INTRODUCTION

Spring has arrived, judging by the number of tourists

that have appeared in the streets. Phil has an hour

free before his next lesson. Picking out a nice café,

he chooses a window table and orders a coffee. After
spending a few minutes people-watching, he starts to
think about the lesson he’s just come out of: his first class
with a new group of students at the central offices of a
pharmaceutical company. Half the lesson was spent in an
informal chat based on the needs analysis, and there seem
to be some potential problems. Phil opens his briefcase
and takes out his notes.

Jean Claude Duval, Purchasing Manager. Pre-int.
Has been studying English for ‘many years’. Uses
English at work most days in e-mails and phone
calls to suppliers, though these tend to follow the
same pattern most of the time. Also has occasional
face-to-face meetings: wants to improve general
communication for these. Has difficulty just chatting
during breaks in meetings or over lunch.

Anton Brun, IT Systems Manager. Int. Did three years’
English at school. Doesn’t currently use English at
work, but thinks it will be ‘useful for the future’.
Mainly interested in social English. Fairly fluent, but
some grammar problems.

Marie Néelle Rousillon, Chief Financial Officer. Pre-
int. Studied English at school and university, but
didn‘t use it for years. Has now had to start using
English regularly in monthly meetings with the new
American shareholders and feels ‘completely lost’.
And it isn't just the meetings — says she goes to hide
in her office during breaks to avoid having to engage
in any conversation. Also receives occasional phone
calls, mainly to check financial information, but her
bilingual secretary deals with e-mails.

Phil knows the company well. There’s no way he can
move Anton to another group at a higher level: the other
classes are all in the research labs outside the city. And,
anyway, Anton’s warmth and interest in people helped the
group to gel and work more productively together. But
will he get bored working at a lower level? As long as the
topics are interesting enough, perhaps he'll stay focused.
And Phil could give him extra grammar and vocabulary
work, which he'd really benefit from.

Marie Néelle’s needs are certainly the most urgent, but
also the most specialised, and will probably involve lexis
the others have no need for. Still, terminology is probably
not her main problem. The real challenge is coping with
complex interactions. The skills she needs — getting her
point of view across, understanding different opinions,
dealing with telephone calls, handling social situations
—are useful for just about everyone.

Jean Claude’s most immediate need is prabably to
develop self-confidence. Lots of tasks with concrete
outcomes, guided conversation on different topics and
vocabulary building activities would suit him.

As he thinks things through, Phil begins to feel more
confident. Now, what about writing skills?

! INTRODUCTION

In Company is Macmillan’s skills-based Business
English series, aimed at professional, adult learners
seeking to realise their full potential as speakers of
English at work — both in and out of the ofhce —and
in social settings. It aims to provide learners with the
language and skills they need using motivating and
engaging material. Authentic and realistic business
stories and situations form the basis for texts, dialogues
and speaking activities.

In Company Pre-intermediate takes students through
20 progressively more challenging units which include
describing vour work and company, obtaining and
sharing information, networking and travelling on
business. The course reflects the need for students at
this level to develop their grammatical competence,
increase their lexical range and, above all, acquire
strategies to communicate effectively in both
professional and social situations.

Ten key observations on the teaching of English to

professional learners underpin the course:

1 Professionals like to be regularly reminded why they
are studying and what's in it for them.

2 They are used to goal-setting and time constraints
and tend to welcome a fairly fast pace.

3 They are motivated by topics which directly relate to
their own personal experiences.

4 They expect to see an immediate, practical payoff of

some kind at the end of each lesson.

It is English, not business, they have come to you

for help with (but see 7).

6 They want to be able to actually do business with
their English rather than just talk about it.

7 They appreciate texts and tasks which reflect what
they have to do in their job.

8 'They also appreciate texts and tasks which allow
them to escape what they have to do in their job.

9 They don’t regard having fun as incompatible with
‘serious learning’ (but see 1 and 4).

10 They like to see an overall plan and method behind
the classes they attend.

VAl

Practical approach

In Company Pre-intermediate is a practical course in
how to do business in English. Recognising that people
need more than just phrase lists and useful language
boxes to operate effectively in real-life business
situations, each unit provides a substantial amount of
guided skills work to give students the chance to fully
assimilate the target language and ‘make it their own’,
before going on to tackle fluency activities.
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¢ Read out the text pausing in the middle of
collocations / fixed expressions / idioms for students
to predict the completions either by shouting out or
writing down the answer.

* Read out the text, pausing at specific vocabulary
items and ask questions like: What's the opposite of
X? What's the word we learned the other day which is
like X? X is a noun: what's the verb form / adjective?
X often goes with the word Y: what other-words can go
with Y? Give me another sentence using X.

e Ask students to read the text aloud as a
pronunciation exercise. Don’t look at the text
vourself as they read: this will force you to
concentrate on the comprehensibility of their
output. Ask them to do this in pairs.

e Write key words on the board relating to the main
ideas in the text and ask students to reconstruct the
text orally.

Fluency work

In Company Pre-intermediate includes two types

of fluency activity which draw on both the specific

language presented in a unit and the wider linguistic

resources of the students. These are:

* roleplays and simulations, where students are given
a scenario and perhaps some kind of “personal
agenda’;

e ‘framework’ activities, where students decide on the
content for an interview, report or phone call, and
the Student’s Book provides them with a linguistic
framework to help deliver that information.

In order to aveid learner and teacher frustration,

sufficient preparation for both types of activity is

essential, and it may sometimes be advisable to carry
out the actual fluency activity in a subsequent lesson to
ensure plenty of time for preparation and feedback.

Teacher’s Book

In this book, you'll find comprehensive teacher’s
notes which give an overview of each unit, detailed
procedural instructions for all the exercises and full
listening scripts and answer keys. A new feature of this
edition is the one:one teaching tips found following
every group-based or roleplay activity throughout the
procedural notes. The aim of these notes is to offer
tips on adapting the material to suit one-to-one classes,
which are so common in in-company teaching. This
allows the teacher to make better use of the material,
in all teaching contexts. The procedural notes also
contain Language link highlights, which are reminders
of exercises in the Language link pages where students
can find grammar explanations or further practice

in a particular grammar or vocabulary area. This

allows the teacher to focus students’ attention on
particular areas of difficulty or interest. The book also
features a Resource materials section containing 35
photocopiable worksheets which extend and/or revise
elements in the Student’s Book. These were written by
nine practising business English teachers and provide
approximately 25 extra hours of material to supplement
the Student’s Book. New case-study worksheets allow
teachers to extend the topics of the case studies in the
Student’s Book through additional communicative
tasks and classroom discussion or personalisation of the
subject.

Ten ‘rules of thumb’ teaching tips

* Avoid saying Let’s turn to page ... when starting a
new lesson. Instead, try to generate interest in the
subject matter while students still have their books
closed.

® Always do the first item of an exercise with the
whole class to make sure that students know what
they have to do.

* When doing written exercises in pairs, don't let
students write to begin with. This will encourage
them to speak and to remember their answers for a
subsequent feedback session. Allow them to write
the answers after the feedback so that they have a
written record to refer to at a later date.

¢ Use drills to give students the opportunity to get
their tongues round new language. Most students
enjoy well-executed drills (and it’s also a way to pick
up a flagging lesson).

¢ Students sometimes complain about not being
corrected enough, but rarely about being corrected
too much.

e Always revise something from a previous class
during the lesson.

e Arrange the classroom to suit your class. In small
classes, encourage students to sit near you.

* Avoid asking questions which are impossible to
answer. For example, for students to answer What
does X mean? often requires more complicated
language than you're actually trying to teach.

e Plan your lesson backwards. Decide what you want
students to be doing at the end of the lesson and
work out how to get there.

e Keep a note of ad-hoc items which crop up and
common mistakes that students make. Use these
as the basis for informal revision and warm-up
activities.

Simon Clarke
September 2008 (with thanks to Mark Powell)
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