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Abstract  

 
Business and language are inter-connected in many ways. In order to do 

an International business task, one needs to acquire knowledge of Business 
English and also Inter-cultural communication. What you say, wear and behave 
can either break or make you in business. Also, global business is demanding and 
businesses are looking for the best candidates. 
 In order to keep up with the demands, the applicants need to Master the 
Art of Business. This paper will cover some tips for acquiring Interview skills, 
the business and the electronic etiquette. 
 If people want to be successful in Business internationally, they should 
study Business English. Teaching and learning Business English is much 
different than it looks like. The teacher necessarily needs to know the 
methodology of ESP which is quite different than teaching EGP. The paper will 
go through the differences of ESP/EGP/EOP and will provide you with some 
useful tips of how to avoid traditional frontal teaching by using task-based 
activities.  
 
     Key words: business, interview, etiquette, ESP, methodology, task-based 

activities. 
 

1. Introduction 
 
 Living in today’s challenging conditions, borders count for very little. 
Globalization as a process characterized by “the global economic, political, 
cultural, linguistic and environmental flows that make many of the currently 
existing boundaries irrelevant” (Steger, 2003: 36).  However, globalization 
increases very fast in today’s world. Also, the globalization’s increase has a huge 
influence on the language itself. Moreover, globalization gives endless 
opportunities to different languages and their cultures to spread and dominate 
globally. Language and culture are inseparable because the language contributes 
to the formation of culture through vocabulary, greetings or humor and all these 
are distinguishing for each culture. Actually, language is the essence of culture. 
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Languages have important role as used symbols of different groups of people 
through which they  are aware to what ethnic groups they belong to, and what 
common heritages they share. Without a language, people would easily lose their 
cultural identity. 
 Most of the people who deal with commerce assert that it is the commerce 
that is the language of business. However, all those who deal with languages agree 
that English language has become the lingua franca for international deals and 
negotiations. Many individuals claim that commerce is the common language of 
business, but in reality English has become the lingua franca for international 
negotiations and contractual agreements. A very important fact is that in order to 
do an international business task, one needs to get some knowledge of Business 
English. In addition, the knowledge of intercultural communication is also 
important because what you say, wear and how you behave, can either break you 
or help you succeed in business. In order to communicate and negotiate with 
international companies, employees, managers and all the staff must be fluent in 
Business English, be aware of other cultures, traditions and finally to avoid 
stereotypes. 

2. Business interviews 

 As mentioned above, business and language are inter-connected in 
many ways. If someone wants to do an International business task, he or she has 
to  acquire knowledge of Business English and also Inter-cultural communication. 
Doing interviews or conversations is part of the everyday communication 
activities in organizations, so this issue should be handled and very well prepared.  
Poorly selected candidate and a poorly led interviewing, leads to reduced 
efficiency of the organization. It is very important for any organization to prepare 
and achieve well established interview, with a particular content and the proper 
course through which one can receive the desired information for a specific 
person. An effective interview must be prepared in order to achieve the desired 
goals because it can occur by itself. Like other communication activities, the 
interviews must be properly planned and done.  
 Some of the characteristics and the needed stages to do a successful 
interview are the following:  
 

ü The interview should be planned and well organized 

ü The interview should consist of good questions both open and closed 

ü The interview should have three phases: introduction, main part and 

 a  a conclusion 

ü The interviewee should take notes during the interview 

ü The selection and criteria must be transparent 
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 In order to have a successful interview, the interviewee should have the 
needed skills for conducting it. Very often, the examiner completes the interview, 
and then recalls for additional questions. It is possible for the interview to be 
ineffective because the examiner raised unimportant topics spending time in vain 
and collecting relatively useless information. An effective examiner must learn 
when, how to question and when to stop. Some of the easiest rules of conducting 
and giving interviews are often forgotten by those who apply for jobs. Getting a 
job in a company involves writing many documents such as a resume, cover letter, 
CV. Those who apply have to be skilled enough to write them punctually in order 
to get the desired job. Global business is demanding and businesses are looking 
for the best candidates. So, what you say, wear and behave can either break or 
make you in business.  
 In any job interview, some questions are guaranteed to come up. 
(Shipside, 2007: 54). So, a very good advice is to practice answering those 
questions in order to get more confidence and practice to be in control during the 
interview. Some of the questions that always appear at interviews are: 
 

- Why do you want this job? 

- Why do you want to work for this organization? 

- What qualities do you think the job requires? 

- What qualities do you possess? 

- How can you contribute to this organization? 

- What are your weak points? 

If you want to be successful and get the desired job, you must know what 
to say and how to say it. Communicating in an interview seems easy but very 
often nervousness gets in the way. In order to avoid this situation, as mentioned 
above, it is recommended to try a mock interview with a friend, parent, relative 
etc. Another important detail during an interview is the dress-code. You must be 
dressed appropriately no matter how casual is the organization. In addition, you 
have to resist excited gestures and avoid closed body positions such as folded 
arms and legs (Shipside, 2007: 57). You have to make an impression looking 
friendly and neutral. Your gaze must be direct. You need to stand up straight, be 
relaxed and never put your hands in your pockets. In that way you will look too 
casual for the situation. 

 
2.1 The business etiquette  

 
 Business etiquette is an unwritten code of conduct regarding the 
interactions among the members in a business surrounding. There is always a 
proper way to do everything – making introductions, handshakes and with the 
today’s digitalized world, there is also an electronic etiquette.  
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2.1.1. Introductions 

 The correct way to make the introduction is to introduce a lower-ranking 
person to a higher-ranking person. You should address the higher-ranking person 
by Mr./Mrs. and the lower-raking by his/her name and surname. It is not a big 
mistake if you forget the name and surname. You can apologize and move 
forward. Omitting the introduction means that you have made a fake action more 
than salvaging a botched introduction. 

2.1.2. Handshakes 

 The physical connection you make when shaking hands with someone 
can leave a powerful impression. If by any case the handshake is unpleasant, we 
often have negative feelings for that person. A firm handshake with direct eye 
contact gives a positive impression. If you would like to avoid any type of 
confusion during an introduction, one should always remember to extend their 
hand when greeting someone.  

2.1.3 Electronic Etiquette 

 Living in today’s digitalized world of writing emails, faxes, doing 
conference calls and using cell-phones means that there is a need of professional 
etiquette in the electronic world.  
 E-mails are very useful when unable to reach someone. These messages 
are used for sending jokes, stories but also actual work-related material. It should 
not be forgotten that email messages are an example of the professional 
correspondence. This means that you have to avoid smiley faces or any types of 
emoticons. Another thing worth mentioning is the font and the usage of “caps 
lock”. If you write the whole e-mail with big letters, means that you are shouting 
which is impolite. The same goes for writing faxes.  
 Faxes should always include the contact information, date and number of 
pages included. They should not be sent spontaneously because they would waste 
the other person's paper and tie up their lines for nothing. 
 Conference-calls are very popular nowadays. It is important to introduce 
all the participants at the beginning of the call so everyone knows who is in 
attendance.  
Cell-phones are used for different tasks. Unfortunately, if you are at a meeting as 
a participant and you are gazing at your mobile phone all the time looks very 
unprofessional.   

 
3. Teaching Business English 

 
 Teaching Business English falls under the umbrella term of ESP or 
English for Specific Purposes. Teaching English for Specific Purposes was and 
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is a controversial issue among EFL teachers and others. Most of the people deem 
that not all EFL teachers possess the necessary skills of the subject matter, and 
therefore he/she may not be able to exchange ideas which contribute to bringing 
about the intended learning outcomes.  
 Some teachers claim that ESP teaching is part and parcel of an English 
language teacher’s career and that it is therefore their responsibility to design or 
teach such courses. More precisely, English for Specific Purposes (ESP) is a 
subdivision of a wider field, Language for Specific Purposes (LSP), which is 
defined as: “…the area of inquiry and practice in the development of language 
programs for people who need a language to meet a predictable range of 
communicative needs.” (Swales, 1992: 300). 
 English language training for speakers of other languages has been 
divided into: 

a) English for General Purposes (EGP) 
This sub-category is intended for those learners who may be literate in native 
language but not in English. Some of the needed coping skills may be: shopping, 
housing, travel/transportation, healthcare, schooling, etc. 
In terms of academic level, this would fall under the pre-academic and will 
probably involve: listening, pronunciation, reading, composition, grammar, study 
skills common to all disciplines; that is, English for general academic purposes 
(EGAP or “common core” academic language & skills).  
 

b) English for Academic Purposes (EAP) 
The learners in this sub-category are usually studying to enter professions, 
focusing on the language of academic performance in specific discourse 
communities (and sometimes preparing for near-future identified workplace 
needs). Some of the 
Fields are: Business, Engineering, Medicine, Information Technology, Law, etc. 
 

c) English for Occupational Purposes (EOP) 
In this division, the learners are usually employed in industry sectors, focusing 
on the language of job performance (or preparing for identified employment 
opportunities). The fields are: Industry sectors, government, United Nations, 
NGOs, etc.  
 

3.1 The Methodology of ESP 
 

 Dudley Evans and St. John (1998) identify five key roles for the ESP 
practitioner:  
 

§ teacher 
§ course designer and materials provider 
§ collaborator 
§ researcher 
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§ Evaluator 
 
This confirms the difference between the English language teachers and 

ESP practitioners. ESP practitioners will get the student’s book and a teacher’s 
book but they will have to carefully design the course and find additional 
materials. He or she must be a collaborator with the professionals from the field 
and should do a research of the current trends of the field. Finally, the practitioner 
must convey an evaluation that is the needs assessment evaluation. This 
evaluation consists of different stages including: 

 
1. Target – situation analysis, which states what do the target learners 

need to be able to do in English by the end of your ESP course; 
2. Present – situation analysis covers questions such as what is their 

current level of English, what is their current level of the content area, what 
are their desires in regard to English language learning; 

3. Context – analysis needs to find out who are all the stakeholders in 
the proposed course, how will the training be delivered –traditional face-to-
face instruction, online, computer-based, or a combination? Does this have an 
impact on the learners; 

4. Action plan – involves questions and analysis including these 
questions:  what will be your next steps in preparing for this course, what will 
be the biggest challenge in implementing these steps, and how could you 
address that challenge. 

 
The ESP practitioner has two characteristics: absolute and variable. The 

Absolute Characteristics are the following: 
- ESP is defined to meet specific needs of the learner; 
- ESP makes use of the underlying methodology and activities of the 

discipline it serves; 
- ESP is centered on the language (grammar, lexis, register), skills, 

discourse and genres appropriate to these activities. 
 

The Variable Characteristics are as follows:  
- ESP may be related to or designed for specific disciplines; 
- ESP may use, in specific teaching situations, a different methodology 

from that of general English; 
- ESP is likely to be designed for adult learners, either at a tertiary level 

institution or in a professional work situation. It could, however, be for 
learners at secondary school level; 

- ESP is generally designed for intermediate or advanced students; 
- Most ESP courses assume some basic knowledge of the language system, 

but it can be used with beginners 
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3.2. How to Avoid Traditional Teaching? 
 
 In order to avoid the “traditional” teaching through which the teacher 
only teaches and the students listen and usually fall asleep, some scholars imposed 
the task-based activities. They defined them  as “a piece of classroom work that 
involves students in comprehending, manipulating, producing or interacting in 
the target language while their attention is focused on mobilizing their 
grammatical knowledge in order to express meaning and in which the attention is 
to convey meaning rather than to manipulate form” (Nunan 2004: 9).  
 Task-based activities engage the students throughout the whole lesson 
and often involve different stages such as: listing, ordering and sorting, 
comparing and contrasting, problem-solving, sharing –personal experience, 
creative tasks and projects. All these stages involve creativity, critical thinking, 
speaking, writing and moreover cover all the skills of English language through 
which the aim of the lesson can be easily achieved.  
 By using task-based activities students become aware of what they 
already know and are able and eager to use the present knowledge. During the 
listening and reading comprehension they tend to learn something new. With the 
contrasting and comparing task they learn how to differentiate what they already 
know. Finally, usually at the end of the lesson they use their own creativity and 
make presentations actually by using the vocabulary and knowledge they have 
just acquired. In addition, it can be concluded that through the task-based 
activities, the Bloom’s Taxonomy is also implemented. According to Willis 
(1996: 37), task-based activities are divided into the above mentioned categories 
of listing, ordering/sorting, comparing/contrasting, problem-solving, sharing 
experiences and creative tasks and all these can be seen through the Bloom’s 
taxonomy of evaluation, synthesis, analysis, application, comprehension and 
knowledge.  
 

4. Conclusion 
 
With today’s globalization it is obvious that English language has 

become the global language. It is impossible to do international business task 
without speaking at least English language. However, as stated above, not only 
English language is needed but also English for specific purposes and inter-
cultural communication in order to break all the barriers in business. Business 
interviews are very important and have to be performed professionally from the 
employers and those who are applying for the jobs. Both parties have to be 
professional in order to get the needed information or the desired job. Business 
and electronic etiquette matter as well and people have to learn how to behave 
while doing business and how to write e-mails and faxes. What you say, wear and 
behave can either break or make you in business because global business is 
demanding and businesses are looking for the best candidates. 
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 Finally, if you want to learn ESP, you have to be aware that it is much 
different than learning English for general purposes. According to Smoak 
(2003:27), the ESP practitioner must be aware that:  
 

• ESP is not mere drilling of  technical vocabulary 
• Assumptions and intuition about language use in ESP situations are 

probably inaccurate 
• Needs analysis should include observations of the language use in 

context 
• Materials should be appropriate and written from experts for experts 

(authentic).  
 

 The ESP professionals, have to be prepared to find out how language is 
used in real world situations and teach that kind of language. The ESP practitioner 
must be ready to develop courses that use authentic language from many different 
fields, based on accurate needs analysis and appropriate materials and 
methodologies. This means that the needs assessment analysis must be conveyed 
before and during the course in order to deliver and achieve all the learning 
outcomes.  
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