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Laois and Offaly ETB
Programme Module for Business English

leading to

Level 4 QQI
Business English  4N1108

Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 4 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 4 Communications and level 4 Mathematics modules with that of other level 4 modules is specifically encouraged. 

Structured communication and teamwork is encouraged between the teacher/tutor delivering this programme module and the language, literacy, numeracy and learning support teacher/tutor, as appropriate, to facilitate the learner in completing the programme module and achieving certification in the award.
Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module

Business English
2. Component Name and Code 

Business English, 4N1108


3. Duration in Hours

50 (typical learner effort, to include both directed and self-directed learning)


4. Credit Value

5

5. Status

This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure


6. Special Requirements

None
7. Aim of the Programme Module

This programme module aims to provide the learner with the skills, knowledge and competence to communicate confidently, accurately and effectively in English in business and work situations. 
8. Objectives of the Programme Module

· To facilitate the learner to communicate accurately in a business context

· To facilitate the learner to use spoken communication effectively and appropriately 
· To enable  the learner to compose, draft and proofread a range of business documents 
· To assist the learner to develop the language, literacy and numeracy skills related to Business English through the medium of the module themes and content

· To enable the learner to take responsibility for his/her own learning
9. Learning Outcomes of Level 4 Business English, 4N1108

Learners will be able to:

1. Distinguish between internal and external business communication to include written telephone messages, electronic communications, memoranda and letters
2. Distinguish between formal and informal English language structures in written and spoken communication
3. Compile a key business and job-specific vocabulary
4. Use spoken language effectively and appropriately in a range of business contexts to include initiating and responding to business telephone calls, booking services, making appointments, and dealing with enquiries from the public

5. Compose a range of communications for business purposes accurately and concisely, using appropriate tone and vocabulary, to include letters, memoranda, and electronic communication

6. Draft a range of documents for business purposes to include notices and agendas, advertisements or mailshots, and press releases or company related articles

7. Proof read a range of business documents accurately to include spelling, punctuation, grammar and syntax, vocabulary, correct usage, tone and register, and style.
10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1 : General Business

Explore with the learner common key business vocabulary, for example, advertising, banking, contract, employment, employer, employee, import and export, insurance, marketing, human resources, world currencies, etc. 

Explore with the learner job-specific vocabulary relevant to the learner’s needs and interests. 

Facilitate learners to compile a list of the key business and job-specific vocabulary throughout the course.

Facilitate the learner to distinguish between internal and external business communication throughout the course, including telephone messages, electronic communications, memoranda and letters.

Section 2: Making that Call
Explore with the learner telephone techniques that could be used when handling business calls, including using a formal approach.

Facilitate the learner to answer the telephone, and respond to the call, using the correct greetings, vocabulary and language. 

Facilitate the learner to communicate information on the telephone, using business and job-specific vocabulary.
Explore with the learner how to deal with enquiries from the public, for example:

· Answering queries

· Giving directions

· Giving information

Facilitate the learner to write a telephone message based on a recording/listening activity.

Facilitate the learner to make a telephone call, to include the following:

· Booking a service

· Making an appointment

Facilitate the learner to distinguish between internal and external business communication, to include telephone messages.

Section 3: Communicating with Colleagues

Explore with the learner examples of internal business communication, to include memoranda, electronic communications and letters.

Facilitate the learner to use a range of internal communication methods to communicate a work message to their colleagues, for example:

· Memo

· Email 

· Notice for the noticeboard 

Facilitate the learner to hold an informal conversation with a co-worker, discussing their current work, to include key business and job-specific vocabulary.

Explore with the learner the difference between the formal and informal structure in spoken communication.
Section 4: Preparing for and Attending a Meeting 
Explore with the learner the concept and vocabulary of a formal meeting, for example, types of formal meeting, reasons for holding a meeting, role of chairperson/secretary/treasurer, agenda, minutes, etc.

Facilitate the learner to draft an agenda for a meeting.

Facilitate the learner to distinguish between formal and informal English language structures and give learners the opportunity to speak briefly and formally in a meeting.

Facilitate the learner to become aware of the structure of formal language structure in spoken communication.

Facilitate the learner to have a group meeting on a given topic.

Facilitate the learner to take minutes of the meeting.

Section 5:  Dealing with Documents

Explore with the learner the nature of various types of business documents, for example, memo, fax, email, report, minutes, agenda, advertisement, mailshot, press release, letter, budget, planner, statement, time-sheet, diagram, flyer, form, newsletter, contract, invitation, invoice, receipt, schedule, calendar, business card, bill, quote, application form, bank statement, etc.

Explore with the learner how to proofread a document, for example, checking spelling, punctuation, grammar and syntax, vocabulary, correct usage, tone and register and style.

Facilitate the learner to distinguish between formal and informal structure in written communication. 

Facilitate the learner to write, proofread and edit a formal business letter on a given topic to an external organisation.

Facilitate the learner to compose a memorandum.

Facilitate the learner to draft, edit and proofread an advertisement/mailshot for a specific purpose, for example:

· Launch of a company

· Special offer

· Information flyer

Facilitate the learner to draft a notice related to the advertising.

Facilitate the learner to draft an agenda related to a meeting concerning the advertising.

Facilitate the learner to draft, edit and proofread a press release for the launch of a specific company.

Facilitate the learner to proofread a range of business documents, accurately and concisely, using appropriate tone and vocabulary, for example: 

· A brochure advertising the company

· An invitation to the company’s launch

· A short report

· A company blurb 

· A business email

· A letter

· A report

Facilitate the learner to distinguish between internal and external business communication.

Section 6: Technology at Work

Facilitate the learner to access software on the computer to enable learners to access emails, the Internet and other relevant software programmes

Discuss with the learner the importance of email, ensuring that learners all have their own email address, and are confident using all aspects of it.

Facilitate the learner to compose an email and to proofread the email before sending it. 

Facilitate the learner to write an email, using key business and job-specific vocabulary. 

Explore with the learner making a business video call/video conference, etc., using spoken language effectively. 

Explore with the learner methods to use the Internet to search for relevant business information.

Facilitate the learner to research a topic on the Internet and to apply this knowledge to a work document. 

Facilitate the learner to use spelling and grammar checks for documents. 

11. Assessment

11a.Assessment Techniques
Skills Demonstration 100%

11b.Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	 1 
Distinguish between internal and external business communication to include written telephone messages, electronic communications, memoranda and letters
	Skills Demonstration

	2 
Distinguish between formal and informal English language structures in written and spoken communication
	Skills Demonstration

	3 
Compile a key business and job-specific vocabulary
	Skills Demonstration

	4 
Use spoken language effectively and appropriately in a range of business contexts to include initiating and responding to business telephone calls, booking services, making appointments, and dealing with enquiries from the public
	Skills Demonstration

	5 
Compose a range of communications for business purposes accurately and concisely, using appropriate tone and vocabulary, to include letters, memoranda, and electronic communication
	Skills Demonstration

	6 
Draft a range of documents for business purposes to include notices and agendas, advertisements or mailshots, and press releases or company related articles
	Skills Demonstration

	7 
Proof read a range of business documents accurately to include spelling, punctuation, grammar and syntax, vocabulary, correct usage, tone and register, and style.
	Skills Demonstration


11c.  Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes for the skills demonstration.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Skills Demonstration 
	100%

	The Learner will complete 4 skills demonstrations at appropriate intervals during the course of the programme module

	The learner will complete 4 skills demonstrations.

In completing the 4 skills demonstrations, the learner will demonstrate the effective use of spoken language, to include:

· Clarity of language 

· Use of business and job-related vocabulary

· Correct grammatical structures

· Use of formal and informal language in appropriate situations

· Professionalism 

· Use of appropriate tone of voice

In completing the 4 skills demonstrations the learner will demonstrate the following in the production of written documents:

· Use of formal and informal language as appropriate

· Use of business and job-related vocabulary

· Use of appropriate tone

· Proof of drafting to include:

· Notices

· Agendas

· Advertisements/mailshots

· Press releases
· Evidence of proofreading, to include:

· Spelling

· Punctuation

· Grammar

· Syntax

· Vocabulary

· Correct usage

· Tone and register

· Style 

Skills Demonstration 1: Initiate and respond to a business call, to include:

· Booking services

· Making appointments

· Dealing with enquiries from the public

· Writing a telephone message

· Using spoken language effectively and appropriately

Skills Demonstration 2: Attend a meeting, to include:

· Taking some role in the meeting

· Using formal language

· Distinguishing between formal and informal English language structures in spoken communication

· Distinguish between internal and external business communication to include:

· written telephone messages

· electronic communications

· memoranda

· letters

Skills Demonstration 3: Advertise the company, to include:

· Drafting an advertisement/mailshot

· Drafting a press release

· Drafting an agenda

· Compiling a key business and job-specific vocabulary and using some of these words in the advertisement/mailshot

Skills Demonstration 4: Prepare business documents, to include:

· Composing a range of communications, accurately and concisely,  for business purposes, using appropriate tone and vocabulary, to include:

· Letters

· Memoranda

· Electronic communication

· Proofreading a range of business documents

· Distinguishing between formal and informal English language structures in written communication

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these). Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief.


12. Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Business English

4N1108
	Learner Marking Sheet

Skills Demonstration  100%


Learner’s Name: ______________________________

	Assessment Criteria
	Maximum Mark
	Learner Mark

	Skills Demonstration 1

Use spoken language effectively and appropriately in a range of business contexts to include:
	
	

	·  initiating business telephone calls
	3
	

	· responding to business telephone calls
	3
	

	· booking services
	3
	

	· making appointments
	3
	

	· dealing with enquiries from the public
	3
	

	Skills Demonstration 2

Distinguish between internal and external business communication to include:
	
	

	· attending a meeting
	4
	

	· written telephone messages
	4
	

	· electronic communications
	4
	

	· memoranda
	4
	

	· letters
	4
	

	Skills Demonstration 3

Draft 5 documents for business purposes to include: 
	
	

	· advertisement or mailshot
	5
	

	· agenda
	5
	

	· notice 
	5
	

	· press release
	5
	

	· and 1 other company related article
	5
	

	Compile a key  business and job-specific  vocabulary
	5
	

	Skills Demonstration 4

Compose a range of communications for business purposes accurately and concisely, using appropriate tone and vocabulary, to include:
	
	

	·  letters
	10
	

	·  memoranda 
	10
	

	· electronic communication
	10
	

	Proof read a range of other business documents accurately to include spelling, punctuation, grammar and syntax, vocabulary, correct usage, tone and register, and style.
	5
	

	Total Mark
	100
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
Doc No: 4N1108-02
Effective Date: 1st September 2020
Page 13 of 13

