Business English Pedagogy & Workplace Mastery

Module 1: Corporate Communication, Executive Writing & Professional Simulations

| 1. CORE OBJECTIVES IN CORPORATE ENGLISH TRAINING

Teaching English in a business setting requires shifting focus from general fluency to functional efficiency, precise register, and
risk mitigation in corporate communication. Business learners require actionable skills for immediate workplace application.

Executive Verbal Competencies Written Register & Precision

¢ Negotiation Framing: Tactful hedging (e.g., "We might o Brevity & Impact: Eliminating filler phrases; using BLUF
consider alternative pricing models if..."). (Bottom Line Up Front) email formatting.

e Meeting Facilitation: Directing flow, interrupting politely, o Tone Calibration: Balancing firmness and
summarizing action items, and maintaining agenda professionalism in client disputes or past-due
cadence. collections.

o Cross-Cultural Diplomacy: Navigating high-context vs. o Data Presentation: Describing market trends, metrics,
low-context corporate communication styles smoothly. and quarterly performance with exact vocabulary.

| 2. EXECUTIVE COMMUNICATION FORMATS

Train professionals to choose appropriate structural formats based on stakeholder seniority and urgency.

Format Primary Objective Structural Standard

Executive Proposal Securing budget, C-suite approval, or strategic Executive Summary — Problem Statement —
alignment. Proposed Solution — ROI & Timeline.

Client Email (BLUF) Rapid decision-making, project updates, or Direct Call-to-Action (Subject) — Essential
action requests. Context — Next Steps & Deadlines.

Incident Briefing Addressing project delays, security issues, or Summary of Event — Root Cause Analysis —
operational risk. Immediate Mitigation — Long-Term Prevention.

Formal Business Proposal Email: Operational Status Update (BLUF Style):

Subject: Proposal: Q3 Regional Expansion
Strategy Dear Ms. Chen, I am writing to submit }
our finalized growth strategy for the APAC | system migration deadline is shifted to Nov 15
region for Q3 review. Key Highlights: ¢ Target due to API integration testing. Action Items: 1.
Revenue: $1.2M projected over 6 months. i Department leads must audit user accounts by Oct

! Subject: ACTION REQUIRED: Vendor
Resource Allocation: Reallocating 15% of digital 20. 2. Submit feedback on the attached staging

Migration Schedule Update Hi Team, BLUF: The

marketing budget to localized campaigns. We portal. Please let me know if you foresee any
request your formal sign-off by Friday, Oct 12, workflow blockers. Best regards, Sarah Jenkins |
to maintain our launch schedule. Detailed Operations Lead

financial models are attached. Sincerely, David

Vance | Director of Strategy ey ‘
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Standardized Exam Preparation Mastery

Module 2: Strategic Coaching for IELTS, TOEFL iBT & Digital SAT

I 1. EXAM FRAMEWORKS & PEDAGOGICAL COMPARISON
Each standardized test evaluates language proficiency through distinct structural lenses. Effective instruction targets exam-

specific mechanics, time management, and scoring rubrics.

Exam Target Audience & Scale Core Testing Focus High-Yield Coaching Focus

IELTS Academic

TOEFL iBT

Admissions.

Band Score: 1.0 — 6.0 (CEFR)

Digital SAT (R&W)

Global Higher Ed & Immigration.
Band Score: 1.0 - 9.0

North American University

Undergraduate US Admissions.
Section Score: 200 - 800

Analytical Task 1 data
synthesis; Task 2 discursive
essays; 1-on-1 face-to-face
speaking interview.

Academic & daily campus
integration: multi-stage
adaptive Reading/Listening;
email & discussion writing.

Short-passage analysis,
vocabulary in context, grammar
rules, and synthesis of research
notes.

Data vocabulary (fluctuated,
peaked), paragraph coherence,
and idiomatic precision in natural
speech.

Adapting to multi-stage difficulty,
fast note-taking, structured email
responses, and interview-style
speaking tasks.

Pacing on adaptive modules,
elimination techniques for subtle
wrong answers, and punctuation
rule mechanics.

| 2. SECTION-SPECIFIC INSTRUCTIONAL STRATEGIES

IELTS Writing Task 1 & 2 TOEFL Adaptive Integration Digital SAT Synthesis

e Task 1 Strategy: Group data e Adaptive Pacing: Train early ¢ Rhetorical Synthesis: Train
logically into 2 body paragraphs; accuracy in Module 1 to unlock students to scan bulleted research
never opinionate. higher-tier adaptive questions. notes for explicit goal criteria.

o Task 2 Strategy: Use a balanced e Writing Tasks: Master concise o Standard English: Drill semi-
structure: Intro with clear thesis, 2 professional email responses and colons, relative clauses, and
well-evidenced bodies, and academic discussion forums. modifier placement logic.
concluding synthesis.

Diagnostic Exam Coaching Workflow:

1. Administer a timed baseline practice test to identify micro-skill weaknesses.

2. Categorize errors into Knowledge Gaps (grammar/vocab), Strategy Gaps (wrong approach), or Pacing Gaps (time anxiety).
3. Drill targeted error patterns using official rubrics before conducting full mock exams under timed conditions.
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TESOL Certification & Professional Pathway

Module 3: Certification Requirements, Pedagogical Methodologies & Career Growth

| 1. NAVIGATING TESOL CERTIFICATION

TESOL (Teaching English to Speakers of Other Languages) certification provides global credentialing for teaching English
locally or abroad. Choosing a accredited program ensures international recognition by schools, universities, and corporate
clients.

Core Certification Standards TESOL vs. TEFL vs. CELTA

e Minimum 120 Hours: Standard baseline required by e TEFL: Focuses on teaching in non-English speaking
reputable employers worldwide. countries.

o External Accreditation: Ensure the provider is audited by e TESOL: Broader umbrella covering teaching in both
recognized bodies (e.g., Ofqual, ACCET, TQUK). native and non-native English regions.

e Practicum Element: Minimum 6-10 hours of live, e CELTA: Cambridge-accredited intensive course suited
observed teaching practice with peer/tutor feedback. for high-level academic careers.

| 2. ESSENTIAL TESOL METHODOLOGIES

Framework Methodological Flow Ideal Application

PPP Model Teacher presents grammar point — Controlled Grammar acquisition and structured
(Presentation, Practice, student practice — Free communicative language drills.

Production) production.

TBLT Pre-task setup — Students complete real-world Business English simulations,
(Task-Based Language task in pairs — Teacher provides feedback on negotiations, and problem-solving.
Learning) errors.

CLT Focuses on functional interaction, authentic Fluency building, debate coaching, and
(Communicative Language texts, and meaningful communication over rote conversational practice.

Teaching) accuracy.

| 3. STEP-BY-STEP PATHWAY TO TESOL ACCREDITATION

Step 1: Choose an Accredited Course: Select a 120-hour (or 240-hour master) course with a live practicum module.

Step 2: Complete Core Methodology Modules: Master lesson planning, classroom management, phonology, and grammar
instruction.

Step 3: Conduct Observed Teaching Practice: Complete live teaching sessions with real English learners, receiving structured
feedback from senior mentors.

Step 4: Build a Specialized Portfolio: Add niche credentials in Business English (ESP), Young Learners, or Exam Prep
(IELTS/TOEFL) to maximize career opportunities.
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