To the Teacher

Business Listening & Speaking is a skills-based book designed to develop speaking and listening for intermediate-level students of Business English. Although designed with learners already in the workplace in mind, the book is also adaptable to intermediate learners at tertiary level who are preparing to enter a business environment where English will be a necessity.

Organization

Business Listening & Speaking consists of 15 units designed around high-frequency topics and themes of intrinsic interest to business learners. Each unit is designed to take between four and six classroom hours. Appendices provide students with an answer key, transcripts of the listening tasks and a glossary of relevant words and expressions. In addition, space has been allocated for learners to include personalized lexical items and translations, if required. Finally, websites related to each theme are listed, providing students with an opportunity to delve deeper into any topics which particularly interest them

Task Types

Speaking Tasks Speaking activities in Business Listening & Speaking encourage learners to draw on their own experiences in the workplace as well as consider issues they may face in the future. As well as open-ended discussion activities where learners can talk at length about their own work situation or exchange ideas and opinions, the book also includes roleplays, simulations and goal-oriented tasks placing learners in a variety of business situations where a negotiated outcome is required. Speaking tasks are directly related to previous or subsequent listening tasks, helping to foster a reason and motivation to listen.

Listening Tasks Listening activities in Business Listening & Speaking are designed to develop different kinds of listening: gist, specific information, inference. Each unit contains two primary listening tasks which form the basis of the unit. Some listenings are longer and are included to accustom learners to extended listening in L2. Other listenings are shorter and develop the learnersﾕ intensive listening abilities. The language used in the listenings has been graded to meet the intermediate level but naturally occurring features of spoken language have been retained to provide learners with challenging listening material which accurately reflects real use of English. Different forms of spoken English have also been included to reflect the different types of English today’s business person can realistically expect to encounter.

Listening Clinic

A key focus in Business Listening & Speaking is the inclusion of the Listening Clinic. Each unit contains two short, intensive listening tasks which highlight phonological points in spoken English. Learners difficulties with comprehension of spoken English often arise from an inability to decode a stream of connected speech. In each Listening Clinic, the learner focuses on a single aspect of connected speech: the weak form in the verb phrase, lost consonants, sounds changing at the end of words and so on. Through intensive listening and focusing on these high-frequency problem areas, the learner is sensitized to the language as it is spoken outside the classroom.

We hope you and your students find Business Listening & Speaking enjoyable and useful, and we welcome any comments.

To the Student

Introduction

Business Listening & Speaking is an intermediate-level course designed to improve and develop your listening comprehension and speaking ability. The book contains a wide range of interesting topics such as Negotiating, Business and Tourism, Promotion and Marketing, and many more. The course introduces important ideas and concepts in business but at the same time allows you to bring in your own business experience to the classroom. Many of the speaking activities encourage you to apply your own knowledge of business situations to the classroom.

Speaking

In order to help you improve your speaking skills, Business Listening & Speaking includes a range of speaking activities. There are roleplays, simulations, discussion and information search activities. Some activities give you plenty of support to help you develop your ideas. Others give you less support and allow you more freedom to express your own ideas and experiences. This balance will help you improve your speaking ability.

Listening

Business Listening and Speaking contains over two hours of listening material. Some of the listenings are short and will help you improve your ability to listen for detail. Other listenings are longer and will help you to develop general listening skill: for main ideas, for key points and so on. In addition, the longer listenings will help you to build up your ‘listening muscles’.
Doing business in the global market means talking to both native speakers and other non-native speakers. You will find a variety of native accents as well as non-native speakers in this book. This will help you to get used to hearing different kinds of speakers using English.

Listen at Home 

The authors and publishers encourage you to ask your teacher for a copy of the CD. Using your copy, you can review the classwork at home and get extra listening practice. 

English Outside the Classroom 

Visit our website: <www.abax.net/bls>. There you will find a selection of links related to the topics in Business Listening & Speaking. Come back often. The links are updated frequently. Using our site as your base, you can find out much more about the topics you have been discussing and learning about in class.

We hope you enjoy using Business Listening & Speaking. If you have any comments or suggestions, why not write to us at: whats@abax.net
Listening Clinic: Making sense of spoken English

As a student of English you have probably already noticed that spoken English is very different from written English. This is because when words are written down, there are spaces between them showing where one word ends and the next one begins. For example, we write: Would you like a sandwich? But

when we speak, there are no clear spaces or pauses, so we say: wouldyoulikeasandwich? 

To make things more difficult, sounds in individual words often change or disappear, and so we finally have: wujewlaikasanwich?

The Listening Clinic sections in Business Listening & Speaking are designed to help you become familiar with some key features in spoken English. You will learn what kind of sound changes occur in speech and, with regular practice and review, you will begin to recognize and understand naturally spoken English a lot better. The features covered in the Listening Clinics are found in both British and American English.

Some of the key features you will study include the following:

1 
Lost sounds: In naturally spoken English, sounds are sometimes lost altogether.

Example: He’s a postman. The ‘t’ sound disappears, so you hear: He’s a posman.

2
Linked words: consonant to vowel: When words end with a consonant and the following word begins with a vowel, the consonant ‘jumps over’ so that the speech is smooth:

Example: He’s an architect. When spoken, it sounds like: He sa narchitect.

3
Linked Words: vowel to vowel: When two vowels are next to each other, a ‘helping sound’ often comes between them so that the flow of speech is smooth. 

There are three common ‘helping sounds’: /y/, /w/, and /r/.

Examples:  /y/: She isn’t here. This becomes: She-y-isn’t here.

               /w/: I’d like to order 500 units. This becomes: I’d like to-w-order ...

               /r/:  Argentina is a big market. This becomes: Argentina-r-is a big...

4
Changing sounds: Sounds can change from the spelling in spoken English.

Examples: He lives in Belgium. The ‘n’ becomes an ‘m’ sound, so what you hear is: He lives im Belgium. 

5
Weak Forms: The schwa, (the upside-down ‘e’ in your pronunciation alphabet), is the most common sound in English. Vowels are often spoken weakly. Try saying ‘Canada’ and then say ‘Japan’. Compare the first ‘a’ sound in each country. You will notice that in ‘Canada’ the first ‘a’ is strong and in ‘Japan’ it is weak. This is a very important area in spoken English and you will have plenty of opportunities to study it.

These are just a few of the features we will be looking at in Business Listening & Speaking. We hope and expect that your listening ability will improve a lot with the aid of these exercises. Finally, ask your teacher for a copy of the CD and review the listening exercises and Listening Clinics at home, in the car or on the train.
