizing, for showing understanding and for encouraging someone to 

keep talking. Research shows that “the ideal activity is probably to interact with the authentic 

material in the same way that the learners might have to in real life” (Fredo 2005 :53). 

In-teaching 

The activity related to this phase is represented by Task 2 (Appendix 3) and it requires 

students to develop a discussion based on the scenario of an emergency meeting. Through 

this task students have to work in groups as a management team of a company that faces a 

major crisis and initiate a discussion about possible decisions to solve the issue. This activity 

may be efficient because it portraits a real-life situation which represents an advantage for 

Business English learners because they can produce language on while doing a relevant task 

(Fredo 2005). Moreover, doing exercises based on a specific context may be more beneficial 

for learners, rather than developing discussion on an isolated topic (McDonough & Shaw 

1993).  

Post-teaching  

The follow-on exercise of this lesson is represented by the Writing activity (Appendix 

3). Students are expected to have a look at a draft email and decide how this can be improved 

before sending it to the recipient person. The email plays an important role in teaching 

business communication because it is a source of real-life context that may provide authentic 

topics (Evans 2012) which are very relevant for Business English students. This exercise may 

provide learners’ opportunities to practice their language skills, produce personal response, 

learn in context and produce new vocabulary. Base on research, ESP teachers describe the 
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writing activity as a “problem-solving process” that involves an instrumental process, 

brainstorming and structuring ideas, drafting and getting active feedback (Fredo 2005).  

Part B 

Rationale of the material choice 

Scholars state that particular language knowledge for meeting discussion plays an 

important role in the area of spoken discourse and business interaction because it has key 

features that lead to effective meetings; for instance, learners have to acquire communication 

skills that teaches them how to start a meeting, how to interrupt when they aim to make a 

statement, how to ask questions and how to listen and how to take decisions (Comfort & Utley 

2005). Based on the ‘needs analyses’ it can be argued that the evaluated materials (Appendix 

3) require improvements in order to meet students’ needs. Therefore, the materials for 

delivering business language instruction have been changed and adapted for a 20 minutes 

student-centered lesson. This lesson (Appendix 4) is designed based on task-based approach 

and it is focused on an “input-rehearsal-performance” phases (Willis 1996) because students 

discuss the tasks in groups, and they give spontaneous responses. Moreover, this lesson 

follows an interactive approach that is essential for delivering language instruction, therefore, 

the activities of this session follow a “whole-class” design. Group-work and peer interaction 

seem to be a key element for the ESP sessions because this may provide a creative learning 

environment, it encourages dynamics, it may be useful for time management and it can be 

beneficial for the learners; for example, group-activities may encourage students to get 

involved into discussions because they may feel safe in pleasant atmosphere (Dörnyei & 

Murphey 2003).   

Phase 1: Input 

This phase involves the first three activities of the lesson plan (Appendix 4) which 

includes a warm-up activity, the discussion topic and the introduction to new vocabulary. 

According to Emmerson & Hamilton (2013) short activities for delivering Business English 

lessons may be beneficial for students; for example, a warm-up activity may disconnect the 

learners from daily issues, and it may engage them with the topic of the session by 

encouraging them to practice their communication skills. Moreover, short activities may be 

useful in teaching business language to the target of this lesson because they are employees 

and time management is essential on “in-company" courses. The purpose of these activities 
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is to deliver creative business content in terms of language features. The lead-in activity 

(Appendix 5) of this phase requires students to discuss the purpose of business meetings, 

aiming to encourage personal response and learners’ prediction, to activate the schemata and 

to involve the students in discussions. The second exercise of the lesson requires providing 

possible definitions for the concepts of ‘business spoken discourse’ and ‘business interaction’, 

while the third exercise asks students to discuss effective ways to open a business meeting. 

Koester (2012) states that there are a wide number of studies that “discrepancies between 

teaching materials and actual business practices” (2012 :148), arguing that teachers should 

use real meeting topics when it comes to designing their activities; therefore, this lesson 

delivers authentic materials based on real-life topics.  

Phase 2: Rehearsal 

This stage of the lesson (i.e. exercise 4) delivers a “meeting simulation” activity 

(Fredo 2005), which requires the learners to imagine that they are part of an administration 

group of a multi-national company that faces major issues due to the financial crises; the 

learners have to discuss ways to lead a possible meeting on this subject. Meeting simulation 

activities provide learners background information that offers them possibilities to practice 

language skills in through a “tailored material” (Fredo 2005 :46), based on a common business 

situation. Throughout this activity, students can simulate the scenario of a “large formal 

meeting” and practice particular lexical items that are frequent in official meeting; for 

instance, research shows that key language items for this scenario may be sentences as “Do 

you agree?”, “Can I interrupt please?” or “In my opinion” (2005 :73).  This kind of language 

idioms can lead to particularities used in business meeting to manage interaction such as 

reaching agreement, asking for clarification or explanation, keeping to the agenda or 

summarizing the discussions (Nickerson & Planken 2016 :33). Furthermore, Business English 

students should be encouraged to develop their competence in all language skills when it 

comes to “face-to-face meetings” (Handford 2013). On the other hand, scholars state that 

“language development requires learners to be able to generalise from specific learning events 

in order to apply new understanding to the communication of the message” (Bygate et al. 

2001 :28).  

Phase 3: Performance 

The last phase of this lesson plan includes a role-play meeting and takes place in a 

global company which has operating points in different corners of the world. Through this 
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activity each student has to choose a country to represent; this is going to be an online meeting 

and it requires an urgent discussion based on the issues company faces due to the pandemic 

situation. Furthermore, each group has to lead discussions in order to complete the meeting 

agenda in exercise 5 (Appendix 5). Based on research, role-play meetings proved to be the 

most useful if learners engage in real-life scenarios. Designing materials based on this topic 

represents a challenge for teachers because they have to adapt the activities on different 

scenarios, for instance, the target group of this session is represented by pre-experienced 

people who already have a job in a business company; therefore, this group can easily get 

engaged in a role-play scenario set in the classroom, in order to discuss the required agenda.  

This activity meets the students’ needs identified in the prior analyses because it 

provides them opportunities to practice their public speaking skills, their communication 

skills and most important, this task may lead to the improvement of their business language 

accuracy. Based on research, role-play meetings provide a realistic environment in the ESP 

classroom. Moreover, “role-play provides an excellent opportunity to practice language and 

concepts already introduced in earlier activities” (Fredo 2005 :54) because this task focuses 

on the primarily use of language for business interaction. The most important part of this 

activity is represented by the outcome; scholars state that the actual language is acquired 

through interaction and that students learn by doing specific tasks, consequently it can be 

argued that task-based language learning can be an effective way to learn language for specific 

purposes (Handford 2013). The necessary language in meetings needs can be divided in four 

categories: procedure-focusing, information focusing, decision-focusing and negotiation 

focusing (Ibid.) and people who use it have to be aware that the language they use has an 

audience, a purpose and a response.  

As a final observation, it can be argued that the design materials for this lesson may 

be useful for the learners who aim to develop business interaction skill. This lesson provides 

them possibilities to practice communication skills in business meeting context; for example, 

students can practice required vocabulary for asking questions, passing information, 

interrupting, leading, defending their position or justifying their actions in an official meeting. 

Based on research, English Business is an essential element for international trading because 

it is used as a Lingua Franca in multicultural and multilingual environments. It can be argued 

that business interaction faces challenges at a linguistical/phonological level. The designed 

lesson may help this individual group to avoid frustrations in the workplace by delivering 

them an authentic context to overcome language issues. Scholars argue that the language used 
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in business meetings should “focus on message content rather than form and avoidance of 

highly-contextualised language” (Rogerson-Revell 2008 :357).  
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Appendix 1 – Group Meeting 

This appendix shows the outline of the group meeting. 

 

The theme of this group meeting is business meetings and 

how to interact .  The learners have to  seat in a circle. 

Every student has to say his/name and describe what they 

want to learn about business interaction, what skills are 

they aiming to develop and what actitvites they would like 

to practice. In order to continue the activity, every student 

has to pass the ball to any person they want. 

 

Appendix 2 - Survey 

Q: What is the purpose of business discouse ? 

A: The purpose of business discourse is to use practicular language for business 

interation. 

Q: Do you have any experience with business meetings?  

A: No, I am afraid to talk in public. I prefer desk work. 

Q: How do you feel about taking part in business meetings? 

A: I get nervoud because sometimes I can’t find my words. 

Q: What are the topics that you are interested in this course? 

A: My aim for this couse is to develop my language accuracy and to be more confident 

with public speaking. 

Q: What do you expect from the teacher?  

A: To provide effective material and effective content. 

Q: Do you face any difficulties when it comes to Business English language? If yes, 

what are they? 

A: Yes, I cannot understand some element words. I prefer simple language.  

 

Q: What do you want to learn most through this course? 

 

A: I would like to learn how to speak freely in front of an audience. 
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Appendix 3 – Evaluated Materials  
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Appendix 4  

 MICROTEACHING LESSON PLAN 

 

Number of students expected: 25    Level: Upper Intermediate to Advanced (B2-C1) 

Aim: 

At the end of this lesson the learners will have been exposed to Business English language related to the topic of meetings/business interactions. 

 

LESSON OBJECTIVES 

At the end of this lesson the learners will:  

1. have been introduced to the concept meetings. 

2. have an understanding of business spoken discourse  
3. have understood the meaning of bussiness language in the context of meetings/ business interaction 

 

Stage 

 

Approx 

Time 

(min.) 

Student Activity Teacher Activity Interaction 

Pattern1 

Reason and link to 

Objectives 

Materials 

required 

 

 

Warm-up 

0-2 Ss work in groups and discuss 

the purpose of business 

meetings.  

T asks the students why 

are business meeting 

important  

 

Monitor 

G 

 

 

ST 

To activate the schemata 

and to engage Ss with the 

topic. 

 

 

 

Board markers 

Handout 

                                                           
1 T=Teacher,  C=Class,  P=Pair work, G=Group work, S=Individual Students 
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Feedback 

 

 

Introducing 

the 

discussion  

2-5 Ss work in groups a provide a 

possible definition for business 

spoken discourse and business 

interaction.  

 

T asks Ss to provide 

possible definition of the 

concepts 

T provides the definitions  

 

TC 

 

G 

To provide a definition 

for spoken discourse and 

business interaction 

Handout 

 

Introduce 

new 

vocabulary 

 

 

5-8 

 

Ss have to discuss ways to 

open a business meeting 

 

 

Monitor 

Feedback:  

 

 

G 

 

 

 

 

To increase STT and to 

provide personal 

response and learning in 

context 

 

Handout 

 

 

 

 

Practice New 

Vocabulary 

 

 

 

8-13 Ss get into a role-play activity 

by orchestrating a possible 

meeting to discuss an 

important issue.  

 

T gives handout 

 

Monitor 

 

Feedback 

 

G 

 

 

 

TC 

To practice new 

vocabulary  

 

 

Handout 

 

 

 

 

 

Produce New 

Vocabulary 

 

13-18 Ss work in groups and practice 

the spoken discourse 

 

They have conduct an efficient 

online meeting with the 

representants of the company 

from other countries by filling 

in the provided agenda. 

T issues instructions for 

task and monitors. 

 

 

 

 

G 

 

 

 

 

 

To produce new 

vocabulary  

And to encourage 

personal response  

Handout 
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Feedback 

 

 

G 

  

 

Consolidatio

n 

 

18-20 Ss write a few words about 

what they’ve learned in this 

session.  

 

T summarises the lessons 

aims and objectives and 

asks Ss to do an evaluation 

task. 

 

TC 

 

G 

 

To check that the 

objectives have been 

achieved 

 

 

 

 

Board marker 
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Appendix 5 – Handout  

 

1. What is the purpose of business meetings? Discuss in your groups. 

 

 

 

2. Discuss in your groups and identify a possible definition for the 

following concepts: business spoken discourse, business interactio 

 

 

 

3. How can you start a meeting? Have a look at the following expressions 

and decide if any of them may be used at the beginning of a business 

meeting: 

 

 

Please go on, You’ve got this, that is a good idea, we must discuss 

emergency matters,  it sounds like we found a solution, try to work harder.  

 

 

4. Imagine you are part of an administration group of a multi-national 

company and you are facing serious issues due to the financial crises. 

Discuss in your groups how would you lead a possible meeting on this 

subject. 

 

 

5. You are working for a global company that has operating points all 

around the world. Everyone in your group has to choose a country to 

represent in order to get in an online meeting. This meeting requires 

an urgent discussion about the issues company faces due to the 

pandemic situation. Discuss in your groups and complete the meeting 

agenda: 

 

 New updates on prior discussions: 

 Emergency issues: 

 Topic of the day: 

 Announcements: 
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