Bilingual Teaching at Vocational Colleges

Sample Module
[image: image1.wmf]
Vocational Qualification: Business and Administration

Degree: Business College Graduate
Initiating a Business Transaction 

Produced at: Raahe Business College, Merikatu 2, FIN-92 100 Raahe, Finland

For: LEONARDO PILOT PROJECT (supported by the European Union)

“Bilingual Teaching at Vocational Colleges” BILVOC


ACTION PROGRAMME OF THE EUROPEAN UNION

LEONARDO DA VINCI - PILOT PROJECT

PROJECT NO.: 2002 LA 112 628 BILVOC

BILINGUAL TEACHING AT VOCATIONAL COLLEGES

Teaching Module

Date of production

26 May 2003

Subject: 
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Title:


Initiating Business Transaction
Topic: 


Inquiries and Replies
Target Group:

Students in Vocational Business Studies


Prior Knowledge:
Basic Business Studies and Practical Skills (such as typing and standard layout)

Level of Language Skills

Intermediate (B1, B2)

Follow-Ups:


Request for Quotation

Objectives: 
The students will be able to make inquiries and replies using different tools of communication: letter, fax, e-mail, telephone, face-to-face
Benefits: 
The students will be able to operate in different business situations and environments and to make use of the appropriate means of communication.
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	Teaching time (h)
	Contents
	Activities
	Media
	Teaching method
	Skills

	1 
	Orientation:

- problem

- need
	Finding practical

imaginary needs

in existing companies

through discussion
	Chalk and talk

Computers

Company web sites
	Work in pairs
	Team work

imagination

	2

1
	Sample inquiries

and replies:

- layout

- phrases

- style

- pronunciation
	Listening comprehension

Text analysis

Spoken exercises
	Video/Multimedia

Handout:

- written dialogue

- conventional phrases

Imaginary situations: -Telephone call

- “Trade Fair stand”
	Presentation

Discussion

Pair work
	Listening

Critical/ intensive

reading

Speaking

Spoken

interaction

	2

3


	
	Reading

Writing exercises:

- vocabulary

- phrases

- layout

Writing texts
	Handout with sample

standard letters,

faxes and e-mails
Letters, e-mails

and faxes to

existing companies

 (inquiries)

Replies from

imaginary companies
	Presentation
Pair work

	Formal/

informal

layout and
style

Distinction 

of discourse

registers

Intensive

reading



	1 

Total contact hours: 10

Home assignments: 2 - 4


	Teacher feed-back throughout

Evaluation of the module


	Organising the inquiries and replies for use/point of departure for the next phase (Request for Quotation)
	Arranging the material into files and folders using File Manager programme
	Face-to-face tutoring

On-line guidance

Discussion

Questionnaire
	Proofreading,

spelling check.

Filing

Understanding of characteristics of business communication
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INTRODUCTORY REMARKS AND GUIDELINES

Background

The sample module Inquiries and Replies serves as the point of departure for the larger study period in business communication, usually titled as Stages of the Purchasing Process. The following scheme, available in standard course books for business communication, illustrates the main structure of the whole study period: 

STAGES OF THE PURCHASING PROCESS

Buyer


Seller
Inquiry

(






(
Reply (brochure etc.)

Request for quotation

(


(
Quotation

Turning down a quotation (


Counter-proposal

(


Order

(
Order confirmation

(




(
Acknowledgement of order

· Invoice



(
Advice of dispatch

Payment

(


(
Reminder

Complaint

(


(
Letter of adjustment

In practice, the implementation of the scheme depends on the level of the students, the objectives of the study period and the time reserved for contact hours in relation to independent work. The layout standards, sample texts, special vocabulary and phraseology are collected and put together by the teacher. 

References for business communication

The following publications are widely used in teaching business communication in written English:

1. Toimiston asiakirjat. Standardit 2000. SFS-käsikirja 76. Suomen standardisoimisliitto. Helsinki: Kyriiri Oy. (Finnish standards for office documents). 2000.

2. Lönnrot, I. & Karppinen, M: Business First. Basics for Business Communication. Helsinki: Edita. 2001.

3. Ahva, J & Yli-Panula, J: Business Communication. Helsinki: Wsoy. 1995.

4. Linnasalmi, L. & Laine, P: Business Letters and E-Mail. FINTRA 112. Kansainvälisen kaupan koulutuskeskus. The Finnish Institute for International Trade. Tampere: Tammerpaino Oy. 2000.

5. Airas, P. & Junkkari, T.  New Business Friend 3. Helsinki:Wsoy. 2002. 
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The publication Business First, along with an older, but still useful coursebook series Best Seller 1-3, have exercises for spoken English as well.

The following material is used for teaching business communication in spoken English:

1. CD-ROM: On the Phone. FINTRA. The Finnish Institute for International Trade. (Basic telephone situations in Finnish, English, Estonian, French, German Spanish and Swedish).

2. VHS-Video: Business Calls. Wsoy. (Basic business calls in English).

3. Multimedia: At Your Service. Hautamäki, S. (ed.) (English in customer service situations). Includes: VHS-video and free web-material with texts and exercises in: www.yle.fi/opinportti. Produced by the Finnish Broadcasting Company.

The following material is useful for pronunciation exercises on an advanced level, including sounds/phonemes, syllables, stress, pitch and intonation. Vocabulary and phraseology focuses on business language.

Goymer, R. W. Hit the Right Note. Oulu: Pohjoinen. Includes text book and four c-cassettes.

The following sources provide excellent material for written and spoken business communication in Swedish and in German:

1. Fabritius, M. & Melkko, M. Skriv och ring affärssvenska. Wsoy:Helsinki. 2002. (Written and spoken business communication in Swedish).

2. Rakkolainen, S. & Tuomiala-Mäkelä, L. & Bürkel, J: Deutsch im Berufsleben. Helsinki:Edita: 2001.(Basic business studies and business communication for vocational colleges in German)

Technical Requirements

The teaching module is best carried out with a multi-media system, such as Tandberg ICM/Divace. The system makes it possible for the teacher to divide the class into pairs or groups of different sizes. The teacher can also monitor and guide the work of the groups or pairs. The pair work or telephone call options of the system provide a nice sense of a real situation, as the programme can choose the pairs at random. 

In the near future, the aim is to add web-cam into the tool-box of the multi-media room.

Working with web-sites of real companies

Making use of the web-sites of real companies naturally requires web access for every student. 

In a typical business-to-business situation, the class is divided into pairs. One in each pair represents a company in an English speaking country (company A), the other a Finnish company (company B).

The use of real companies provides a sense of reality in that the merchandise really exists and has a real price, all that up-dated. Furthermore, all the contact details are readily available and comparable, as the conventions and peculiarities (!) change from one country to another. 
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The following example illustrates the approach:

Task: Company A wants to buy special shoes developed for workers in high-tech companies.

Actors:

Company A: a high-tech manufacturer in England. Task: search for a suitable company

Company B: Sievin Jalkine:  http://www.sievinjalkine.fi

General criteria for the selection of company B: the company has a good web-site, preferably both in Finnish and in English. Sievin Jalkine is a teacher’s suggestion, to illustrate a web-site meeting the criteria.

Personal criteria: The student is interested in the branch. The student’s suggestion will then be based on another web-search for a suitable company site.

Integrated subjects and prior knowledge

Besides business communication in English, the students have to be able to use search engines in the web. Thus, the task requires ICT-skills. Furthermore, the students use the knowledge that they have gained in their previous studies in product and company presentations both in Finnish and in English. 

Examples of Inquiry and Reply

Two examples of inquiries and replies below illustrate the actual correspondes with Finnish standard layout. Letters have been produced by students in the first form of two years' degree programme for students with the Finnish national matriculatrion examination.
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SPORTTITUKKU


INQUIRY

Rauhaniementie 27

FIN-20900 TURKU FINLAND

Takkunen/HH


3 December 2003

Blackwell Ltd

24 Hythe Bridge Street

UK-OXFORD OX2 4SU

UNITED KINGDOM

Your stand at the Hannover Winter Sports Exhibition

FAST-SKIS



Dear Sir / Madam


We visited your stand at the Hannover Winter Sports Exhibition last week and were impressed by your FAST-skis. 

We are importers of sports equipment in Finland and we are interested in adding kids’ and adults’ FAST skis to our range.

Please send us your latest catalogue with price list as soon as possible, because in Finland the season begins already next month.

We look forward to hearing from you soon.

Yours faithfully

SPORTTITUKKU

Eero Takkunen (Mr)

Chief Buyer

© Henri Haapakoski

BLACKWELL LTD


REPLY 

24 Hythe Bridge Street

UK-OXFORD OX2 4SU UNITED KINGDOM

Jackson/HH



05 December 2003

Sporttitukku

Eero Takkunen

Rauhaniementie 27

FIN-20900 TURKU

FINLAND

Your enquiry of 3 December

FAST-SKIS



Dear Mr Takkunen


Thank you for inquiry of 3 December. We are pleased to enclose a catalogue and export price list, but we are very sorry that we cannot manufacture FAST-skis for you. We have had problems with receiver of raw material and we will be able to deliver skis for you in two months at the earliest.


We look forward to being a service for you in the future.   



Yours sincerely


BLACKWELL LTD


Jack Jackson


Sales Manager

ENCS
Catalogue


Price list


© Henri Haapakoski

RUSKARETKI OY


INQUIRY

Maatullinaukio 11

FIN-00750 HELSINKI FINLAND

Takkunen/HH


03 December 2003

Hiking Expert Ltd

14 Waterloo Place

GB-LONDON SW1Y 4AR

GREAT-BRITAIN

Your stand at the Wild Adventure Exhibition

HIGHLANDS RUCKSACK


Dear Sir / Madam


Your stand was very effective and we are interested in rucksacks and also the whole HIGHLANDS-collection. 


We are a hiking equipment wholesaler and are well-known for high-quality imports. Besides rucksacks we also import hiking shoes, special tents, rainwear and rubber boots for example from France, Switzerland and Canada.


We represent many brands such as The Hiker and Wild Life. We are interested in beginning to represent also HIGHLAND-collection in Finland.


Please, send us your latest illustrated catalogue and fabric samples with price list. We look forward to building up a fruitful business relationship with you. 

We look forward to hearing from you soon


Yours sincerely


RUSKARETKI OY


Eero Takkunen (Mr)


Chief Buyer

© Henri Haapakoski

HIKING EXPERT LTD


REPLY 

14 Waterloo Place

GB-LONDON SW1Y 4AR GREAT BRITAIN

Jackson/HH



05 December 2003

Ruskaretki Oy

Eero Takkunen

Maatullinaukio 11

FIN-00750 HELSINKI

FINLAND

Your inquiry of 3 December

HIGHLANDS RUCKSACK



Dear Mr Takkunen


Thank you for your inquiry of 3 December. We are pleased to enclose a catalogue and export price list.


Please send us further information about your company.


We look forward to hearing from you soon.

Yours sincerely


HIKIN EXPERT LTD


Jack Jackson


Sales Manager

ENCS
Catalogue


Price list


© Henri Haapakoski
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