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1. COURSE DESCRIPTION

his corseis inended for stu-

dents in admnistrationin the
pr ogranme Gestion conmercia .
It wll use nany of the concepts
that you learned in your course
Gonmuni cation en affaires. The
reason this course is being offered
istogveyauthe gogportunity to
perfect the conmunication skills
that you have acquired i n French
wthin an Bnglish | anguage
cotext.

his course does not require

yau to be perfectly blingd . It
does require you to have a certan
conpetence in English. An
Bgish course a the level of RUL
or nore advanced shoul d be com
pleted before begiming this
course. If you have not conpl eted
this levd, you must attend the
hel p sessi ons given during the
fourth period of the course.

2. General Qurse y ective (0112
t theedd ths oouse you wll

abl e to conmuni cate effec-
tivdy bah adly adinwiting

wth your co-workers and superiors.

The chart belowillustrates the ailities that you wll need to
becone a conpetent conmuni cator in English

3 Target onpetenci es and Specific Gurse Qy ectives

Qa Uhder st andi ng Witing Bglish
(onver sat i on BEnglish Docunent s
Usi ng Docunent at i on
Gommuni cat i on Wsing Qurrent
Techni ques Interpreting Busi ness
Lhder st andi ng Witten Termnol ogy in
Quest i ons | nf ornat i on your Witing
Gan 1y Msed Q‘,frif&r(? thfia(.jlt (I;olloan
. o Uhderstan ammar ,
Amlrgegtodffer- Henents el ling and
ledsd Yyntax Rul es
conversation Resour ces for
Usi ng Common Conpr ehensi on
Expr essi ons
Language Quality
Gntra
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4. Mt hodol ogy

As shown in the above
chart the course wll focus
on the three comercia skills
that you need to fuctionin
End i sh:
Hl ding a conversati on
in Engl i sh
Readi ng and Lhder st andi ng
Engl i sh Docunent ation
Produci ng B fedtive
Busi ness Docurment s

METHODS USED TO BUILD
SKILLS FOR HOLDING A&
CONVERSATION IN ENGLISH

ecorded exanpl es of conversa-

tions using | anguage that you
aelikdy tohear inan dfice wil be
played. You wll be asked questions

about these conversati ons and tech-

ni ques to hel p you to becone nore
effective at understanding wat is
sad

ol e-pl ays between yoursel f and
other students as vell as the
professor wil be dore to gve you
experience at using your English
vocabul ary as wel | as the
techni ques that you | earned
about in Gonmuni cation en affaires.

tudents wll be presented

infornati on about the busi ness
cuture of North Anerica and asked
to aoserve dfferences in socid
conventi ons duri ng Fench
conversations and those used in

BEngli sh conversati on.

to the second page to learn
more about what
Yyou will be doing to improve the
second and third skills that you

will be taught in this class.
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4. Mt hodol ogy (conti nued)

Readi ng and Under st andi ng Engl i sh
Docunent ation

eadi ng naterial s produced by

Canadi an and Ameri can conpa-
nies wll be presented and andal yzed.
Sudents wll be asked to ansver
questions about these docunents as
wel|l as to denonstrate that they are
able to understand the infornati on thet
is presented to themand transmit it to
ahers.

tudents wll dso be asked to
observe dfferences in witing
conventions between Fench
busi nesses and Engl i sh busi nesses.
They Wil be asked to build ther
busi ness vocabul ary by noting the
termnol ogy that appears in these
docunents as well as the expressions
that are curent in BEgish

urthernore, students will be asked

to read infornation about the busi -
ness cuture of North Anerica. They wil
be asked to nake interpretations of
infornation that is cdtudly infl uenced

6.1 Fornati ve Bval uation

Furmative evaluation will be present-
ed in order to help you develop your
competence in the three skills that the
course is concentrating on.

ou will be working in the language

lab and recording several conversa-
tions over the semester. These conver-
sations will be analysed according to
Content, Grammar, Pronunciation and
Poise.You will also be doing an oral
presentation of a first case study of a
corporation or company.

hroughout the semester you will be

presented with many examples of
documentation produced by companies
not only in Canada, but in the United
States and other countries. You will be
asked to analyze these documents and
to respond to questions about them.
You will also be researching authentic
information for the case study of the
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such as tone and aggressivity using the
principles presented in the course
Repr @sent ation conmerci al e.

Writing Efective Busi ness
Docunent s

WritingassigTMSWII include the
varioss fornalities that appear in
Engl i sh busi ness corr espondance.
Sudents wll be asked to note
dfferences in structure as vl | as tore
between English and Fench docu-
nents

tudents wil &l so be asked to

denonstrate their understand ng of
the infornati on presented in the course
by conmuni cating in witten form

WritirgWII be corrected nat oy for
content but for granmar. Sudents

wll participate in an ongoing program
of feedback and correctionin order to
learn and perfect abilities in syntax and
vocabu ary. Particuar atertion wll be
paid to the proper use of business
terninal ogy.

communication of a corporation or
company.

ou will be asked to produce written

documentation about the informa-
tion that you are learning in the course.
This documentation will include a first
case study of the communication of a
company or corporation prepared
using authentic information to be
researched by yourself.

During the semester, you will be

given various exercises and role
plays to improve your conversation,
reading, grammar and writing skills.

he grades on these exerci ses
wll cout for 3060 your
find grade Yor FArst Gse
Sudy wil be worth 15%0of your
fird gadke

5 Gourse CGal endar

Contents and Activities

Greral Introduction

Expl anation of the course

Looki ng at our (ourse Resources
Idertifying Sudent Adlities in Bigish
Gamar: Atides

Rviewd skills learnedin
Managenent Courses i n French
F npoi nting your own weaknesses
in Bhglish Ganmar

G ammar: Conparéatives

\Vocabul ary for Metings

hoosi ng the nest inportant qualities
for job cand dates.

VWrds to describe personal character

A di scussi on on personal appear ance

Gammar: Question Fornation

Anal ysi ng Adverti si
Looki ng at Advertig?-ng CGanpai gns

Wseful Language to nake presentations
Hanning a Rresentati on

Grrection of Frst Daft o
Frst Gse Sudy
Gmments of Gal Presentations

Interviewabout job interviews
Wrds for talking in neetings
Readi ng about candi dat e sel ection
G ammar: Passive Vace
Revi ew of Question Fornation
\ocabul ary: Verds for
descri bi ng neeti ngs

Readi ng on Mrketing | nnovation
Vords for Miking Presentati ons
Looki ng at Annual Reports
Intervievwth a Rresntation Trai ner
G amar: Possessi ves

I ndi vidual Revi ew of
Qa Pesentations
Grrection o Frst Dat of
Fnal Gase Sudy



Honework is posted on web at http://ww cvmaqc. ca/ nspaz 62 Sunmati ve Eval uation

The professor reserves the right to nodify this weekly breakdown.

Formati ve and Sunmati ve
Bval uati ons

Al evaluations are formative unless otherwise indicated. Wek 1
Students who have not completed the course PU/
will have some summative evaluation replaced Gener al
by credits earned during help sessions. Introducti on
Preparation for a busi ness neeting
Tel ephone etiquette Wek. 2
Readi ngs and Li stenings on Gobalisation Meet i ngs
Report on Fortune Garnents (Summative - 2% Goba i sation
thlorsmallstmrqgtsr%l%t)mgtm
Describe your worst job.
Prelinmnary Gonpany Rrofile Presentati ons Weks 3- 4
Questions on Interviewwth a Project Minager )
Questi ons on reading about flexibility in the workplace | Meetings
Dranatisation of Business Meting (unmative - 39 | Brands
Questions on Interviewwth a Mrketing Mnager
Readi ng about adverti si ng Weks 5 - 7
Presentations about advertsing nedi a od
Resentation of an Advertising Ganpai gn Rresentati ons
(Sunmative - 5% Advertising
Frst Daft of Arst Gse Sudy Witten Report Goded
and Returned (Summative - 5%
Fnd Witten Daft of Frst Gse Sudy
(Sunmati ve - 5% Veks 7 - 8
0Qa Resetaions of FArst Gse Sudy Pdimnary
(Surmative - 5% CGase Sudies
Questions on an interviewwth a
National Sal es Manager
Questions on an article about enpl oyee dress
Danatisation of a Hring Gnmittee Interview Weks 8-9
(Sumrative - 3% Witten
Prelinirary Text of Fronutional Panphl et Fresertati ons
(Sunmati ve - 2%
Pronuti onal _Panphl et (Sunmative - 5% Enpl oymrent
Questions on an interview about naking presentati ons | Veks 10-13
Questions about a new of fice conpl ex od
Questi ons about Change Rresentations
Individual Qal Presentation (Sunmative - 5% I nnovati on,
Danatisation of a Board of Drectors Meting Qgani sation
(Surmative - 5% and Change
First Daft of Find Gse Sudy Witten Rport Gded
and Returned (Summative - 5%
Frnd Witten Daft of Frst Gse Suly
(Summative - 25% VWeéeks 14-15
Reinnary 0d Resetaions of Fna Gase
Final Case Sudy (Summative - 5% Sud es

Fna Qa Pesentation (ummative - 20%

Ynu will be asked to do a case study of the
communication of a Canadian corporation or
business. This study will take the form of a docu-
ment, either written or electronic, as well as an
oral presentation. The student must be prepared
to answer questions about the company's com-
munication from those attending the presenta-
tion.

Ynu will research information about the com-
pany any way that you can. One element of
your research must be a personal interview with
an employee or representative of the company.
Your grade will be based on the thoroughness
and variety of your research as well as the qual-
ity of both your written and oral presentation.

ee Page 4 for the Evaluation Grid of your
Summative project.

8 Required Mteriads:

*Mirket Leader Qourse Book

Internedi at e Busi ness BEngli sh
by David Gtton, David Falvey, and S non Kent
Pear son Education Limted represented in Ganada by BRA,

Sint Laurent, @

Thisbook is avaldde & the
CEC (Mchel Fortin) Bookstore
3714 Sint Denis Stret

(corner Ane Avenue )

Tel ephone: (514) 849-5719

*ADctionary is ddigatory. Gonsi der the Longnan
Business BEglsih Dctionary which is aso avail -
ade a Mchd Fortin

*Mrket Leader Rractice Fle
Internedi at e Busi ness BEngli sh
by David Gtton, David Falvey, Snon Kent
Pear son Education Limted represented in Ganada by BRA,
Sint Laurent, @
Thisbook is dsoavaladde a the
CEC (Mchel Fortin) Bookstore
adis ddigaay for student s
attendi ng the hel p sessi ons

G ammar Ref erences:
*Market Leader Busi ness Gammar and Usage
by Peter Strit
Pear son Education Li mted
represented i n Ganada
by B, Saint Laurent Qudbec

*Hrrap s Glide to Essential Business Eglish

by Barbara Canpbel |
Chanfbers Harrap Publishers Lt d, Edi nburgh
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Bval uetion Gid for 7. \Mat is expected
Fornati ve and Sunmative Case Stud es 10. Departnent d Ries

Qganize your text ....................... 3points
e Title dearly. Mke accurate titles.
Mke interesting titles.

e Dvide the text into parts. Use good paragraph construction.
Incl ude an introducti on.

I ncl ude a concl usi on.
Ind cate inportant infornation wthin the text.

e Indicate a heirarchy of infornation.

e Present graphically.  Mike infornation visua ly accessibl e.

Mike infornation visual ly interesting

Resear ch your text
e Explain the function of the conpany

CGearly and accurately indicate the function of the conpany.

Cearly and accurately indicate the responsibilities

of each part of the conpany.

e Analyse the function of the conpany
Accurately showthe interacti ons
betveen the various parts of the conpany.

 Indicate success or failure of conpany conmuni cation
Link anal ysis of conpany functions and structure to conpany

docunentation in order to determine effectiveness of the conpany

conmuni cati on.

Wse correct grammar in your text........... 7 points
e Wse correct verb forns.

» ke accurate verb tenses.

« ke good sentence structures.

e ke rich and appropri ate vocabul ary.

2 points in Witten Gase Study Eval uation Gid

Speak coherently in your presentation ...... 5points

e Informlisteners of the nature of your presentation

e Informlisteners of the order in which infornation wil be
present ed.

e Present your talk as you announced that it woul d be presented.

Research your tdk ...................... 5points
e Explain the function of the c
QGearly and accurately indicate the function of the conpany.
Cearly and accurately ind cate the responsibilities
of each part of the conpany.

e Anal yse the function of the conpany
Accurately showthe interacti ons between the various parts of the

conpany.

e Indicate success or failure of conpany communication

Link anal ysis of conpany functions and structure to conpany
docunentation in order to eval uate the success or failure of the
conpany conmmuni cat i on.

Speak fluidy ........................... 5points
» Speak wth few neani ngl ess del ayi ng phrases such as:

lite, atdly o | thrktta. .
Speak wth few hesitations
Address the audi ence
Speak cal nhy and react cal nhy to unforseen events.
Answer questions wel |

ke correct grammar in your presentation ...
e Wse correct verb forns.

» ke accurate verb tenses.

» ke good sentence struct ures.

e ke rich and appropriate vocabul ary.

20 points in Oa Gse Study BEval uation Gid

5points

The Summative Case Study grade wll count for

55%of the fina grade.
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The veighting of this course
is 2-1-3. This neans that
there are two hours of class
ting, one hour of |ab vark
or classroom as vell as
three hours of work to be
done out sice o dass.

There is an additiond ore
period hel p session for stu-
dent s who do not have the
required level of BEgishto
take this course wthout
addi tiond support.
Therefore, student sinths
course speak English at
nany dif feeat leds. It is
understood that nore fluent
student s wil hel p those wth
less &ility in Bdish wth a
positive atitudke

Withths innnd studets
are a so expected to speak
BEdisha dl tinesinthe
Bgish class ad lab, as
vel as dringdl dass
aivties

8. Medi agr aphy

Managenent Theory:

The Tipping Poi nt

How Little Things Can

Mike a B g Ofference
by M col mQ adwel |
Little, Brown and Gonpany
Boston, New York, London
HVL033 Gb53 2000

Retal Siece
Gl o the Ml
by Paco Uhderhill
S non and Schust er
New York, London, Toroto
HF 5430.3 - W39
Why W Buy
by Paco Uhderhill
S non and Schust er
New York, London, Toroto
HF 5415.2 - b38

Gase S udy:
Rt Your Hert Intolt \
How Starbucks built a
company one cup at atine
by Hward Shultz and
Dori Jones Yang

Hperion, New Yak

Annual Report s
Alage sdetion d amd
reatsisaaldletostudt s

1 Le bon classenent des étudiants est
une condi tion de réussite dans | es cours
de langues. Par conséquent, le
départenent de | angues peut exclure du
cours tout éudiant nal classé

2. [ fagon générale, les activités des cours
de langue portent, de concert ou de fagon
autonong, sur quatre conpétences : la
rédaction, la lecture, |a conpréhension
orde et |'expression orade. Dans |a nesure
ou néne le locuteur natif a des forces et
des faibl esses rel aives, |'échec par rapport
a une seul e conpét ence | angagi ere
n'aboutit pas forcénent & un échec au
cous. Par cortre, |'échec par rapport a
deux conpét ences, néne |orsque |a note
finde doba e est de 60 pour cent ou plus,
constitue un échec au cours.

3. Les travaux d équipe constituent une

activité d apprentissage et d éval uation de
prenier plan des cours de langue. Ils exi -
gent, tant pendant les cours qu en dehors
des cours, une cd laboration active de la
part des éud ants.

4. Les travaux remis en retard peuvent
farel'diet de prdités, jusqd a
concurrence de 10%par jour de retard, et
ce par jour owrabde Ehoutre, dans un
souci déquité une fas qelecorigédun
travail, dun cotrde ou d un exanen est
fat enclasse ouquuntravail corrigé est
tout sinplenent rems aux étudiants,
letraval nest pus recevdd e

5 Hcas damsexe il revient al'éudat
de faire | es dénarches nécessai res pour
se rensei gner sur | e déroul enent du
cous et les travaux a faire pour les cours
sui vants. Sauf justification nédicae ou
autre cas de force naj eure dinent con-
signé, lareprise des travaux et exanens
sefat al'etiére dscré&ion ce |' esa gat.

6. Atendu que certaines activités
pondérées, surtout des exercices oraux
réalisés en classe ou au | aboratoire, sont
dfficiles sinoninpossibles arédiser en
dehors du contexte prenmer, |e professeur
n'est pas tenu de pernettre une reprise de
I"activité aun &udat qi a éé amset au
i napssrédisé|'ativiténalgé sa
présence.

7. Bn vue d assurer une fornation
cohérente, e Départenent de | angues ne
pernet pas aux étudiants de rattraper (ni
par laremse tardve de travaux, n par des
activités de rechange) un nonbre trop
inportant de travaux ou d autres activités
pondérées. L' étudi ant pourvu d une rai son
fortenent val able pour expliquer ses
absences et |e non-respect des exi gences
de cours et des échéances a le droit de
denander un inconpl et pernanent aux
instances cd | ég d es.

8. Le professewr a le devoir de sancti onner
tout nanquenent aux princi pes de probité
inelectudle (pagat, fraude, recours a des
docunents proscrits, etc.) de la part dun
étudiant. Gs sanctions, a appliquer en
fonction de la gravité du nanquenent,
cosistet soit adorer landte'0 pour le
travail ou exanen en question, soit a
donner |a note d échec au cours.

9 Léudat dit coserver tout travail, en
vue d une éventuel | e denande de révision
dendte, jusquial'expiration des ddais perti -
nents.



