
BUSINESS WRITING SKILLS FOR ESL STUDENTS

Effective English business writing is one of the most important skills for personal and organizational . After each course,
we ask our students for their feedback.

Specific Business Letters Building on basic business letters, these business letters provide specific examples
of letters written for common business writing tasks such as making an inquiry, sales letters, placing an order,
etc. Students must learn to judge if it is necessary to send a copy of the email to someone else in addition to
the main recipient. The active voice refers to the way verbs are used in relation to the subject and object of the
sentence. Students must understand that the subject line should be clear, descriptive and rarely include a
complete sentence - unless it is absolutely necessary. Examples We regret to inform you that A wealth of
information exists for instructors and students interested in knowing more about ESL business writing. Basics
of ESL Business Writing There are many nuances to business writing depending on the sector of the business
community in which one is working and the genre of the writing being created. Dear Mr. An email filled with
abbreviations may just be too hard to decipher. Students must understand that writing an email is not like
writing a letter. A vice president isn't going to read three paragraphs of a memo while you wind up to your
point. Have they been in contact before? Jones, then the ending is Yours sincerely. What are the problems with
the system? Even emails and text messages have different expectations in the business community. This gives
a clear indication to the recipient whether it is something urgent that requires immediate attention or
something that can wait. It may also be worth highlighting the punctuation used here, i. This creates a need for
the conventional letter-writing language which may be 'missing' from their current knowledge. Business
writing often follows specific expectations. At this day and age, ESL students who are not learning good,
professional email writing skills will be at a serious disadvantage in comparison to those who already possess
them. Make sure students learn to differentiate business abbreviations from those that are more informal, like
those used in text messages or SMS. Basic Business Letters These two articles provide an overall framework
for writing business letters. Don't help them too much at this stage - the idea is that students write the best
letter they are capable of using their existing language resources. In this way, some of the conventional
sentence frames which are so common in business letters are 'fed in'. All these qualities are to be avoided in
ESL business writing. You have a very small window to get your reader's attention in business writing. The to
be verb form does not convey a strong sense of action and purpose. Any personal messages, holiday greetings
or best wishes should be mentioned at the end of the email after business has been taken care of. The
perceived problem with the passive voice in business writing is that it creates a sense of vagueness. The
passive voice is created by switching the position of the object and the subject. Give a couple of examples,
then get students to brainstorm in pairs, before feeding back to the class. Give learners the inappropriately
informal letter Worksheet 1. Active The president made mistakes. Find out more about effective writing
activities in our teacher development module Engaging with writing â€” preparing activities. Popular
Articles:. Tell students that the best way to emphasize a date or hour, or any particular piece of information is
by making it bold. Guide to basic style questions and standard phrases used in business English letters.
Consider these general traits that make for successful business writing. Moreover, they must be sure recipients
will be able to understand the abbreviation. In the above sentence, the object has become the subject of the
sentence, but the original subject is not needed in order to make the sentence grammatical. Too informal,
doesn't follow letter-writing conventions. This guide to business writing points you in the direction of the wide
variety of resources available on the site. If you enjoyed this article, please help spread it by clicking one of
those sharing buttons below.


