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Prof. Dave Jaye
Syllabus

ESL Business English Certificate Program 

ESL Business 0100:  24 contact hours in class
ESL Business 0200:  24 contact hours in class
ESL Business 0300: 24 contact and online hours
ESLBu 0100 Course Description
ESL Business English I is one of three courses in the ESL Business Certificate Program for students of English who need to improve their speaking skills in Business English. ESLBu course work includes 24 contact hours of study in Business English and practices in the United States. Course work includes: how to negotiate, set agendas, present positions, and listen and speak more effectively in English. Students study and use terminology and idioms for the following fields: Corporate Business, Finance, Healthcare, and Real Estate. 
Course Work
The first four units of the text, Effective Negotiating, and the accompanying video are covered in detail during class. Each class, students practice skills learned through oral negotiation practices. Students are given a final on the last day of class.

Attendance and Grading 
The Pass / Fail grade is a combination of a student’s final grade and his/her meeting of attendance requirements. In order to meet the attendance requirements, students may not miss more than two class periods. 

Certificate

Students must pass all three levels and be absent no more than two periods per course in order to receive the International College ESL Business English Certificate. 
Prerequisite: A passing grade for ENI 0300, and/or ENI 0400.

Text: Effective Negotiating: Oxford Business English Skills, by Jeremy Comfort with York Associates, Oxford University Press, 1998.
Schedule: Classes meet Friday evenings at the Ft. Myers campus from 5:00-9:00 for a period of six weeks. 
Week 1
Unit 1: Preparing the Ground.

Defining and Preparing for Negotiation

Welcoming, Introducing, and Making Small-Talk

Group presentations
Week 2 
Review of Unit 1

Idioms for study

Group presentations

Unit 2: Setting the Agenda
Week 3
Unit 2: Sequencing and Linking

Group Presentations

Idioms for study

Week 4
Unit 3: Establishing Positions
Presenting your Position 

Getting Feedback

Idioms for study

Group Presentations 

Week 5
Unit 4: Clarifying Positions 

Active Listening and Effective Questioning

Idioms for study

Group Presentations 

Week 6
Summing up

Group Presentations
Final Test 
