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Abstract 

The present study investigates the application of Genre Theory to the teaching of 

business report writing to university students. Five instructors, three raters and five 

goups of learners attending the fourth semester of a six-stage Business English course 

participated in this study. Three intact classes were randomly selected for the 

experimental group (EG) and two for the control group (CG). 

Each group was administered a pre-test requesting learners to write a business 

assessment report. The EG then received a four-week instruction period following the 

principies of a genre-based approach. The CG underwent no treatment. A-fter the period 

of instruction, a post-test requesting the same task as the pre-test was administered to 

both groups. 

Three independent raters scored the reports using a five-band scale adapted for 

this study. The quantitative data collected from the tests were analyzed using the 

Wilcoxon Raid( Sums and the Cohen's Simple Unweighted Coefficient statistical tests. 

Scripts were also analyzed for code associations using the AQUAD.5 (Analysis of 

Qualitative Data) software. The information gathered was triangulated with the data 

provided by questionnaires administered to students and interviews held with 

instructors. 

Results support the hypothesis that genre-based instruction enhances the written 

production of Business English learners with an intermediate English proficiency. 
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Introduction 

Globalization has opened up endless possibilities for companies and firms to 

develop international links, do business and have partners abroad. Coupled with this, the 

latest advances in teclmology have brought about an increase in the amount of written 

correspondence, especially fostered by the use of the PC. These two facts, together with 

the status of English as the international language of business communication, account 

for one of the great challenges university students face at present: the need to develop 

writing skills in English. 

In Argentina, the nineties were characterized by a strong privatization process by 

which formerly state-owned companies became the property of foreign corporations that 

began to use English as the lingua franca between their headquarters and their branches 

throughout the world. As a result, and parallel to a boom in in-company English 

training, academic institutions have started to incorporate Business English (BE) into 

the syllabuses of their degree prograrns in an atternpt to empower their s'tudents to 

interact efficiently in their future professional activities. This fact is attested to by the 

large number of textbooks for teaching English in business contexts major editorials 

have launched in the last decade (Cambridge University Press, LTP Business, Nelson 

English Language Teaching, Express Publishing, Longman, Heinemann, Phoenix ELT.) 

Simultaneously, we are witnessing a technological revolution which has 

dramatically affected communications, changing not only the ways of conducting 

business but also the ways of communicating for that purpose (Louhiala-Salminen 

1999:101). As Brieger (1997:73) points out, the significant increase in the use of 

personal computers and e-mail has almost replaced secretarial support and, 

consequently, more and more business people have to write their own texts. Louhiala-

Sahninen (1996:43) states this point forcefully, 

The importance of writing has increased along with the introduction of the new electronic 
media: what was earlier communicated over the telephone is in many cases more effíciently 
(saving time, producing a document) done by writing and sending a fax message. 

1 
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Louhiala-Salminen's (19%) study shows that 62% of Finnish business-people 

write their own correspondence. What is more, an analysis ofjob offers for the business 

sector reveals that 80% of the offers require candidates to manage both spoken and 

written English. Additionally, a meaningful fact reported by Business English 

Certificate Examination (BEC) instructors is that intermediate students get lower scores 

in the area of writing, where they are required to produce business letters, memoranda, 

and reports, than in the other skills assessed. This condition may have resulted from the 

fact that the traditional process approaches to writing, with their focus on the writer's 

cognitive process, have failed to provide a schematic structure that controls and 

constrains students' written production at this intermediate stage of their written English 

proficiency. This situation may have been reinforced by the emphasis on oral 

production brought about by the communicative approach. 

For ah l these reasons, there is a pressing exigency for students who are preparing 

to work in the business field to develop not only speaking but also writing skills in 

English. As Louhiala Salminen (1999) explains, being able to write effectively in 

English has become an essential part of the professional competence required by the 

business community. Ellis and Johnson (1994) point out that there is no `best' 

methodology to teach BE because instructors work in a wide range of learning 

environinents, in different countries and varied cultural backgrounds. This may be one 

of the reasons why there is no unified theoretical framework that guides BE instructors, 

who seem to rely more on their own intuitions rather than on research-led methods to 

carry out instruction, especially in the area of BE writing. Consequently, many BE 

researchers have called for further research in this field (St. John 19%; Dudley-Evans 

1986; Ellis and Johnson 1994). 

The development of writing abilities in non-native speakers of English has been 

the conceni of applie,d linguistics for the past forty years (Grabe and Kaplan 19%). 

Researchers in this area have developed a number of theories of writing, and their 

corresponding writing practices, which have been subsequently superseded by more 

comprehensive views of the writing activity. The `writing-as-wproduct' approach 

(Britton and Black 1985b, van Dijk and Kintsch 1983), with its focus on the cognitive 

aspects of writing, gave way to `writing-as-a-process' approaches (Flower and Hayes 



1977; de Beaugrande 1982, 1984; Bereiter and Scardamalia 1987), which provided 

important insights into what writers actually do as they compose texts and into the 

development of writing abilities. However, these models of writing have failed to 

consider the infiuence of the social context on shaping meaning, have not offered 

thorough descriptions of the nature of specific recunent genres used in particular 

contexts nor have they provided an explanation of why the members of specialist 

communities write the way they do (Hyland 2003). 

These issues seem particularly important in EFL contexts because, as contrastive 

rhetoric studies have derrionstrated, speakers of different disciplinary communities are 

likely to organize reality in different ways (Kaplan 1988). Therefore, it seems essential 

for students who are planning to work in the field of business to increase their 

awareness of 

a) how the business community uses language to achieve specific goals, 

b) the structural, linguistic and rhetorical conventions that govern business written 

communication in English, and, 

c) the specific contexts in which particular business genres are used. 

The emergence of genre studies has fostered the linguistic analysis of written 

texts from a socio-cultural institutional fiumework that aims to explain how language 

works to build the written genres associated with particular disciplinary communities 

(Christie 1999), thus starting a tradition of research-oriented work in business writing. 

In this vein, Hyland (2003: 18) points out that genre-based pedagogy offers students 

"explicit and systematic explanations of the ways language functions in social contexts" 

in an attempt to answer the question: why do members of specific discourse 

communities use the language the way they do?. By explaining the relationship between 

the rhetorical and linguistic choices made by expert genre users and the purposes their 

texts serve in particular socio-cultural contexts, this type of instruction increases 

students' awareness of how genres are shaped to achieve particular goals. For this 

reason, genre analysis has become a major infiuence on language teaching in general 

and on the teaching of BE in particular. 

3 



Context and rationale of the present studv 

This research study was carried out at a privately-run University in Córdoba, 

Argentina. Al! programs of study offered by the institution require students to complete 

a six-level course in BE. Students of different degree programs participated in this 

research because, for the BE courses, students are grouped according to their English 

iproficiency rather than to their study programs. The reports used for this study belong to 

the fourth stage of the six-level BE course, which means that the students who 

participated in this study were at an intermediate level of English proficiency. The 

students liad no English writing experience in their work environment. 

From my own experience teaching BE in companies, I have always felt that no 

pedagogy has been able to equip working adult students with the appropriate skills and 

strategies to function in the workplace. At the same time, many teachers working in the 

field have been trained to teach General English and have no relevant training or 

experience in BE (Donna 2000). They are forced to develop instruction without the 

support of a sound theory. In short, both the BE students' necessity to develop effective 

language knowledge and skills in work-related contexts and the lack of a unified 

approach to the teaching of BE served as the basis for the present study in which I 

investigated the efficacy of genre-based instruction to the teaching of business report 

writing. I have presented this study through the following chapters: 

Chapter 1 defines the concept of genre in Applied Linguistics, highlighting the 

major features of genre that make genre analysis appropriate for applications to 

language teaching in general. The chapter also introduces the reader to Genre Theory, 

the theoretical background for the present study. It further provides an overview of 

Business English (BE), the area of English for Specific Purposes (ESP) on which the 

present study is centered, and discusses the application of genre-based instruction to 

business writing in particular. Fin ally, the chapter focuses on business reports, the 

selected genre on which the application of Genre Theory will be investigated. Chapter 

2, Methods, introduces the reader to the specific context of the study by describing the 

participants, materials, procedures and methods of research. It also offers the rationale 

for the decisions made at each step of the process. Chapter 3 presents and discusses the 

4 



results obtained from the analysis of the data. Chapter 4 focuses on the imPlications 

derived from the results, the limitations of this research study, and the directions for 

future research. Lastly, a conclusion reviews the research questions and hypotheses of 

this research study. 
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CHAPTER 1 

Literature Review 

Genre Theory and its Application to the Teaching of Business Report Writing 

1.1. Introduction 

This chapter introduces the main issues which will be discussed throughout this 

research study. It starts by exploring the term `genre' and explaining the scope of the 

temi in Applied Linguistics. This is done through a description of genres' main 

properties and a justification of why genre analysis is usefill for pedagogical purposes. 

Section 3 highlights the main concems of Genre Theory as conceived by the three main 

traditions that have concentrated on genre studies in the last three decades (New 

Rhetoric Studies, Australian Systemic Functional Linguistics, and English for Specific 

Pluposes) and discusses the pedagogical applications each school has yielded. Due to 

the fact that genre-based instruction is still a subject of controversy, section 4 of this 

chapter discusses some concerns about Genre Theory application and reflects upon 

teachers' role within this dpproach. Section 5 presents a genre view of writing by 

focusing on key arcas of competence: acquisition of genre knowledge, sensitivity to 

cognitive structures, learner's knowledge of the code, and exploitation of genre 

knowledge. Keeping in mind that Genre theory provides an understanding not only of 

the forms and contents but also of the contexts that shape genres across different 

cultures, section 6 gives an overview of the business environment in which our 

university students are likely to interact professionally. Because this type of students 

needs to learn about the users and uses of common text-types within the context of the 

target community, section 7 describes the main features that characterize written 

communication in business contexts. Finally, section 8 brings the reader to the business 

report, the sample genre chosen to carry out this investigation. 

6 
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1.2. The SCODC uf the %flan uf Genre 

The concept of "genre" has been traditionally associated to particular types of 

discourse — mainly within literary studies. However, during the last three decades, there 

has been a growing interest in genre as a socio-linguistic activity which is carried out by 

the members of a community to achieve specific communicative goals (Henry and 

Roseberry 2001). In this recent conceptualization, every genre is a communicative act 

and genre analysis is the study of such situated linguistic behavior. This rethinking of 

genre, from a textual to a socio-cultural institution, has already led to a large body of 

studies of non-literary written texts such as the writing of professional biologists (Myers 

1990), the research article (Swales 1990), the scientific report (Marshall 1991), the 

journalistic reported version of research articles in science magazines and newspapers 

(Nwogu 1991), legislative writing (Bhatia 1993), and acadernic and professional writing 

(Dudley-Evans 1986), to narne but a few. In ah l cases, genre analysis has been primarily 

motivated by applied linguistics concerns, exhibiting a genuine interest on the part of 

researchers in describing how particular communities use language to achieve specific 

communicative goals. In this research study, I will use the tenn `discourse community' 

after Swales' (1990)1 to mean the goup of people who share common goals wíthín a 

discipline and communicate with each other through the `genres' they possess; and the 

tenn `text' to refer to "any meaningful passage of language that serves some social 

purpose" (Christie 1999: 760). In order to egcpand on the notion of genre, I will highlight 

the major properties of genre under the four headings below and 1 will point out the 

reasons that make genre analysis an attractive tool for language teaching. 

• Social nature 

• Conventionality 

• Intentionality 

• Schematic structure 

Swales (1990: 24-27) proposes six defining characteristics to identify a group of individuals as a 
discourse community: 1) A discourse community has a broadly agreed set of common public goals; 2) A 
discourse community has meclumisms of intercommunication among its members; 3) A discourse 
community uses its participatory mechanisms primarily to provide information and feedback; 4) A 
discourse community utiii7e5 and hence pos,sesses one or more genres in the communicative furtherance 
of its aims; 5) In addition to owing genres, a discourse community has acquired some specific lexis; 6) A 
discourse community has a threshold level of members with a suitable degree of relevant content and 
discoursal expertise. 

7 



1.2.1. Social nature 

From the perspective of applied linguistics, the nature of genre is essentially 

social and the use of a genre is seen as actual behavior. In fact, in her seminal work, 

Miller (1994: 153) defined genre as "social action" precisely because community 

members achieve their communicative goals through the enactment of genres. Such 

genres are shaped and evolve as participants use them purposefiilly again and again, 

thus making the use of a genre a socio-linguistic phenomenon. For instance, in the 

recurrent situation of a business-person aiming to present a product, he/she will 

typically use the genre oral presentation because this is the type of 'social action' 

prospective customers expect. Similarly, if the communicative goal is to report 

information to senior management, employees will undoubtedly use the genre business 

writ ten repon, as it constitutes the conventional way of such a communicative goal 

within the business community. Hopefully, these examples will demonstrate that there 

is a complex interplay between texts and the context or situation in which they are 

produced. The !atter refers not only to a physical place (e.g. a classroom or a company) 

but also to elements such as role relations, conventions and shared goals that re-occur in 

specific rhetorical situations (Johns 1997: 27). Genre-based instruction, then, seems to 

be an attraciive approach to language teaching because it combines the advantages of a 

socio-linguistic perspective, relying on ethnographic infonnation, with those of a 

cognitive perspective, regarding the use of tactical language, which is the next topic. 

1.2.2. Conventionality 

Genre analysis has demonstrated that, in general, texts belonging to a genre share 

characteristic linguistic and rhetorical features. But there is no authority or set of rules 

that prescribes which genres are used to serve the cornmunicative aims of specific 

groups. Instead, within every discourse community, participants act according to a 

number of "unwritten roles" or conventions that regulate communication within the 

group. In other words, genres are shaped by community members as they make use of 

conventional linguistic strategies (Bhatia 1993: 19-21).2 To illustrate this, Bhatia calls 

2 Bhatia (1993) further develops the concept to include the cogniti‘e aspect of genres. 

8 



attention to the consistent ways tabloids manipulate the conventions of the genre news 

repon in order to attract the readers' attention (p.20). Over time, this practice has 

shaped a new genre: tabloids, and readers of this genre would be surprised if a tabloid 

reponed news in a neutral, objective way, using the rhetorical features that characterize 

broad-sheets. This example shows that the use of certain genres by specific discourse 

communities constrains the textual choices participants can make if they are to achieve 

their communicative goals. For example, at a business meeting, participants would not 

achieve their communicative goals using the particular discourse of, say, the scientific 

community. Nevertheless, it is important to point out that those constraints do not 

constitute a rigid pattern in which minar alterations would render a text inappropriate. In 

fact, although the written repon is the main genre used between company managers and 

employees to transmit requested information, individual reports are likely to exhibit 

slight variation from company to company refiecting each company's culture and 

conventions. From the pedagogical point of view, an approach to language teaching 

based on genre analysis may prove usefitl as the latter does not aim to provide a static 

description of language use but a dynamic explanation of how expert members of 

discourse communities use language to achieve a variety of goals. Therefore, if students 

become aware of the conventions that define particular genres, they are likely to 

produce them more accurately and, at higher levels of proficiency, manipulate them to 

achieve more complex goals. This purposeful nature of genre is the topic of the- next 

subsection. 

1.2.3. Intentionality 

Genres are associated with shared communicative purposes. Most genre 

researchers (Swales 1990; Miller 1994; Bhatia 1993; Brieger 1997; Johns 1997; 

Halliday 1985; Dudley Evans and St Johns 1998; Paltridge 1996) have demonstrated 

that individuals shape their texts purposefitlly to communicate with others. Therefore, in 

order to classify a text as belonging to a particular genre, it is necessary to focus on the 

goal it aims to achieve. Louhiala-Salminen (2000: 106) clearly states, "The main 

criterion for a genre is the shared and acknowledged cornmunicative purpose of the 

text", pointing out that genres are the recognized means through which particular 

cornmunities achieve their corrununicative goals. As an example of this, Bhatia's (1993) 

9 



analysis of acadeinic and professional genres demonstrates that the abstract and 

introduction sections of the research article (RA) belong to different genres because 

they serve different communicative goals: the fonner aims to provide an overview of 

the RA whereas the latter introduces the RA without giving out everything reponed in 

the RA (p. 82).3 Conversely, the sales promotion letter and the job application letter, 

which might be thought to belong to different genres, share a common promotional 

purpose and are, therefore, considered sub-genres of the same genre.4

In conclusion, a genre-based approach may increase leamers' awareness of the 

relation between the communicative goals community members want to achieve and the 

use of particular linguistic or textual features; more importantly, it may help students 

realize that the purpose of a text defines the genre it belongs to. Now that intentionality 

has been considered, one significant question should be considered: How are genres 

structured? 

1.2.4. Generic structure 

Every genre exhibits an interna] structure made up of self-contained units or 

'moves' (Swales 1990) that accomplish pardal goals within the text. Motta-Roth (1998: 

33) defines a move as "a stretch of discourse (extending for one or more sentences) that 

realizes a specific communicative function and that represents a stage in the 

development of an overall structure of information that is commonly associated with the 

genre". For example, in a seminal study,. Swales (1990) found that experienced 

academie writers introduce the topic of their research anides (RA) by stnicturing the 

Introduction section around three main moves: 

1. Placing the reader in the context. 

2. Establishing the problem. 

3. Offering a solution.5

3 See Bhatia (1993:76-100) for the complete genre anal sis of the RA abstract and introduction. 
4 See Bhatia (1993: 45-74) for the complete genre analysis of sales promotion letters and job applications. 
5 In his Creare a Research Space (C'ARS) model for article introductions, Swales labels the moves (a) 
Establishing a territory: (b) Establishing a niche; and (c) Occupying the niche(1990:140). 

10 
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Similarly, Evans (1998) identifies the four moves that make up the generic structure of 

an assessment repon: 

1. Stating the purpose and content of the report. 

2. Presenting each aspect of the subject. 

3. Assessing or summarizing the points mentioned before. 

4. Concluding and/or recommending a course of action. 

Nevertheless, as I have already mentioned, genres are not static models to be followed; 

there may be some degree of variation in the number of moves that make up each 

generic structure as well as in the linguistic resources that realize each move. In fact, 

from my own experience in teaching BE in companies, I have noticed that in 

corporations with a pyramidal corporate culture, where there is a clear, rigid definition 

of functions, assessment reports do not include the move `recommendation about the 

course of action' whereas in flat structures employees are welcomed to express their 

suggestions to their senior staff. 

In short, like the other properties mentioned, the exploration of generic structure 

contributes to building up knowledge of particular texts as belonging to particular 

genres. For this reason, from a pedagogical point of view, leamers should be 

encouraged to carry out genre analysis to increase their awareness of the rhetorical 

devices expert genre users exploit in producing their texts. It is to be expected, that the 

less-expert individuals become aware of genre conventions, the sooner they will be able 

to produce appropriate texts and eventually manipulate language conventions to achieve 

a variety of goals. 

Finally, although I have explained the progenies of genre separately for the sake 

of clarity, I want to point out that they are not independent of each other or mutually 

exclusive. In fact, all of them are the qualities that Wang naturally to any genre. The 

different schools that have concentrated on genre studies seem, however, to have 

emphasized one property over the others. In the following section, I will expand on this 

topic. 
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1.3. Genre Theorv 

In the last three decades, there has been a growing interest in genre as a theoretical 

framework to analyze the form and function of the written discourse of particular 

disciplinary communities (Bhatia 1993; Swaless 1990). Despite what looks like a return 

to a `focus-on-product' approach, Genre T'icor)/ is concerned with the purposes texts 

serve in particular social contexts and the structural and linguistic choices that realize 

those purposes. From a pedagogical perspective, being able to describe why expert 

members of particular communities write the way they do is important as it facilitates 

instructional materials development that will ultirnately help students become effective 

writers in the specific disciplinary community in which they act. Hyon (1996) 

distinguishes three main traditions that have concentrated on Genre theory in the last 

decades: North American New Rhetoric Studies (NRS), Systemic Functional 

Linguistics (SFL), in particular the Sydney School of genre studies, and English for 

Specific Purposes (ESP), the movement on which the present research study is centered. 

Because researchers in these traditions share their object of study, there is naturally 

some degree of overlapping regarding their conceptualization of certain properties of 

genre, as well as mutual infiuence. However, since NRS, SFL, and ESP have focused on 

genre with dissimilar objectives and in diverse contexts, they have define(' genre 

somewhat differently and, therefore, have yielded divergent pedagogical implications. 

What follows is an overview of these traditions, their views of genre analysis, and the 

pedagogical applications each has yielded. 

1.3.1. North American New Rhetoric-S'iudies (NRS) 

North American New Rhetoric Studies was developed in the USA among experts 

on rhetorics, composition and professional writing. New Rhetoricians have centered 

their gente studies on native contexts, defming genre as a 'social act' (Miller 1994: 153) 

individuals-perforirrby participating in the activities of a community. Because scholars 

in this tradition (e.g. Miller 1994, 1994; 13azennan 1988; Myers 1990; Freedman 1999) 

are concerrted with the s ial pttiVesses that specific types of texts fulfill in social 

situations, they foetíg cm the functional and contextual aspects of genres rather than on 

their form. Although textual regularities of form and content are not ignored, NRS holds 
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that "a rhetorically sound definition of genre must be centered not on the substance or 

the form of discourse but on the actíon it is used to accomplish" (Miller 1994: 152). In 

fact, Miller arg,ues that the recurrent linguistic features that are used to realize a purpose 

within a social context "should not be considered material but socially constructed" 

(ibid). In other words, conventionalized textual reeularities are communally constructed 

out of the shared experience of community participants. In an article on the social 

construction of popular science, Myers (1990) points out that the systematic changes in 

organization, syntax and vocabulary that article editors make to the articles they revise 

may not be just minor changes to improve those anides but may alter the articles' social 

constructions or genres, turning, for example, a narrative of science into a narrative of 

nature. In this une of thought, researchers in this tradition reveal a strong ethnographic 

orientation to analyze the relationship between text and context. Freedman and Medway 

(1994) report on Yates' (1989) work, which used ethnographic rather than linguistic 

methods to analyze the historical evolution of the memo in response to changes in the 

social and organizational business situation. Similarly, Bazerman (1988, cited in Hyonn 

1996) traced the evolution of the genre features of the research anide as it has adapted 

itself to changes in the area of scientific knowledge, thus highlighting the relationship 

between text and social context. This active nature of genre is similarly highlighted by 

Miller when she holds that genres `evolve, develop and detay' according to changes in 

the social contexts in which they are used (Miller 1994:164). In short, for NRS, 

knowledge of the context in which genres are used is more important than knowledge of 

the linguistic forms that realize it 

Pedagogical applications 

With regards to pedagogical applications, New Rhetoricians seem to doubt the 

efficacy of teaching students the linguistic and structural conventions that characterize 

particular genres for a number of reasons. Freedman (1999), for example, reports that 

this tradition has not provided genre-based instructional frameworks on the belief that 

individuals acquire and improve the specific linguistic conventions of the genres they 

need only as they participate in particular social situations. It is important to note 

though, that this approach to genre focuses only on native speakers, and therefore, this 

may be the reason why they hold a perspective that views knowledge as socially 
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developed, that is, as an inevitable response to the needs and goals of a particular 

community. In agreement with Freedman, Mulholland (1999) carried out a study of the 

genre features of e-mails to conclude that e-mail writers have not derived their modes of 

use, style and language from any systematic instruction but from their previous 

knowledge of related genres such as letters and memoranda. Coming back to Freedman 

and her socio-constructionist perspective, she doubts that genres elicited in one context 

can be successfully taught in a different context because she claims that genres are 

"dynamic, fluid and blurred" (p.766). In other words, the regularities from one context 

or situation become less clear when extended to another context because the rhetorical 

conventions that characterize particular genres are communally adapted to suit the 

emerging communicative needs of the community participants. Nevertheless, she 

acknowledges the potential of a genre-based approach to pedagogy as it raises native 

students' awareness of the speciflc social demands they are likely to meet in particular 

settings. The following quotation from Miller (1994) summarizes the socio-

constructionist view held by New Rhetoricians, 

What we ieam when we learn a genre is not just a pattem of forms or even a method of 
achieving our owrt ends. We learn, more itnportarttly, what ends we may have: we learn that 
we may eulogize, apologize, recommend one person to another, instruct customers on 
hehalf of a manufacturer, take an official role. account for progress in achieving goals. We 
learn to understand better the situations in which we fmd ourselves and the potential for 
fallure or success in acting together. (p. 166,167) 

Consequently, this tradition recommends teachers to raise native students' awareness of 

the extent to which model texts respond to the "complex, discursive, ideological, social, 

cultural, mstitutional context within which they are set" (Freedman 1999: 767). In other 

words, genres are considered a key to understanding how to participate successfully in 

the activities of the community (Miller 1994). 

On account of the NRS's view of genre, one may reasonably think that this 

tradition sees a limited potential to genre-based instruction because, as has been 

mentioned, their experts work in native contexts, where learners have plenty of 

opportunities to be exposed to the genres they need to learn. However, in the case of 

second and foreign language contexts, a genre-based pedagogy may be used to 

introduce learners to the model texts they are expected to produce in the community 

they strive to belong to, in order to raise their awareness of the conventional forms and 

structures used by expert genre users in recurrent social situations, and to offer diem the 

possibility to practice them under the supervision of an instructor. 
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13.2. Australian Systemic Functional Linguistics (SFL) 

A second tradition that has c,oncentrated on genre studies is Australian Systemic 

Functional Linguistics. This school was born as an educational application of Halliday's 

systemic ftmctional grammar; accordingly, like New Rhetoricians, researchers in this 

tradition have developed a social approach to genre but have stressed the functional use 

of language (Grabe and Kaplan 1996). As Eggins (1994) points out, 

Studying how people use language forces us to recognize, first, that linguistic behavior is goal 
oriented (we can only make sense of talk if we assume it to be purposeful); and second, that 
linguistic behavior takes place both within a situation and a culture, in relation to which it can 
be evaluated as appropriate or inappropnate. (p. 29) 

Unlike New Rhetoricians, this tradition is strongly concerned with the formal 

properties of language. Martin and his colleagues have analyzed how people use the 

language to achieve communicative goals by focusing on the relationship between 

language forms and their functions in social settings (Louhiala-Salminen 2000; Hyon 

1996). SFL distinguishes three levels of meaning or "metafunctions" of language that 

are consciously or unconsciously realized through lexico-gfammatical choices made at 

each level by language producers: the ideational level, by which reality is represented; 

the interpersonal level, which includes role relations and attitudes between participants 

in a language event; and the textual level, which is to do with the organization of texts 

as effective messages (Martin, Matthiessen and Painter 1997). Like NRS, this 

perspective tradition is socially-oriented because, as Eggins (1994) points out, it 

includes two contextual dimensions which influence the lexico-grammatical choices 

made in a text: the context of culture and the context of situation6. At the level of the 

context of culture, choices made with respect to the different stages in which a text is 

divided constitute the schematic structure that defines the genre of a text; 

simultaneously, choices at the level of the context of situation (register) realize each 

stage of the sáematic structure (Eggins 1994). Therefore, researchers in this tradition 

have fostered the analysis of these two contextual dimensions in authentic model texts 

as they consider it a useful strategy for non-native students, who are encouraged to 

6 The terms "context of culture" and "context of situation" were first used by Malinowsky (1923, cited m 
Christie 1999) 
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analyze, imitate and eventually- at higher L2 proficiency levels- deviate from the genre 

features of authentic texts in order to serve more sophisticated purposes. 

Pedagogical applications 

This tradition's main concern has been to help primary and secondary students 

as well as adult inunigrants develop the ability to make meaningful lexico-grammatical 

choices in their texts and to interpret such choices in the discourse of others. Work 

along these unes has provided important contributions to language education because it 

has helped students realize: 

(a) that every text has a communicative purpose which is step by step fulfilled in 

separate stages; 

(b) that there is an array of meaningful linguistic choices available to realize each 

stage of the generic structure of a text. 

(c) that the lexico-grammatical choices students make should be governed by the 

communicative goals they aim to achieve; for example, the decision to use 

passive constructions in a particular text may serve the purpose of foregrounding 

the actions rather than the agents. 

These concepts were first applied in the field of Ll learning in the late 1980s, 

when a group of Australian researchers founded the Literacy and Education Research 

Network (LERN) in order to develop literacy in Ll school children. Based on the 

conviction that minorities fail to succeed in their conununities because they do not 

experience enough exposure to key genres, this program designed a genre-based 

instructional approach to help students master a variety of school genres such as 

explanation, description and argumentation genres that con stitute products of their own 

within the school context (Kay and Dudley-Evans 1998; Hyon 1996). The program 

seems to have helped leamers realize that the configuration of meanings into fiinctional 

stages, as well as the lexico-grammatical choices that realize them, are govemed by the 

purposes particular genres serve in society. More recent research has also focused on 

written genres in the workplace and in academic settings. In fact, Martínez (2002) 
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desig-ned a course for Spanish-speaking researchers in order to increase their awareness 

of the rhetorical and linguistic features that characterize the experimental researa 

article keeping in mind the social situation that constrains their use. Additionally, 

Eleanor Er (1993) suggests that genre-based analysis of learners' text can be used for 

diagnosis assessment and to inform fiwther teaching directions. 

Christie (1999: 762) summarizes the pedagogical potential of genre studies 

within the view of the SFL tradition: 

• They offer a principled way to identify and focus upon different types of English texts, 
providing a framework in which to leam features of grammar and discourse. 

• They offer students a sense of the generic models that are regularly revisited in an 
English-speaking culture, illuminating ways in which they are adapted or 
accommodated in long bodies of text in which several distinct genres may be found. 

• They offer the capacity for initiating students into ways of making meaning that are 
valued in English-speaking communities. 

• Because they permit all these things, they also forrn a potential basis for reflecting on 
and critiquing the ways in which knowledge and information are organized and 
constructed in the English language (Christie 1999: 762). 

Christie's list reveals that, in contrast with NRS, researchers in the SFL tradition 

consider the role of the instructor to be highly active and participatory in guiding 

leamers through the rhetorical steps they have to analyze and follow to conform to the 

expectations of the participants of the discourse community they aim to belong to 

(Hyland, 2003). 

In conclusion, these approaches to genre have assigned prominence to some 

genre properties over the others. While NRS is mainly concemed with the social nature 

of genres, SFL focuses on intentionality, the genre property that govems the language 

choices genre users make to achieve their communicative goals. I have already 

explained that both traditions have yielded significant contributions to specific arcas of 

language teaching (New Rhetoric Studies in native contexts and Systemic Functional 

Linguistics to empower minorities). However, for the present work, I have chosen to 

follow a third tradition in genre studies, English for Specific Purposes (ESP), because I 

think it is the most suitable approach to teaching English writing to students who are 

preparing to work in the field of business. 

17 



•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
!
*
*
•
*
•
•
•
•
•
•
M
•
e
e
.
•
•
•
•
•
•
•
•
•
•
•
 

1.3.3. English for Specific Purposes (ESP) 

English for Specific Purposes is a movement within the fields of the Teaching of 

English as a Foreign (TEFL) or Second Language (TESL) that evolved during the 

1960s out of the need to tailor instruction to specific rather than general purposes. 

ESP constitutes an eclectic approach to genre studies as it draws on a number of 

disciplines such as text analysis, linguistics, sociology and psychology (Bhatia 1993) 

and its main goal is to devtse eclucational practices to help adult learners become 

effective language users in particular discotuse cornmunities. Swales (1990), a major 

proponent of Genre theory in ESP, defines genre as "a communicative event" that 

has "a communicative purpose" and eydnbits "pattems of similarity in terms of 

structure, style, content, and intended audience" (p. 58). In this view, evety written 

text belonging to a genre is considered representative of the linguistic resources 

particular communities exploit to accamplish their communicative goals. Swales' 

ideas were first used in the field of academie discourse whem his CARS (Create a 

Research Space) model of genre analysis was applied to the Introduction section of 

research anides. After Swales, other researchers in this tradition have investigated 

the application of genre analysis to written language not only in academie (Dudley-

Evans 1986; Marshall, 1991; Swales 1990, 1996; Bhatia 1993; Brett 1994; Johns 

1995; Connor and Mauranen 1999,) but also in professional settings (Marshall 1991; 

Bhatia 1993; Johns 1995; Bargiela-Chiappini & Nickerson 1999; van Nus 1999; 

Henry and Roseberry 2001). Ah l these studies have focused on the rhetorical 

structure and linguistic features through which expert users of particular genres 

realize their communicative goals, on the belief that "genre differentiation provides 

the opening strategy in elucidating the characteristics of recurring and regularized 

conununicative events" (Swales, 1990:130). At this point, it is necessary to retum to 

Swales' definition of genre in which he highlights not only the communicative and 

purposeful function of genres, but also the fact that genres have recurrent patterns of 

organiza.tion and language. These textual similarities are only one of the reasons why 

ESP experts see genre analysis as a usefitl tool in helping non-native speakers cope 

with the writing tasks required of them in academie and professional contexts (Bhatia 

1993; Paltridge 1996). However, it would be a mistake to think that genres are 

formulas, or in Swales' (1990: 58) words, prototypes, that learners can imitate step 

by step because although moves analysis allows experts to make detailed 
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descriptions of specific genres, some genres have a less predictable structure 

(Dudley-Evans and St Johns 1998:10). In short, within the ESP tradition, variation is 

just as important as similarity. As Hyland (2003:23) states, "texts spread along a 

continuum of approximation to core genre examples" and there are naturally varying 

options and restrictions that operate in particular situations. For this reason, ESP 

analysts are also concerned with exploring the contextual constrains that account for 

the existing variation within genres. In this vein, Eustace (1996), who describes 

conventional aspects of current practice in letter, report, and proposal-writing in the 

business field, suggests that these texts should never go beyond one page because 

clarity, brevity, and effectiveness are more highly appreciated in that particular 

corrununity than in, say, the scientifíc corrnnunity. In short, as Bhatia (1993:11) 

indicates, the ESP approach offers a `thick' description of language in use, that is, 

specific features of lexico-granunar or discourse organization of texts or genres, 

combined with the socio-cultural aspects of text construction. 

Returning to the pedagogical goal of the ESP tradition, and keeping in mind both 

similarities and variation within genres, Kay and Dudley-Evans (1998) support the 

application of genre analysis as it allows students 

"... to make sense of the world around them and participate in it, and be more aware of 
writing as a tool that can be used and manipulated. It enables students to enter a particular 
discourse community, and discover how writers organize texts; it promotes flexible 
thinking and, in the long run, informed creativity, since students 'need to learn the rules 
before they can transcend them-  (p. 310). • 

These are some of the reasons why ESP researchers and practitioners consider genre 

analysis the main tool in language teaching to non-native learners who need to 

develop the specific language skills expert genre users already posses. But, how are 

genres shaped? 

In agreement with New Rhetoric studies, ESP views each genre as a `typified 

social action' (Miller 1994), and writing as a social activity that shapes 

organizational and social structures. By reproducing the particular rhetorical and 

linguistic conventions that characterize the genres through which they communicate, 

participants reinforce their role as members of a professional community. In 

Bargiela-Chappini & Nickerson's (1999: 3) words, genres are "the `relatively stable' 
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forms of communication which develop in the course of production and reproduction 

of communicative practices within a community, and which are recognized by the 

members of that cornmunity". In this view, each genre is a fonn of communication 

that serves an overall communicative goal and consists of a series of rhetorical 

`moves' (Swales 1990) which accomplish partial intentions within a text. For 

example, the move eredentials in a sales letter describes in an appealing way the 

company's strengths and achievements. This move .aims to attract the reader's 

attention and at the same time, contributes to the oyeran corrummicative purpose of 

the genre: to persuade the prospective customer to do business with the company7. 

ESP researchers daim that a close observation of the stylistic features in each move 

reveals the conventionalized linguistic choices used by the sales community to 

realize step-by-step intentions, and the detailed analysis of the underlying structure in 

which each move is inter-related to the others serves to describe the generic structure 

that characterizes the genre sales letters. Following this ¡inc of thought, Dudley-

Evans (1986) carried out an investigation of the Introduction and Discussion sections 

of MSc dissertations, coming to the conclusion that the MSc dissertations examined 

showed "a pattern of organization similar to that suggested for anide introductions 

by Swales (1981)" (p. 144). In the field of Business English, Miriam van Nus (1999) 

describes the structural units of business letters. She concludes that "most of these 

elements", i.e., letterhead, inside address, reference, date, salutation, subjection une, 

pre-close, close, signature, and postscript, "are standard elements of the fonnat of a 

business letter" (p. 188)8. 

To sum up, within the ESP tradition, every genre is considered the 

instantiation of specific purposes in particular situations through the use of 

conventionalized rhetorical and linguistic resources, and genre analysis is seen as a 

usefid tool to teach non-native speakers the genre conventions that characterize the 

discourse comí-mil-Mies in which they need to participate. 

7 For a complete genre-based analysis ofjob applications and sales promotions, see Bhatia (1993:45-75). 
Van Nus (1999)'s empirical study is enriched by the corresponding functional analysis of each of the 

units or moves thus highlighting the correlation between forms and functions within the genre (188-191). 
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Pedagog,ical applications 

Since the early nineties, ESP has produced a wide range of teaching materials 

for academie and professional purposes. In the field of English for Academic 

Purposes (EAP)9, most of the pedagogical materials produced have followed Swales' 

(1990) Genre Analysis and Bhatia's (1993) Analyzing Genre, which point out the 

writing conventions that constrain academie genres. For example, the San Diego 

State University has been successfully running a genre-based course to teach 

freshman students of diverse cultures the classroom genres they need to manage 

(Johns 1995). Similarly, the ESL Service Courses at UCLA designed a specialized 

"English for Science and Technology" course to teach academic writing to second 

language undergraduates of the natural, physical, and social sciences (Jacoby, Leech 

& Holten 1995). Connor and Mauranen (1999) carried out Swalesian genre analysis 

of Grant Proposals to help academicians succeed in their written presentations and 

Marshal (1991) followed suit with scientific and technical report writing to guide L2 

students. In the field of English for business purposes, Pinto dos Santos (2002) 

adopted Swales'(1990) definition of genre as a rhetorical-functional fi-amework to 

carry out genre analysis of 117 commercial letters in English exclianged by fax 

between a Brazilian company and two European companies. She points out the 

suitability of the approach for beginner students as well as for slow learners because 

it helps them become aware of text characteristics of particular communities. In fact, 

she concludes that "although one cannot ensure success in foreign language 

commtmication sirnply by teaching contextualized linguistic, and cultural and social, 

differences, yet by making students aware of the implications and the purpose of 

such differences one can, at least, contribute to a student's praginatie progress in 

his/her professional activity"(p.187). In short, the contributions of the ESP school 

point to the potential of the genre-based approach as it fosters students' awareness of 

9 EAP, a sub-discipline of ESP, is concemed with teaching the communication skills required for study 
purposes in formal education systems and aims to provide syllabus and course designs for both native and 
non-native English speakers (Jordan 1997). 
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(a) the pumoses texts serve in society 

(b) the distinctive schematic structure that characterizes each genre 

(c) the linguistic and rhetorical resources that realize the purpose of each genre, 

highlighting variation rather than unifonnity in the finictional use of language. 

In conclusion, the three genre schools surveyed aboye show considerable 

overlap regarding the conception of genre from a socio-linguistic point of view, the 

( identification of each genre according to the purpose it serves, and the relevance of 

the writer's linguistic and rhetorical choices in the construction of meaning. The 

main differences seem to he in the way these sáools have analyzed discourse and 

the specific institutionalized contexts where such analysis has been applied. As I 

hope to have made clear, NR is concerned with situational appropriateness and 

distrusts the pedagogical potential of genre analysis, SFL points out the crucial role 

of language in the construction of social life and is mainly concemed with classroom 

genres and literacy, and ESP priorifizes the moves structure in genre analysis and 

aims to devise pedagogical materials to be used in academie and professional 

contexts. As a result, there is yet to be a unified theoretical approach (Dudley-Evans 

and Johns 1998) and genre-based instruction is still a subject of controversy. 

1.4. Concerns about genre-based pedagogy 

Although during the last three decades genre theories have been applied to the 

study of many types of writing (e.g_ Bhatia 1993; Swales 1990; Johns 1990, 1997; 

Dudley Evans 1994; Marshall 1991; Henry and Roseberry 2001; IVIyers 1990; 

Nwogu 1991; Orlikowski and Yates 1994), there are still some concems to be 

addressed regarding the application of genre-based approaches in L2 writing 

situations. In 1998, Kay and Dudley-Evans ran a workshop in Singapore in which 

teachers who had put genre-based approaáes in practice shared their views and 

experiences with them. Some of the teachers contended that the approach is more 

suitable for learners at beginner or intennediate levels of proficiency because "it 

gives them confidence, and enables them to produce a text that serves its intended 
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purpose" (Kay and Dudley-Evans 1998: 308). On the other hand, some teachers 

expressed concern "about the danger of the approach being prescriptive rather than 

descriptive, and the possibility of leading students to expect to be told how to Ivrite 

certain types of texts" (ibid: 311). In the same vein, Freedman and Medway (1994) 

have expressed that genre-based pedagogy may become a "show and tell" approach 

that may lead to a highly formulaic, prescriptive pedagogy thus limiting rather than 

facilitating learning. Admitting this limitation of the genre-based approach, Bhatia 

(1993: 40) claims that only as long as the writer is well aware of the rules and 

conventions that govern a genre can more creative communication be achieved. 

In contrast with the views addressed in 2.3, and consistent with Bhatia's (1993) 

opinion, Sengupta, Forey, and Hamp Lyons (1999) developed a genre model for 

adult learners' consciousness raising entitled Effective English Cornmunication for 

Teaching and Research (EECTR) on the belief that "academie language users will be 

more able to express their voices within their texts if they have a greater explicit 

understanding of the general conventions governing academie discourse" (p.15). In 

fact, Trebucq (2001) designed a genre-based set of activities which required students 

from the banking sector to analyze model texts belonging to different but related 

genres and to point out similarities and differences across the texts. After the 

activities, students were more capable of identifying each genre's conventional 

constraints10. Additionally, by having students define the purpose of a number of 

texts belonging to various genres, they were able to focus on the textual elements that 

realize the purpose of each genre". in .fact, it became evident that genre-based 

instruction developed learners' awareness of the linguistic features expert writers 

make use of to achieve their communicative goals; in other words, they were 

empowered to write the type of texts that the members of the banking community 

they belonged to were expected to produce. Therefore, I adhere to EECTR authors 

who consider genre analysis "a pedagogy of possibilities, not prescription" (p. 15). 

Interestingly, Wesolowski (2000) applied genre analysis to the teaching of 

business letters to French-speaking students. Her assumption was that "each genre of 

business communication relies on ponderous sentence stnicture and unoriginal 

phrases or even clichés" (p. 93); conseqUently, she proposed the use of model texts 

See Appendix A. 
II See Appendix B for a sample activity. 
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for analysis, description and imitation, and stressed the importance of memorization 

from the outset. 'What is more, she concluded that teac'ners should tell students that 

there is absolutely no room for innovation in business correspondence and that most 

of the recurrent linguistic features that realize business texts are simply formulaic 

(ibid). 

To sum up, although genre analysis has been successfully applied to identify 

the communicative goals of particular communities and the particular strategies 

employed to achieve those goals, its main weakness seems to be the alleged danger 

of limiting the fluent writer's creativity and freedom to express his/her 

communicative goals. As previously explained, ESP experts have tried to overcome 

this hazard by: 

(a) acknowledging that participants in a genre have varying degrees of linguistic and 

communicative compete= (Marshal 7991), 

(b) highlighting varíation rather than unifonnity in the fiinctional use of language 

(Hyland 2003:25), and 

(c) pointing out that as learners develop expertise at different stages, they can 

confidently interpret, use or even manipulate genre conventions to suit their 

communicative goals (Bhatia 1993). 

1.5. A genre view of writing 

Much work in applied genre analysis (Swales 1990; Bhatia 1993; Dudley-Evans 

1986) highlights the relevance of linguistic analysis in developing writing skills. As 

mentioned before, genre analysis has not only become a tool to explain why 

members of specific communities write their texts the way they do, but also has 

helped leamers become aware of the close relation between language use and social 

purposes (Hyland 2003). But apart from that, Bhatia (1993) points out that the 

analysis of language use has steadily -progressed from linguistic description at a 

surface leve! (register analysis) to what he calls a "thicker description or explanation 
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of language use"12. As mentioned in section 2.3.3, this type of desciiption includes 

ethnographic information as an essential component to understand the tactical 

aspects of text constniction because, as Orlikowsky and Yates (1996: 546, 547) 

claim, knowing the repertoire of genres of a community reveals a great deal about 

the community' s identity and its organizing processes. Additionally, genre studies 

have drawn on ethno-methodology, sociology, psychology, and cogriitive and 

communication studies because, as Bhatia (1993) suggests, the knowledge writers 

gain through experience in discourse communities is not simply about text 

similarities, but also about the contextual constraints that underlie their verbal 

responses. Hyland (2003) makes this point forcefully when he refers to non-native 

students in specialist communities: 

Genre knowledge is important to students' understanding of their L2 environment, and 
crucial to their life chances in those environments. The teaching of key genres is, therefore. 
a means of helping learners gain access to ways of communicating that have accrued 
cultural capital in particular professional, academic. and occupational communities. (p. 24) 

In other words, the more students learn about genres, the more they conform to 

the conventional practices of particular communities. Bhatia (1993) states four main 

areas of competence that learners need to develop in order to interact successfully in 

any professional community: (a) knowledge of the code, (b) acquisition of genre-

knowledge, (c) sensitivity to cognitive structures, and (d) exploitation of genre 

knowledge. There follows an explanatión of each competence. 

1.5.1. Knowledge of the specialists' code 

In the previous discussion of genre properties (see 2.2.), it was pointed out that 

participants of specialist communities use recurrent genres to achieve their 

conununicative goals. Knowledge of the code is a pre-requisite for developing 

communicative competence in specifíc contexts because it presupposes not only the 

need for a range of specific vocabulary dealing with shared professional issues but 

also familiarity with the grammatical, syntactic and rhetorical resources expert 

12 For a detailed description of the evolution of discourse analysis. see Bhatia. 1993: 4-12) 

25 



11
 4
1 
41

 4
1 
10

 1
1 
41

 4
1 
41

 4
0 
11

 4
! 
4/
 4
1 
11

 1
1 
41

 1
1 
11

 1
1 
10

 4
1 
41

 4
1 
4/
 4
0 
41
 4
1 
IP

 1
0 
41

 4
0 
11

 1
1 
10
 4
1 
10
 4
1 
41

 4
0 
11

 4
! 
40
 4
1 
41

 4
1 
41

 4
0 
10
 

writers recurrently use (Bhatia 1993). With regards to this, many authors (Bhatia 

1993; Brieger 1997; Hyland 2003) point out that although learners may enjoy a high 

level of proficiency in every-day written communication, they still need to acquire 

knowledge of the specialist code because there are lexico-grammatical, semantic-

pragmatic and discourse resources which carry genre-specific values in specialized 

contexts. My own experience teaching Business English (BE) confirms that 

understanding and internalizing the code helps learners overcome their lack of 

confidence iii writing BE texts. However, as Bhatia (1993) points out, perfect 

knowledge of the code is not enough to be a successful writer because writing is a 

communicative event that takes place in particular social situations. The next area of 

competence learners need to develop in order to acquire writing expertise is genre-

knowledge. 

1.5.2. Acquisition of genre knowledge 

As previously explained, genres are both goal-oriented (see 1.2.3.) and socially 

shaped (see 1.2.1.). Therefore, learners also need to acquire knowledge about the 

users and uses of common text types within the context of the target culture. 

Orlikowsky and Yates (1996) explain that the set of genres routinely enacted by a 

particular community reveals importa.nt aspects of that community's identity and its 

organizing processes. For example, Nickerson (1998) carried out an investigation on 

the type of written communication used by non-English spealcers working in a Dutch 

subsidiary of a multinational company with its head office in Britain. She found that 

employees communicate with their managers through business reports written in 

English. Interestingly, English is the native language of Directors and Managers; 

therefore, the genres used within the company reflect the British authority within the 

company. Additionally, Nickerson points out that there is a general pattern of 

communication within multinational companies where "language is not considered as 

separate fi-om the company environment within which it is used, but rather as an 

intrinsic part of that environment" (p.282). In other words, being aware of users and 

uses of target genres seems to be crucial for English learners' future professional 

development in the international business environment. 
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1.5.3. Sensitivity to schematic structures 

Having developed expertise in the use of the code and awareness of the social 

contexts in which specific genres are recurrently used, learners still need to become 

familiar with the conventional cognitive structures around which specialists shape 

their written genres. As explained in 2.2.4., every genre exhibits a `recognizable 

structural identíty' (Hyland 2003:22) built around stages or rhetorical moves that 

accomplish partial goals within the text. In the same vein, Swales (1990), Evans 

(1998) and Hyland (2003) were cited to support the view that learners' observation 

and instnictors' explanations of the strategies used in each move allow learners to 

gain an explicit understanding of how specialist written texts are structured and why 

they are written in the ways they are. As apprentices develop sensitivity to the 

schematic structure of genre-specific texts, they are likely to increase the pragmatic 

success of their written production in specialist contexts. But what else are learners 

ernpowered to do after having developed expertise at the levels discussed aboye? 

1.5.4. Exploitation of genre knowledge 

According to Bhatia (1990), once learners have developed genre knowledge, 

knowledge of the code, and understanding of generic structures, they can confidently 

interpret and use target genres. In addition, they are already empowered to engage in 

criticisrn of not only textual but also cultural practices. What is more, at an advanced 

stage, they may be able to manipulate genre conventions to suit different 

communicative goals. This does not mean that constraints imposed on writers by 

institutions and communities can be disregarded; however, it reinforces that genre-

based pedagogy focuses not only on similarities but also on purposeful variation 

(Hyland 2003). 

In earlier sections, I have surveyed- the work of language teaching researchers 

and practitioners who have been concerned with Genre Theory and pedagogy over 

the last three decades. I have explored the social nature of genre, its conventionality, 
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intentionality and generic structure, and the main properties that characterize genre 

conceptions in applied linguistics. Since there is yet to be a unifíed theoretical 

approach, I have outlined in section 2.3., the main schools that are concemed with 

Genre Theory at present, pointing out overlaps and differences in their conceptions 

of genre and in the pedagogical applications they have yielded. Keeping in mind that 

there are still some concerns regarding the application of genre-based approaches, I 

have summarized current criticism on the value of genre pedagogy. Finally, I have 

focused on genre views of writing, hopefiilly demonstrating that genre pedagogy 

rests upon observation and explanation of the ways in which expert writers construe 

their texts and of the discourse strategies they make use of to achieve their intentions. 

At this point, I would like to restate that this research study investigates the 

efficacy of genre-based instruction in the teaching of business report writing (see 

1.2.). To carry out this study, I chose to work with the business report because it is 

one of the genres that Business English learners will surely have to use in their 

professional life. But before turning to the application of genre pedagogy to the 

teaching of report writing, the following subsection will define the context of this 

study, English for Business Purposes, commonly referred to as Business English. 

1.6. Business English (BE) 

Business English is a sub-division of English for Specific Purposes (ESP) 

that started to evolve during the late 1970s as a result of the close connection 

between ESP and the professional comrnunity. At its onset, BE was just a course 

program and learning objective (Brieger, 1997); nowadays, it has become the area of 

greatest activity and grovvth in ESP (Dudley-Evans and St Johns 1998: 53; Hewings 

and Nickerson, 1999)13. BE is a materials-oriented, goal-driven movement aiming to 

teach English to adults working in business or preparing to work in the field of 

business (Dudley-Evans and St Johns 1998; Donna, 2000). The lack of an 

established theory is a distinguishing mark of BE teaching, which has been 

13 The growth of BE is reflected in the number of books and maten als for BE that has been published 
since the 1990s and the increasing number of exams for BE (London Chamber of Commerce and Industry 
and University of Cambndge Local Examinations Syndicate). 
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infiuenced by both the ELT and the non-ELT world in its attempt to teach 

knowledge of specialist language and, more recently, an understanding of the role of 

communication in professional situations (Brieger, 1997). Over the last three 

decades, there have been an increasing number of research studies on English 

teaching in the business world, a tendency that has led to the study of different 

professional genres and to interdisciplinary studies, making BE less intuition-led 

and more research-driven. The position of BE within ESP is shown in Figure 1.1. 

English for Specific Purposes 

English for Academie Purposes 

English for English for English for 

(Academic) (Academie) (Academie) 

Science and Medical Legal 

Technology Purposes Purposes 

English for Professional Purposes 

English for English for 

Business Purposes Vocational Purposes 

(BE) 

Figure 1.1 Position of BE within the English for Specific Pul-poses field. 

(Adapted from Dudley-Evans and St Johns 1998: 6) 

Additionally, Dudley-Evans and St Johns (1998) distinguish between general 

(GPBE) and specifíc purpose business (SPBE) courses. The former are usually 

designed for leamers without work experience and are similar to EFL courses, as the 

traditional four skills are taught, with materials set in the context of business; the 

latter are for job-experienced learners, focus on one or two particular skills in 

specific business situations and are usually run as one-to-one in-company courses. 

However, whether broad or narrow, the aims of a BE course will always relate to 

students' work-related language needs. Keeping in mind that the present study was 
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carried out with university students who did not yet have a clear idea of what 

specific professional settings they would work in, the type of course I will be 

referring to as BE corresponds to English for general business purposes (GPBE). 

1.6.1. Business English (BE) teaching 

Naturally, there is a high degree of overlap between teaching General English 

and teaching Business English as both course types share a common core of 

language teaching units (Bhatia 1993). However, while students' language 

expectations are rarely immediate in General English classes, BE students have an 

urgent need to develop work-related language skills in a usually limited time. 

Consequently, a distinguishing mark of BE courses is their specificity in relation to 

students' needs and objectives. Such specificity is discussed below in three key 

areas of language teaching: needs analysis, syllabus and course design, and 

materials selection and development. The discussion aims to build up the readers' 

knowledge of BE teaching in order for them to better understand the decision made 

in this study. 

1.6.1.a. Needs analysis 

As mentioned aboye, a hallmark of ESP courses, and therefore, of BE courses is 

their specificity in relation to students' needs (Brieger 1998; Donna 2000). ESP 

experts have proposed several procedures to identib, students' needs. Pilbeam 

(1979), for example, establishes a two-fold procedureI4, usually carried out in an 

oral interview, which seems to be suitable for individual training where syllabuses 

14 . 
Pilbeam's procedure includes (1) a target profile of language skills which defines die actual tasks 

students have to carry out (Target Situation Analysis) and (2) a profile of personal ability, which 
assesses the students' proficiency in such tasks (Present Situation Analysis) 
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are customized in terms of content and pace. Holden's procedure' 5 involves a three-

stage analysis and seems to be adequate for small groups of learners, as ít provides 

information about learning styles and strategies that can help the design of more 

effective business courses (Holden 1993, cited in Dudley-Evans and St Johns 1998). 

Brieger's (1997) approach includes the identification of the range of general and 

specialist language knowledge required by students, together with general and 

professional communication skills. As a point of departure, he suggests addressing 

the following questions: 

• What types of information do we need to get? 

• How can we get this information? 

• How can we translate the information collected into objectives? (p.88) 

In fact, Brieger's procedure was followed to identify the needs of the university 

students who participated in this research study on accounts of the large number of 

students and the imposSibility to take into account individual learning styles. In 

short, it is part of the teacher's task to design and deliver courses that satisfy work 

needs. On the basis of the information gathered through needs analysis, course 

programmers can proceed to syllabus and course design. 

1.6.1.b. Syllabus and course design 

The syllabus and design of a BE course is directly related to the learners' work 

needs. Therefore, there is often a mix of specific content related to a particular job 

area and general content related to the general ability to communicate effectively 

(Brieger 1997; Dudley-Evans and St Johns 1998; Donna 2000; Ellis and Johnson 

1994). I will highlight here some significant differences that may influence syllabus 

and course design. 

15 Holden's procedure includes (1) identification of target language needs. (2) an interview to 
evaluate the leamers' perceptions of communication within their own corporate culture, and (3) a 
questionnaire to establish preferred leaming styles. 
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Individual vs. group courses 

Whereas individual courses offer the instructor the possibility to tailor content to 

the leamer's goals, group courses. like the ones involved in this research work, need 

to satisfy the needs of learners who may not share the same background knowledge 

and objectives. Within group courses, Brieger (1997) distinguishes between 

"Closed" and "Open" groups. 

Closed vs Open courses 

In closed groups, students share a rather homogeneous background because 

they belong to the same company, the same department, or perform similar 

functions. In this type of courses, there is usually great overlap in learners' 

objectives and, as a result, content and class activities are easily selected. For 

example, the students of Universidad Siglo 21 (UE S21), where this study was 

carried out, belong to different study programs but share the business orientation 

common to ah l degree prograrns offered by the institution. In contrast, in open 

groups the learners typically come from different geographical and professional 

areas and therefore, syllabus designers must carefully elaborate a cotrunon core of 

contents in order to satisfy the current or future occupational language needs of the 

participants. Within open groups, Ellis and Johnson (1996) distinguish between pre-

experienced learners and job-experienced learners. 

Pre-experienced vs experienced Learners 

Pre-experienced learners are students who have no work experience and, as a 

result, are not aware of their language needs in real-life business situations. Like 

students at the UE S21, diese students usually acquire knowledge of business as 

they acquire knowledge of the specialist language of the business community. For 

this reason pre-experienced learners cannot participate in syllabus design but usually 

appreciate hearing why certain classroom techniques or activities are used for 

specifíc language areas. As Donna (2000) points out, "if they [students] understand 

why things are happening as they are, they will usually cooperate %,vith greater 

enthusiasm" (p. 5). In contrast, students who have job experience are frequently 

welcomed to cooperate in the selection of content and skills to be taught because 
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they tend to focus their attention on what they perceive as their own shortOomings. 

In fact, Donna adds that "decision making and objectives setting can be passed on to 

students who are often used to making decisions, setting objectives and respecting 

deadlines in their day-to-day work" (p. 5). 

Conceming the range of language to be included in a BE syllabus, it is 

important to keep in mind that most of the international cornmunication in English is 

carried out by non-native speakers. Consequently, a BE syllabus does not need to 

include the richness of vocabulary and expression of a general English course (Ellis 

and Johnson 1994); instead, it is likely to be based on a core of the most useful and 

basic structures and vocabulary. 

Regarding structures, the fine distinctions in meaning conveyed by compounC1 

tenses may not be so relevant in a business context whereas some stnictural arcas 

such as condítionals or modality may be of utmost importance in developing 

negotiating skills (Ellis and Johnson 1994). In summary, the structure and language 

selection should be made keeping in mind the specificity that characterizes any BE 

course, and the fact that "the most successful BE courses are the ones which identify 

appropriate content and which fulfill students' needs most completely in the shortest 

possible time" (Donna 2000: 4). 

1.6.1.c. Materials selection 

A central concem of BE teaching is the selection of appropriate materials. 

Business English teaching makes use of both authentic and published materials. The 

fonner is useful for experienced students to carry out genre analysis because they 

provide information about conventional corporate forms and contents and trigger 

learners' awareness of variatíon within each genre; the 'atter gives structure and 

direction to the course and are used mainly by pre-experienced learners to practice 

specific language arcas and skills (Donna 2000). Accordingly, the materials chosen 

to develop genre-based instruction at UE S21 were mainly taken from BE textbooks. 

Regarding the use of textbooks, BE teachers seidom use one particular textbook 

without any supplementary materials since published materials hardly ever meet the 

specific needs of BE learners (Dudley-Evans and St Johns 1998; Ellis and Johnson 
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1994; Brieger 1997; Doma 2000). As Brieger (1997) points out, bank staff do not 

need to be infonned about how to make foreign payments, nor do export managers 

need to be taught the details of completing expon documentation. In these 

situations, experienced learners are usually invited to bring to class original texts 

from their own company to be used as business input, while textbooks are used to 

provide language input (Ellis and Johnson 1994). The latter aim, then, governs the 

Materials selection for work-experienced learners. 

e Materials for pre-experienced learners meet different requirements. Since this 

gfoup of students learn business theory and practice as they learn the language and 

develop the skills appropriate to the business situation, the materials used provide 

both business input and language input (Ellis and Johnson 1994). A review of BE 

published textbooks reveals that content revolves around situations that reproduce 

the kind of standard business practices most students of BE are likely to encounter 

in their working environments (meeting visitors, developing contacts, giving 

presentations, interacting by telephone, participating in meetings). Nevertheless, 

Brieger (1997) holds that neither published nor authentic materials are ever ideally 

suited to the needs of the learners and consequently, the trainer will usually need to 

spend some time modifying or customizing either of the two types of materials. An 

example of this is the Class materials pack compiled for this study (Appendix F). In 

agreement with Brieger (1997), Dudley-Evans and St Johns (1998:15) summarize 

the role of BE course designers as `providers of material', which implies choosing 

suitable material, adapting published material to the specific objectives of the course 

or even vvriting material where nothing suitable exists. Concerning the variety of 

English of the materials selected, it is important to keep in mind that although 

English has become the international language of communication, there is no 

international standard fonn of English yet. For this reason, BE courses tend to 

incorporate a diversity of native accents (mainly British and American) and, to a 

lesser extent videos and recordings of a wide variety of non-native speakers (Donna 

2000, Brieger 1997). In conclusion, fuere is a wide variety of published and 

authentic materials available for BE courses; however, it is the course designer's 

task to select and develop materials on the basis of their suitability for the particular 

learning goals of this specific type of courses. 
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In this section I have defined BE as a language teaching movement concerned 

with the linguistic skills L2 individuals need to develop to interact successfully in 

work-related contexts. I have pointed out that there is not yet an established theory 

that supports BE teaching in particular and I have commented on the key- issues that 

instructors need to deal with in order to comply with the specificity required of any 

ESP course. In the next section, I will focus on the features that characterize written 

conummication in the business community. 

1.7. Written communication in business contexts 

As already mentioned, participants in any specialist community rely on a 

number of genres to communicate among them. Just as medical doctors routinely 

enact genres such as medical prescriptions or patients' medical records, the 

members of the business cornmunity rely mainly on faxes, memoranda, e-mails and 

reports to achieve their work-related communicative goals. What follows is a 

description of the users and typicality of written business texts. 

Eustace (1996) refers to three characterizing features of written business 

communication which distinguish it from other texts. 

1) the preference for short over long texts, 

2) succinct, straight-to the point contents, and 

3) clear, effective organization. 

With regard to the length expected of business texts, Eustace (1996: 53) 

reports on his consultation with American senior managers, who recorrnnended 

"never going beyond one page in a letter destined for the USA". In the same line, 

Louhiala-Saiminen (1996) says that formal business letters have, to a large extent, 

given way to brief faxes and e-mails which do not contain superfluous set phrases. 

For instance, Eustace (1996: 54) suggests that closing the text with the set phrase 

'Do not hesitate to contact me' should be avoided in business writing because it is 

assumed that the reader "would not hesitate to write back if it is important enough". 

This reluctance to spend time reading or, better yet, this urgency to find out the goal 

of written documents seems to be a distinguishine mark of business written 
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cornmunication. It accounts for the fact that business people build up their texts 

stating the aim of their writing in the first unes and then follow a particular order in 

the organization of infonnation. When describing the way in which business writers 

organize the information, Eustace (1996: 54) states that business writing is never a 

continuous piece of prose, but rather "a set of functional boxes". In genre meta-

language, these `boxes' are the rhetorical moves that help readers recognize the 

communicative goal of a genre (Swales 1990). 

Business writers shape their texts in the conviction that the genres they use are 

"typified responses to social exigence" (Eubanks 1998, cited in Smith 2002: 60). 

Since writers are aware of the fact that skilled readers use their knowledge of the 

world and of previously encountered similar texts (Marshall 1991), they shape their 

written texts in accordance with the readers' expectations; simply put, the business 

audience expects and demands this. 

The goal-driven nature of business written communication is also reflected in 

titles and headings which are widely used to anticipate content and get texts moving 

quickly and when additional information is necessary, it is included in an appendix. 

In conclusion, just as any other specialist group has a unique style and means 

of conununication, so does the business community, who achieve their 

corruntmicative goals by enacting a limited number of genres. By reproducing the 

conventions mentioned aboye, writers fulfill the expectation of their readers and at 

the same time, reinforce the values of the business community. As a thorough 

description of each of the written genres used by the business community would 

extend beyond the scope of this research work, the next section focuses on the 

business report, the genre chosen to investigate the application of genre pedagogy. 

1.8. The business report genre 

The business report is "an infonnative formal piece of writing written on 

request, presenting and evaluating the positive and/or negative features of a person, 

place, product, etc, and may include suggestions as well as a general assessment, 

opinion and/or recommendation" (Evans 1998: 22). Senior staff request ernployees 

to write reports evaluating a wide variety of situations. Since reports are used in 
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• 
• 
• 

every area of administration, they are likely to vary in content and may serve quite 

specific purposes such as to assess the conveMence of buying a new product or the 

suitability of a candidate for a position in the company. In fact, many authors 

describe three main types of business reports: the persuasive report, the assessment 

report, and the informational report. However, it can be argued that in every case, 

the main purpose is to present facts objectively so that decisions can be made. 

Although most authors (Evans 1998; Cotton and Robins 1993; Cotton et al. 

2001) agree that there is no set layout for business reports because every company 

is likely to follow its own conventional styles, they do point out that ah l reports are 

presented schematically, that is, divided into sections and subse,ctions that make 

them more readable and with headings and subheadings that indicate concisely the 

subject of a report. In BE, there is always a tension between institutional constraints 

and writer' s creativity; for this reason, genre knowledge becomes valuable in 

illuminating formal aspects of text construction (Section 1.5). Cotton and Robins 

(1993: 154) state that "using sections and a numbering system in a report enables 

people to refer quickly and easily to specific parts in it". The following sections 

make up the generic structure of a business report: 

1. Introduction 

This section is sometimes called `terms of reference'. It states the pungose of the 

report and, usually, who commissioned it. 

2. Body 

This presents the main content of the report, i.e., the facts. 

3. Conclusion 

This is what the wríter thinks about the facts and how he/she ínterprets them. 

-1. Recommendations 

These are practical suggestions about to the course of action to be taken. 
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It is worth pointing out here that the Introduction and Conclusion sections are 

common to most text types, whereas the Body and Recornmendation sections, which 

have a business-specific rhetorical function, are distinctive of business reports. 

Finally, the business report is usually signed with the writer's name and 

position in the company and is always dated, either at the beginning or at the end of 

the text, under the writer's signature and position. 

1.9. Conclusion 

The literature indicates that every genre is a socio-linguistic activity carried 

out by the members of a community and that genres evolve as participants 

recurrently use them to achieve particular communicafive goals. Three main schools 

(NR, SFL, and ESP) have concentrated on genre studies analyzing the fonn and 

fimction of the discourse of particular communities and the social contexts in which 

genres are used. However, the fact that different genre schools have different 

pedagogical goals and teaching contexts accounts for the lack of a unified 

theoretical approach to genre studies. Bhatia (1993) makes this point forcefully 

when he calls for 

... a model which is rich in socio-cultural, institutional and organizational explanation, 
reievant and usefiil to language teachers and applied linguists rather than to grarnmatical 
theorists, and discriminating enough lo highlight variation rather than uniforrnity in 
functional language use; a model which is not seen as an extension of grammatical 
formulism but is truly applied in nature, in the sense that it requires rninimum support and 
interference from grammatical theory, and exploits maximally the conventional aspects of 
language use (p. 11). 

Another issue addressed was the pedagogical value of genre-based instruction. 

Research seems to indicate that knowledge of target genres provides individuals 

with the means to interact effectively with other community members. As shown in 

2.5, "genre knowledge" implies being aware of the social contexts in which texts are 

produced and the purposes they serve in society. In fact, in the specific context of 

Business English writing, researchers point out that to understand the writing 

conventions of the business community and, later on, to become effective 

participants of such community, learners need to know the repertoire of genres 
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business people recurrently use and the particular social contexts in which those 

genres are used (Orlikowski and Yates 1994; Wesolowski 2000; Donna 2000; 

Hyland 2003). More specifically, the references in this study point out the relevance 

of genre analysis in developing effective writing skills. On the one hand, research 

demonstrates that by carrying out genre analysis of target texts, learners can become 

aware of the moves around which business writers structure their texts, as the 

analysis "offeTs writers an explicit understanding of how texts in target genres are 

structured and why they are written the way they are"(Hyland 2003:26). On the 

other hand, since genre analysis provides information about the vocabulary and 

grammar typically used by the business con-imunity, it provides learners with the 

appropriate linguistic resources to become successful genre users. As Flyland notes, 

"to create a well-formed and effective text, students need to know the lexico-

grammatical patterns which typically occur in different stages" (2003:26). Finally, 

the description of business writing features in general and the business report in 

particular reveals the values and beliefs that tmderlie business communication. lii 

fact, as Louhiala-Salminen (1996:50) points out, "business communication should 

not be treated as something separate from the real business hut rather as a thread 

which is interwoven in evetything that happens in business". For this reason, the 

more learners become aware of the contextual fratnework iii which business writing 

takes place, the more they will understand the rhetorical and linguistic features that 

constrain business written communication. 

1.10. Aim of the Dresent study 

In the light of the rnethodological fratnework provided by Genre Theory and 

on the assumption that genre-based instruction facilitates the task of Business 

English learners without job experience, the aim of this study is to investigate the 

efficacy of genre-based instruction in the teaching of business report writing to 

Spanish speaking studertts with an intermediate level of proficiency in English in 

order to provide new empirical evidence of the effects of genre pedagogy in written 

communication in BE contexts. 

For the purpose of this study, I have chosen the business report as the written 

text to be taught from a genre-based perspective. A secondaty objective of this work 
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is to assess the effectiveness of the material and class activities that were specially 

designed for this study. 

1.10.1. Research questions 

In accordance with the aim stated aboye, this work is intended to answer the 

following questions: 

1. Does genre-based pedagogy facilitate the development of specialist-writing 

skills for learners with an intennediate English proficiency? 

2. Is genre-based instruction an effective tool to teach business written texts to 

students without work experience? 

1.10.2. Hypotheses 

It was assumed that the mean of scores obtained by the experimental group in 

the post-test would be higher than that obtained by the control gioup as the former 

would have improved their writing skills from being instructed following a genre-

based approach; therefore, 

Ho: Genre-based instruction does not enhance the written production of BE 

learners with an intermediate English proficiency. 

Hl: Genre-based instruction enhances the written production of BE learners 

with an intennediate English proficiency. 

These hypotheses will be investigated in Chapter 4, which presents the data 

analysis. 
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CIIAPTER 2 

Methods 

The previous chapter provided the theoretical background of the issues which 

are the main concern of this study. This chapter describes the context, participants, 

materials, procedures and methods of research of the study. It also states the reasons 

which led to the choices made in it. 

2.1. Context of the study 

This study was conducted at Universidad Empresarial Siglo 21 (UE S21) in 

the city of Córdoba, Argentina, during the second semester of 2002. This university 

offers BA programs of study in a number of business-related fields (Business 

Administration, Marketing Management, Administration Management, Human 

Resources Management, Public lelations Management, and International 

Commerce, among others). Every degree program includes a six-level Business 

English (BE) course (Inglés I, II, III, IV, V, and VI) which ah l students are required 

to complete independently of the degree progam in which they enroll. The six-level 

course resembles general English courses in that the four skills (reading, writing, 

listening and speaking) are practiced; however, uniquely, the topics and context 

chosen to carry out instruction ah l relate to the business field. Throughout the 

program of study, students are expected to make progress from a false-beginner 

level in the first semester to an advanced level in the sixth semester. The subjects in 

this study were ah l students attending Inglés IV, the stage at which the business 

repon t is taught (see Appendix A). 
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The study is a quasi-experimental, pretest/posttest, control group design. The 

subjects were not taken at random but belonged to intact classes and were tested 

before and after treatment. 

2.2. Participants 

Sixty-nine subjects, 5 instructors and 3 raters took part in the experiment. 

Every participant volunteered their time for this study. 

2.2.1. Su bjects 

AH subjects were learners of English as a foreign language, the typical context 

of educational institutions in Argentina. They were at an intennediate level of 

instruction, which means that they had successfully passed three semesters of the 

BE program mentioned in 2.1. 

The first testing instrument (pre-test) was administered to 94 subjects in five 

classes at UE S21. Thirty-eight of these subjects (three intact classes) served as the 

experimental group (EG) and 31 (the other two classes) as the control group (CG). 

The remaining subjects' were not able to complete ah l the stages that the study 

required. 

The pre-study questionnaire designed to collect demographic information (see 

Appendix DI) revealed that the composition of each of the groups was 

homogeneous with regards to native language, socio-economic background (UE S21 

is a private university), areas of interest (all programs of study are business-related), 

and lack of experience in English repon writing at work. In addition, the groups 

were comparable with respect to the number of years they had studied English 

before the research study. Table 2.1 below serves as an outline of the profile of the 

subjects as derived from the questionnaire. English Studies refers to the number of 

years in English programs before the study. While 15 subjects reponed to have 

work-experience before the experiment, this experience was disregarded because 1) 

it was not professional business-related experience, and 2) because they did not use 

English in their work environment. 
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rabie 2.1. EG and CG composition 

Group Sex Age English Studies Work- expetience 

EG F: 13 19-23 : 36 1-3 yrs: 15 Yes: 3 

M:25 24 + : 2 4 + yrs: 23 No: 35 

CG F: 18 19-22 : 20 1-3 yrs: 14 Yes: 12 

M: 13 24+: 11 4 + yrs: 17 No: 19 

2.2.2. Instructors 

Five Spanish-spealcing teachers of English as a foreign language were chosen 

out of eight teachers who were teaching the BE course mentioned in 2.1. They were 

not chosen by the researcher but appointed by the academie board of UE S21 on the 

basis of their professionalism. In other words, they were considered the most 

suitable to participate in this research study because they were responsible people. 

Ah l of them had receíved their BAs in TEFL from the School of Languages of the 

National University of Córdoba. They liad similar practical experience teaching BE 

at UE S21. They used the same textbooks and administered standardized 

examinations. 

2.2.3. Raters 

Three Spanish speaking TEFL teachers scored the participants' scripts. None 

of these raters belonged to the staff of the UE S21. This was meant to ensure 

objectivity and to prevent them from being influenced by their work contexts. These 

raters had been teaching students at an intennediate level of instruction for more 

than five years and had varying degrees of experience in Business English. They 

reponed to have taught Business English in one-to-one classes but not 

systematically in any institutional Business English Program. Their little experience 

in BE teaching was controlled for by a short training session in how to score the 

reports. Two of them were colleagues of the researcher in the Master's Program at 

the National University of Córdoba and the third one was a professional contact. Al! 
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of them were selected for their professionalism and appreciation of the research 

process. 

2.3. Materials 

The materials used in this research study were: an instructors' pack, a raters' 

pack, two questionnaires, a pre- and a post-test, a class-materials pack for the EG, 

and a final guide to interview EG instructors. 

2.3.1. Instructors' guide 

A guide (Appendix B) was utilized to provide step-by-step support to the EG 

teachers, who had never taught following a genre-based approach. The activities and 

tasks designed were detailed according to goals and purposes to provide consistent 

implementation. 

2.3.2. Raters' pack 

A protocol was designed to guide the task of the raters as they did not have 

previous experience in rating business reports. It provided instructions on how 

students' performance should be rated and on how to use the scoring scale 

(Appendix C.1). The objective of this protocol was to minimize variation across 

raters. 

The General Mark Scheme scale, applied by the raters of the internationally 

recognized Business English Certificate (BEC), intermediate level in 2001, was used 

to score the sample reports. This scoring scale was chosen because it has been 

validated by the University of Cambridge Syndicate. This scale includes 6 bands of 

assessment (0-5), 1,vhich correlate with marks that represent how strong or weak 

students' performance is within each band. Since participants in this study have an 

intermediate level of English and band O corresponds to null achievement, this band 

was eliminated and the final scoring scale included bands 1-5 (See Appendix C.2). 

44 



2.3.3. Questionnaires 

Two questionnaires gathered qualitative data from the students: one was 

administered prior to the study and the second one after the study. Both instruments 

were written in Spanish to diminish the burden and tension of the participants. 

The pre-study questionnaire (Appendix D.1) was desigried to collect 

demographic information about the participants. It gathered information about age 

and sex of the participants, previous English studies, work experience, ability in 

writing business texts, prior instruction in report writing, and participants' 

perception of the report-writing task. It consisted of 11 multiple choice questions. 

The post-study questionnaire (Appendix D.2) aimed to elicit the students' 

perceptions of the genre-based in5truction as an approach to facilitate report-writing. 

It collected information about the-ir opinions as regards the materials used, the 

requested tasks, and their experience. It consisted of 9 questions, out of which 8 

were multiple choice. The final question was a prompt that encouraged students to 

openly comment on their experience in order to gather fitrther information that 

might prove relevant for the study. 

2.3.4. Testing instruments 

A pre-test (Appendix E.1) and a post-test (Appendix E.2) were designed to 

evaluate the participants' competence in writing business reports. In order to 

minimize the learning effect, two similar but not identical prompts were utilized to 

elicit the reports. 'The pre-test prompt was an advertisement for a telephone 

answering machine whereas the post-test prompt was a candidate's curriculum vitae. 

Students were requested to perform the same communicative task in both testing 

instances: to produce a written business report of around 120 words evaluating the 

information provided by the prompt and making recommendations as to the course 

of action to be taken. In order to reduce the effect of uncontrolled variables such as 

participants' previous knowledge of the topic, the prompt stated ah l the information 

to be incorporated into the report. 
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2.3.5. Class material 

A student's pack of genre-based activities was compiled to be the only 

material used when teaching report writing to the EG (Appendix F). There were four 

types of activities: 

a) Activities that aimed to raise participants' awareness of generic 

conventions regarding layout and style of a business report. 

b) Activities that aimed to increase awareness of generic structure. 

c) Activities that aimed to raise awareness of textual cohesion. 

d) Integrative activities. 

The majority of the activities liad successfully been piloted with BE students 

who sat for the Business English Certfficate (BEC) examination in 2002 (See 

Trebucq 2001). 

2.3.6. Interview with EG teachers 

A guided interview with each of the EG teachers was held at the end of the 

experiment (Appendix G). The interview aimed at collecting information about the 

instructors' appreciation of the genre-based approach as a theoreticat framework to 

teach BE writing. It also enquired into their perception of the materials and tasks 

used to teach report writing in order to help the researcher evaluate the suitability of 

the materials. 

2.4. Procedures 

The study was carried out with official permission from the academic board of 

the UE S21. It lasted five months. The first twelve weeks (August to Octob-er 2002) 

were devoted to the implementation of the study at the UE S21, and the remaining 

eight weeks, i.e., after the end of the academic year, were assigned for scripts' 

selection, scripts' scoring and data analysis. Table 2.2 shows the stages followed on 

site during the academic year. 
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rabie 2.2 Study Implementation at the IJE S21. 
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Instructors and 
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2.4.1. Instructors and raters' training 

Before the experiment, three of the five instructors were randomly selected to 

lead the EG; they received individual training sessions in teaching report writing 

following a genre-based approach (weeks 1 and 2). Due to time constrains, it was 

impossible for EG instructors to be trained in a group; however ah of them were 

trained by the same researcher and with the same materials. Instructors were not 

able to read fiirther bibliogjaphy on genre-based pedagogy and were thus briefed on 

its central issues. They expressed that although they were not acquainted with genre 

theory, the way they had been teaching report writing up to that moment resembled 

the approach being proposed. Therefore, instructors felt comfortable with the class 

activities pack and used it as the sole material to teach report writing. The other two 

instructors received no training and led the CG following a communicative 

approach. 

The three raters attended an individual training session with the researcher 

who informed thern about their role in the study and described the evaluating 
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cnteria. Five tests, one belonging to each band (1-5) were selected from the pre-test 

samples to practice test-scoring. Each rater received a folder containing: 

lb 

(11/ 
b) the scoring scale (Appendix C.2), 

(1/ c) a copy of the pre- and post-test rubrics 

(9 d) five sample tests, one from each band, to discuss and agree on evaluation 
-..e•-

t'. 
criteria. 

(1/ 
e) a scoring sheet to document the scores assigned to each sample (Appendix 

(.9 C.3) 

a) a Protocol (Appendix C.1) about how learners' scripts in the pre- and post-

tests should be rated and how to use the scoring scale, 

II 
1 

(9 
At the training session, raters were instructed not to make corrections on the 

, 
samples but to assign them holistic marks that reflected the achievement of the 

1  
intended purpose of the task. Next, the scoring scale was read aloud and criteria of 

14. prioritized over accuracy 
1 evaluation unified. On the basis of Brieger's (1997: 42) defmition of `effective 

communicators', the completion of the business task was 

1 
of expression to simulate real business situations. 

;i 2.4.2. Administration of pre-study questionnaire 

; 

; 

I1 

i 

I 

During weeks 3 and 4 participants of the EG and CG groups filled out the pre-

study questionnaire. Ah l students attending Inglés IV were asked to volunteer their 

participation in the experiment. They were not asked to sign a written con sent; 

however, every instructor explained to their students that 

• the aim of the study was to check the efficacy of a new "way" of teaching 

business written connnunication. 

• the texts they would produce were not going to be graded or used in any 

way to evaluate performance. 

• those who did not want to participate were free to leave. 

• they should use pseudonyms rather than their own names (to prevent 

discomfort and encourage honest answers). 

48 



2.4.3. Pre-test 

Instructors administered the pre-test (Appendix E.1) to ah l subjects in groups 

EG and CG during the sixth week of class, that is, prior to the teaching of report 

writing. They did not impose a time limit for subjects to complete the task but 

administered it 30 minutes before the end of the class. The objective was to allow 

subjects sufficient time to fulfill the task but not enoug,h time to revise their texts. 

During the test, instructors did not answer students' questions about the generic 

structure of the business report; they only answered questions on vocabulary. 

2.4.4. Treatment 

Participants of the experimental (EG) and control (CG) groups underwent a 4-

week (weeks 6-9) period of instruction in their own classrooms and according to 

their class schedule. During eight ninety-minute classes, approximately 30 minutes 

of every class were devoted to report writing. The CG received no instruction 

following the genre-based approach. Although CG instructors drew students' 

attention to the macro-structure of a report (introduction/body/conclusion), they did 

not engage into deeper text analysis such as highlighting the connection between the 

purpose of a text and the structural and linguistic choices that realize it. 

The EG group received systemati,c genre-based instruction on business report 

writing. The entire instruction aimed to develop subjects' understanding and 

application of the typical features that characterize the genre business reports. It was 

carried out through the set of activities prepared for this study (See Appendix F). 

The presentation of the topic varied between inductive and deductive approaches 

and the practice was carried out with whole texts rather than discrete sentences. 

Following is a description of the tasks performed during treatment. Each task is 

explained under a heading that reflects the generic feature it aimed to highlight. 
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(a) Activities that aimed to raise subjects* awareness of the conventional 
layout and purpose of written business reports. 

Intentionality 

Subjects were asked to read three model reports (See Appendix F, texts 1, 2, 

and 3) and to focus on the following questions: 

Why did Yvonne Elliot, Finance Director write report I? Why did D. 

Logan, Sales Director, write report 2? Why did Jim Bowen write report 3? 

Why do business people write reports? 

From this inductive exercise students concluded that the purpose of a 

business report is to pass on requested information thus pointing out a central issue 

in Genre Theory: the purpose of a text defines the genre it belongs to. 

Variation 

After the identification of the purpose of business reports, subjects were led 

to focus on similarities and differences in layout and style between the three 

reports. Through this task, students realized that genre conventions are likely to 

vary slightly from company to company. 

Conventions 

The next step was the presentation of report 4 (See Appendix F, text 4), 

which exhibits an untidy layout and careless style, for participants to comment on 

the receiver's likely reactions. The goal of this task was to make participants aware 

of the readers' expectations and to realize that failure to adhere to the writing 

conventions of the business community may render their texts hable to be 

misunderstood and therefore disregarded. Finally, participants were asked to 

rewrite report 4 following the layout conventions they had observed in the model 

reports 1,2, and 3. 
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(b) Activities that aimed to increase participants' awareness of generic 

structure 

Text types 

Instructors presented excerpts from different text types (a letter, a narrative 

and a report) for subjects to identify text types (Appendix F, texts 5, 6, and 7). 

Although the task presented no challenge to participants, it revealed that each text 

type has its own characteristic structure and that both the purpose of a text and the 

context in which it is written constrain text production. 

Moves 

Alter the identification of different genres, students were asked to match 

headings to each of the sections of a report (See Appendix F, text 8). This task 

drew students' attention to the different "moves" that make up the generic structure 

of a business report. 

Generic structure 

The following activity elicited students' prior knowledge of report writing in 

their own language. They were asked to comment on the "necessary" parts (generic 

strztcntre) that a Spanish business report should contain in order to be successfill. 

At this point, the instructors avoided making prescriptive contributions because the 

aim of the task was to make students realize that generic types, both in English and 

in Spanish have their own intemal structure. Practice of generic structure was again 

provided by presenting scrambled strips of paper containing the moves that build 

up a business report for students to re-assemble them (See Appendix F, text 9). 

Moves and purposes 

Reports 1, 2, and 3 (Appendix F) were used again for students to draw 

boundaries between moves and to state the partial goals each move accomplished 
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within the text. Through this task students confinned that business reports have 

distinctive rhetoncal sections and that each one serves a different purpose. 

Rhetorical devices 

Reports 1 and 3 (Appendix F) were distributed aga-in for participants to 

identify the type of linguistic resources that realized the different purposes of each 

stage (active / passive voice, declarative / interrogative / imperative sentences). In 

this way, participants were able to notice that each part of the generic structure of a 

business report is realized by recurrent rhetorical and linguistic features that 

"shape" the goal of each move. 

(c) Activities that aimed to raise participants' awareness of textual 

cohesion 

Textual coherence and cohesion 

The following set of clauses was presented to participants: 

As requested, I am sending the information. It's very rarely fintnd 

in Texas. They thmk so. When does the championshzp start? 

No, I don '1 know how to operate it 

Instructors exploited this material by asking participants the following questions: 

"What is the purpose of this `text'?" 

"What information is being sent?" 

"What is rarely found in Texas?" 

"Who are `they'?" 
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The fact that students were unable to answer the questions led them to realize the 

need for specific 'elements' beyond the level of the clause to connect clauses 

together and organize them as coherent messages. Report 3 (Appendix F) was given 

to subjects for them to identify the elements that create cohesion. The aim of this 

exercise was to draw participants' attention to the ways in which reference, ellipsis, 

junction, and lexical choice affect the development of ideas. Additional practice 

was given by asking students to extract the content words from a business report 

and to group them into lexical strings assigning headings to each group. Through 

this exercise, students became aware of the ways in which field-specific vocabulary 

contributes to textual cohesion. 

(d) Integrative activities 

I will describe here only one of the tasks to integrate the k-nowledge gained 

through the previous discrete activities. The rest of the activities can be found in 

Appendix F. Participants were asked to write a 100-word report evaluating two 

possible locations for a restaurant. The allotted time was 25 minutes. The aim of 

setting a time limit was to allow participants enoug,h time for production but not for 

revision. The instructor refrained from making comments while participants 

produced their first drafts. The second step of the exercise requested students to 

analyze the fonnat of their own texts: if they were satisfied with their work, they 

proceeded to analyze the generic structure; however, if they considered that re-

arrangements were necessary, they were asked to rewrite their texts. In the same 

way, they proceeded with the analysis of text cohesion. Only after they had finished 

their own step-by-step revision were they asked to hand in their final draft to the 

instructor. In this way, participants integrated the knowledge they had acquired 

through previous exercises and, at the same time, worked independently pondering 

their own production. 

The EG classes were periodically observed by the researcher. The minor 

deviations from the plan were discussed after class with the instructors. 
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2.4.5. Post-test 

On week 11, a post-test, with the same structure and purpose as the pre-test, 

was administered to both groups (Appendix E.2). This test was given under the 

same environrnental conditions as the pre-test. As in the pre-test, instructors neither 

answered questions about generie structure nor imposed a time limit for participants 

to complete the task. They administered it 30 minutes before the end of the class and 

only answered questions on vocabulary. 

The only difference between the pre-test and the post-test was the written 

prompt used to elicit the task. The replacement of the written prompt was necessary 

to remove any risk of participants' remembering what they had written on the 

pretest. 'The scripts were codified as indicated in 2.4.8. 

2.4.6. Administration of post-study questionnaire 

On week 12 instructors administered the post-study questionnaire (Appendix 

D.2) to students of the EG. Only 22 subjects handed in their questionnaires because: 

(a) as week 12 marked the end of the academie year, many students did not attend 

classes te study for final exams, and (b) ene of the instructors forgot to administer 

the instrument to her class. These drawbacks reflect the complexity of researching in 

institutions which do not have a long-standing tradition of research and publication. 

2.4.7. Interview with EG teachers 

After treatment, every EG teacher attended an individual interview with the 

researcher. A set of questions was designed te structure the interview (Appendix G). 

The teachers were asked to comment on their experience teaching report writing 

from the genre-based approach and to give their opinion about the class activities 

used. The interviews were carried out in Spanish to dirninish the instructors' tension, 

as they were being recorded, and to create a relaxed atinosphere that would foster 

spontaneous vvide-ranging answers. Every interview was transaibed and the 

qualitative data collected complernented the quantitative results of this study. 

54 



••
••

••
••

••
ft

e
e
s
e
e
e
m

e
e
e
m

e
s
e
e
s
e
m

e
e
••

••
*
••

••
••

• 

2.4.8. Scripts selection and codification 

Although 94 reports were gathered at the first data collection session (pre-test), 

25 sarnples had to be discarded for the following reasons: (a) Five scripts had been 

used as examples at the raters' training session and (b) Twenty students did not 

hand in the corresponding post-test. The codification system below was used to 

identify the samples and was not revealed to any participant in the study (For 

example, G I P2 PPS34). 

G1 / G2 for control and experimental group respectively, 

PI / P2 for pre- and post- test respectively, 

PC / PP / P11 PRI / PV to identify the classes participants belong to, and 

S 1 /2 /3 /4, to enumerate participants. 

2.4.9. Scripts scoring 

Each rater was first given a pack of 69 photocopied pre-tests. The samples had 

been previously shuffled to avoid the raters' identification of the samples as 

belonging to either EG or CG. Then, they scored the pre-tests. Despite the 

recommendation to return their scoring sheets in fifteen days, all raters took a longer 

period to complete their task. However, since serious scoring is time-consuming and 

raters were also fidfilling their teaching tasks at the time this study was carried out, 

it was unadvisable to exert further demands. Fifteen days after each evaluator 

handed in their pre-test scoring sheet, they received the corresponding post-test 

samples to carry out the same task. An interval of 15 days was considered necessary 

to avoid instructors' identification of students' writing style. 

2.5. Method of Analvsis 

Cohen's Simple Unweighted Coefficient and Wilcoxon Rank Sums statistical 

tests were used to analyze the quantitative data from the pre- and post-tests. The 
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tests. The former was used to measure the inter-rater reliability of the three raters 

who took part in this study. The latter was applied to the scores given to the scripts. 

The dependent variables were the three raters' sets of scores obtained from the 

pre- and post-tests. The independent variable of interest here was the genre-based 

instruction implemented in this study. 

Students' .scripts were qualitatively analyzed for code associations using 

AQUAD.5 (Analysis of Qualitative Data). The data collected from students' 

questionnaires and instructors' interviews were used for triangulation. 

- 
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CHAPTER 3 

Results and discussion 

Chapter 2 described the design and methodology of this research study and 

analyzed the choices made for its implementation. The chapter included the 

necessary information for the replication of the study in terms of materials and 

instruments used and the statistical procedures carried out with the data collected. 

This chapter will present the results derived from the quantitative and 

qualitative data collected. The implications, limitations and directions for fiwther 

research will be presented in chapter 4. 

3.1. Quantitative analvsis of the data 

The present study used two statistical tests to analyze the results obtained from 

the data collected. The first was Cohen's simple unweighted coefficient, a kappa test 

type which was used to measure the inter-rater reliability of the three raters who 

took part in this study. The raters marked the scripts independently and their scores 

were corrected for chance agreement using the first test. The second test, Wilcoxon 

Rank Sums, was then applied to the marks given to the scripts in order to compare 

the performance of the experimental and the control groups. 
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3.1.1 Interrater reliability 

( 

Interrater reliability was analyzed to investigate to what extent the three raters 

involved agreed on the value of each script and reached the same conclusion. Kolbe 

and Burnett (1991) state that studies which do not produce a high level of reliability 

"suggest wealcnesses in research methods, including the possibility of poor 

operational defmitions, categories, and judge training" (p. 248). The authors focus 

on three important issues regarding interrater reliability. The first of these issues 

refers to what is normally accepted as strong levels of reliability. One of the most 

common statistical tests used to calculate interrater reliability is Cohen's kappa (k), 

also referred to as kappa. However, when the categories are nominal, as in this case, 

Cohen's simple unweighted coefficient is the form of kappa that can meaningfully 

be used. Kappa values of .70 and aboye are considered to be good agreement; values 

from .50 to .69 reflect fair agreement and values below .50 indicate poor agreement 

betwe9n raters. The second issue addressed by Kolbe and Burnett's suggestion 

refers to rater's training. It is generally accepted that well-trained raters, especially 

in cases where they train and work in the same place, are likely to achieve higher 

agreement coefficients. However, there have been studies in marking written scripts 

in which raters have achieved good agreement even without training (Asis 1998; 

Bombelli 2005). Finally, Kolbe and Burnett also suggest the importance of strong 

research methods and instruments to achieve high interrater reliability. This last 

issue points to the need for validating,the scoring scale used for rating the scripts. 

The most common validation procedures for data collection instruments are the use 

of statistical tests (tests of internal consistency) or the use of internationally 

validated scales (such as the ones used to mark reports in international exams). 

The present study observed the three issues addressed by Kolbe and Burnett. 

First, the study followed the second procedure for the validation of its measuring 

instrument. The scale used to rate the scripts in this study is the same scoring scale 

used by the raters of the internationally known test Business English Certificate 

(BEC) designed and administered by the University of Cambridge Syndicate. This 

scoring scale is internationally recognized and has already been validated by the 

University of Cambridge Syndicate. Secondly, the three raters who took part in the 

rating of the scripts were trained following the same standardization procedures as 
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those used for BEC markers. Finally, although the three raters do not work together, 

they have similar years of experience in teaching and evaluating students' written 

production. These factors may have contributed to the level of reliability achieved 

by the raters in this study. Table 3.1 below shows the coefficient of interrater 

reliability (k= .83) obtained from the rating of the scripts, indicating a good level of 

agreement arnong the raters. 

Table 3.1 Reliability Coefficients. Cohen 's simple unweighted coefficient 

Unweighted Coefficient: .83 

3.1.2 Performance of the groups 

As explained aboye, the present study used Wilcoxon Rank Sums to analyze 

the data resulting from the performance of the two groups when writing business 

reports. The Wilcoxon test is a non-parametric test used to compare the performance 

of two groups. Although this test does not allow ample generalizations of the results 

to other contexts as parametric tests do, it is a well-known, standard and reliable test 

for comparing nominal data like the ones obtained in this study. It is important to 

notice here that, although the raters assigned marks to the reports, these marks are 

still nominal data as they represent discrete marks or bands on a scale: 1, 2, 3, 4 or 5. 

These marks, which are used for practica] reasons, represent categorical rather than 

numerical data. 

Before running Wilcoxon Rank Surns on the data, the normal distribution of 

the scores obtained from both the control and the experimental groups was verified. 

Although non-parametric tests do not require normally distributed data, a set of data 

showing a high degee of skewedness would indicate that extreme values have 

pulled the point of central tendency either positively or negatively. Highly skewed 

data may thus cause results to be less áccurate. To verify the normal distribution of 

the data, the mean, the median and the mode were calculated to ensure that they 

were approximate values. Table 3.2 and Table 3.3 show these values for the pre- and 
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post-test scores from the Control Group (CG) and Experimental Group (EG), 

respectively. 

Table 3.2 Mean, median and mode for CG 

PRE-TEST POST-TEST 

MEAN 1.95 2.20 

MEDIAN 2.00 2.00 

MODE 2.00 2.00 

Table 3.3 Mean, median and mode for EG 

PRE-TEST POST-TEST 

MEAN 2.10 2.89 

MEDIAN 2.00 3.00 

MODE 2.00 3.00 

As can be seen from Table 3.2, the scores from the pre- and post-test for the 

CG show a tendency toward a normal distribution and only a small degee of 

skewedness. The difference in mean betWeen the pre-test and the post-test scores is 

not big enoug,h to be significant and may have been produced by the leaming effect 

and the normal maturation of the students in this group. Table 3.3 also shows that 

the scores obtained from the EG are relatively normally distributed but the 

difference in mean is big enough to be significant and cannot be said to have been 

produced by either of the effects mentioned aboye. Figures 3.1 and 3.2 below 

gaphically represent the distribution of the post-test scores for both groups. The 

horizontal axis represents the bands of the scoring scale and the vertical axis 

represents the number of times each band was registered. It is worth noticing here 

that the une charts indicate not only the higher mean in the EG but also a lower level 

of skewedness. 
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Figure 3.1 Distribution of Post-Test Scores for Control Group 
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Figure 3.2 Distribution of Post-Test Scores for Experimental Group 

Once the normal distribution of the scores was verified, the probability level 

for the study was set at .01. In other words, the probability for the results obtained 

after running the statistical test to have happened by chance is 1 in 100. This high 

level of probability was meant to be another step to improve the validity of the 

results. The z value of 6.23 (z = 6.23) was obtained from comparing the marks 

assigned to the reports in the post-test of both the EG and the CG. The critical value 
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14),
for an alpha (probability) leve! of .01 is 2.57 (See Table 3.4 below). As the z value 

obtained (6.23) is higher than the critica' value (2.57), the null hypothesis can be 

rejected with a high degree of confidence as the students in the experimental group 

who used the genre-based approach to writing reports outperformed those in the 

control group. 

Table 3.4 Wileoxon Rank Sums for EG and CG 

EG CG 

815.5 910.5 6.23* 

p< 01, n= 69 

Although the non-parametric test used in this study does not allow us to claim 

that the same results will be obtained by other groups of similar students, the 

analysis of the quantitative data collected seems to indicate that the experimental 

group outperformed the control group due to the treatment received. 

3.2. onalitative analvsis of the data 

As has been stated in Chapter 2, this study intends to triangulate results 

obtained from the quantitative and the qualitative data collected. Triangulation has 

been identified as a key element in quantitative and qualitative research (Miles & 

Huberman 1994; Silverman 1993, 1997). Miles and Huberman (1994) identify five 

types of triangulation: triangulation by data, by method, by researcher, by theory 

and by type of data In the context of this study, the type of triangulation used is the 

first one. The purpose of applying triangulation by data is to enhance interna! 

validity by a more detailed, multi-layered interpretation of the phenomenon under 

study (Paulien, VeTloop & Beijaard 2002). 

The qualitative data analyzed in this study come from three different sources. 

The first source is the reports written by the CG and the EG in two different 
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instances: the pre-test and the post-test. The second set of qualitative data was 

provided by the interviews with the teachers who administered treatment to the 

experimental group. The last source is the post-study questionnaire administered to 

subjects at the end of the study. 

3.2.1. Reports analysis 

The reports written by both CG and EG groups were analysed to measure the 

strength of code associations in them. By code association is meant the systematic 

relationship between lexical items and the rhetorical fimctions they serve (Huber 

2001). Thus, the code associatíons in the post-test reports of the EG should be 

stronger than those of the CG. Code association was investigated by using 

AQUAD.5, the software for analysing qualitative data. This software allows 

computer-assisted codification of qualitative data and, among other fimctions, 

assessment of the systematic relationship between codes. 

3.2.1.a. Identifying macro and micro codes 

Before exploring the strength of the systematic relationships between codes, it 

was necessary to identify the codes expected to be found in each section of the 

reports. It is worth remembering at this point the rubrics given to the students in 

both groups participating in this study. The rubrics read: 

The Personnel Manager has asked you to evaluate hiring a public affairs 

associate in order to make the Public Relations. Department more e wient. 

Read the job ad and then Fiona Scott 's CV. Finally, write a report evaluating 

the candidates' qualifications together with your recommendation. 

Texts were codified for two types of codes: macro codes and micro codes. By 

macro codes, I mean structural codes, or set pirases, that bear a connection with the 
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structural sections of the repon the students in both groups were asked to write. 

Thus, different codes were expected to emerge for the introduction, the body, the 

conclusion and the recommendation sections of the reports. These codes have a high 

frequency of occurrence in authentic business reports, in texts from business books 

(New International Business English, Insights into Business, Adarket Leader) and in 

samples of test materials (BEC examinations). To avoid extraneous variables, care 

was also taken to include for this analysis only those codes students at this level of 

proficiency were supposed to know. Table 3.5 lists the macro codes expected to be 

found in the post-test reports of the two groups. 

Micro codes, on the other hand, refer to the field-specific expressions which 

are used to support the rhetorical functions of the reports. For the purpose of the 

present study, the micro codes in the descriptive and evaluative moves of the two 

main sections of a repon, the body and the recommendation, were analysed. These 

two main sections were selected as the focus of malysis because their rhetorical 

functions distinguish this genre from others commonly used in business writing. 

Table 3.6 illustrates the micro codes expected to be found in the reports of the two 

groups. 
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Table 3.5 Macro codes expected to be .fozmd ni post-tests 

SECTION CODES 

Introduction The purpose of the intention of 

the aun of this is a repon t concerning, 

this repon t oudines,presents 

assesses/evaluates, the report 

contains the assessment of.. As 

requested, ibis reports... 

Body This candidate is, The 

experience of the candidate indica/es 

that, with regard to our requirements, 

. The candidate has... 

Conclusion To conclude, to sum up, on the 

basis of the only possible conclusion 

Recommendation 1 believe/feel thmk, would be 

ideal for, it wozdd not be advisable/ 

advantageous/ practica', my 

recommendation is, I recommend 

that... shozdd he... 

Table 3.6 Micro codes expected to be found in post-tests 

SECTION 

Body 

COPES 

Candidate, details, experience, 

qualifications, agency, assistant, 

improve, graduate, efficiency, 017 the 

one hand, additionally, in addition, 

bes/des, moreover, for instan ce 

Recommendation Professional, strong, ample, 

efficient, fine« best, public affairs 

Results indicate that, in the post-test, the EG outperfonned the CG by makíng 

use of a higher number of macro codes to realize the rhetorical function of each of 
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the four sections, i.e., introduction, body, conclusion, and recommendation. nese 

findings seem to suggest that systematic training with focus on the relationship 

between rhetorical function and genre-specific macro codes enhances students' 

performance. Table 3.7 below shows that the strongest difference between the two 

groups was in the body section -10% in favour of the EG group. Interestingly, in the 

introduction and recommendation sections, there was a similar gain (6%) although it 

was expected that the latter section would show higher gains than the former 

because of its business-specific rhetorical function. The lowest gains (3%) were 

observed in the conclusion section probably because the macro codes that realize 

this section are common to most business genres and are consequently less likely to 

be affected by genre-specific training. 

Table 3.7 Macro codes found in CG and EG post-test reports 

Codes CG 

Post-test 

reports 

EG 

Post-test 

reports 

Ma ero (Rhetorical function) 

Introduction (to introduce the 

purpose of the report) 

19% 25% 

Body (to describe the main 

features/characteristics of the candidates) 

21% 31% 

Conclusion (to round off the , 
description) 

20% 23% 

Recommendation (to make a 

recommendation based on the previous 

considerations) 

24% 30% 

% over 100 words 

The relationship between the section Introduction and the macro codes used by 

students needs to be explored in more detail as rt shows gains for the EG. Whereas 

most reports in the CG use the rather simplistic formula 'I am writing this report to', 

most reports in the EG show more elan-orate forms of indicating purpose, as shown 

by the following examples: 
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I'm writing this report to give you information about to the Best candidates to the new 
position in Public Affairs Associate. (C2-Cyro 4) 

I am writing to inform about the candidate's qualification that are necessary for the 
Post of Public Affairs Associate of Patagonia, which designs and distributes functional 
outdoor Clothing. (C2-Estrelly) 

I am writing this report to inform you about the main characteristics of candidates. 

(C2-Eugenia) 

I writting this report to inform about the result of my evaluate the Fiona Scott 
qualifications. (C2-EVA) 

I'm writing this report to inform about the last selection of the candidates, whích are 
going to be associate in order to make the Public Relations Department more efficient. (C2-
Evange) 

1 am writing this report to provide my opinion about the qualification of Fiona Scott to 
get the job in the Public Relations Department. (C2 Jacinto) 

This report is to ínform you about the advantage and dísadvantage of the candidate to 
our company. (E2-David F) 

In the present report 1 am going to evaluate the most suitable candidate. (E2-David 

G) 

The purpose of this report is to inform about the evaluation of Fiona Scott, who is the 
new possible candidate for the Public Relations department. (E2-Carolina) 

The pourpose of this report is to evaluate hiring a public affairs associate in order to 
make the public relations department more efficient. (E2-Cocorda) 

The purpose of this report is to inforM you about the conditions of the candidate, 
Fiona Scott. (E2-Natalie) 

The purpose of this report is to compare what person we need in the area of RRPP of 
our company and what are the characteristics of Fiona Scott to occupy the post of Publics 
Relations in our organízation. (E2-Pirata) 

This aim of this report is to inform you and evaluate the candidaie to inclu-de in the 
Public Relation Department. (E2-Natty B) 

This seems to indicate that the linkage between this part of the reports and the 

ways students linguistically realize it is stronger for the EG not only in tenis of 

percentages (19%-25%) but also in terms of the degree of structura1 complexity. 
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The results obtained from the analysis of the micro codes used by both groups 

at the post-test indicate that the EG also outperformed the CG in the number of 

lexical items used to reinforce the descriptive and evaluative functions of the 

reports. Table 3.8 below shows a 6% gain in the body section and an 8% gain in the 

recommendation section in favor of the experimental group. 

Table 3.8 Micro codes found in CG and EG post-test reports 

Codes CG Post-

test reports 

EG 

Post-test 

reports 

1 :lj,,,Miéro (Lexical items) 

Body (lexical items connected 

with description of 

features/characteristics) 

16% 22')/0 

Recommendation (lexical items 

connected with making 

recommendations) 

% over a 100 words 

19% 27% 

These results seem to correlate with the ones obtained at the levet of macro 

codes and to lend further support to the positive effects of the treatment. 

3.2.1.b Exploring systematic relationships: Using linkages 

The analysis of the qualitative data collected for the purpose of this study also 

included examining the relationship between the macro and micro codes identified 

and the body and the recommendation parts of the reports produced in post-test 

conditions by both groups. To explore this relationship I used the notion of 

linkages' (Glaser & Strauss 1967). Linkages are associations which are created 

between the macro and micro codes of a text. These associations are analysed by 

using AQUAD 5 and indicate the strength of the textual relationship between the 
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two types of codes in a given text. This exarnination vas can-ied out in the hópe that 

it would lend further support to the aims of the study. 

To this end, the reports written tuider post-test conditions by both groups were 

digitalized and then codified for the purpose of analysis. Ah l the reports produced by 

the EG were digitalized together imder the file name 'all_e2reborts.rtf which 

indicates ah l the second reports produced by the Experimental group. By the same 

token, ah l the reports produced by the CG were digitalized together under the file 

name `all_c2reports.rtf which indicates ah l the second reports produced by the 

Control group. nese file names appear in the analy. sis of linkages presented below. 

The codes used to codify both files were the same for standardization and 

comparative purposes. The macro codes used are specified in Table 3.9. The micro 

codes are illustrated in Table 3.10. 

Table 3.9 Macro codes used for coding texts 

Macro 
codes 

Represent Move in report 

K/S/Q/E Knowledge, 
Skills, Qualifications, 
Experience 

Body (to 
describe the qualities 
of the candidate) 

Recom. Recommendation Recommendation 
(to recorrunend the 
best or most suitable 
candidate for the job) 

69 



•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
!
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
 

Tab1e3.10 Micro codes used for coding texts 

Micro codes Represent Move in 
report 

Addition In addition, additionally Body 
Agency Agency/agencies Body 
Besides, Besides, Body 
Cand. Candidate Body 
Exp. Experi ence Body 
Graduate Graduate/graduated/graduation Body 
Instante For instance, Body 
On hand On the other hand, Body 
Qual ifícat. Qualifications Body 

Best Best, the best Recommendation 
Efficient Efficient, efficiency Recommendation 
Fluent Fluent, fluency Recommendation 
Prof. Professional Recommendation 

Think/believe 1 I think, I believe, In my opinion, etc. Recommendation 

It was expected that linkages between these codes would be higher in the post-

test reports of the EG than in those of the CG. AQUAD 5 calculates how these 

codes are related in the texts and shows 

a) the two codes for which the linkage is constnicted (e.g. `recom' for 

recommendation and `think/believe' for 'I think that...'), 

b) the number of instances in the text in which these two codes have been 

linked together, and 

c) the text example where these linkages have occurred. 

For the purpose of this section, eight examples of linkages are presented for 

the CG and the EG. It is probably necessary to recall here that the macro codes 

structure the content of the report whereas the micro codes represent the lexical 

encoding of such functions. Thus, it was expected that the function 

`recommendation' was going to be linguistically realized by words or phrases such 

as `think', `believe', 'in my opinion'. Of the eight examples analyzed in this section, 

four refer to the relationship between the macro code `recommendation' and two of 

its possible linguistic realizations (micro codes): `think/believe' and `fluent'. It was 

hypothesized that recommendations would be signposted by pirases such as 'I 
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believe', "I think' or 1 suggest', and that a reason for recomrnending a candidate 

would be their fluency in the German language, as suggested in the instructions for 

writing the report. The first linkage examined here is the relationship between 

`recommendation' and `think/believe'. The linkage is presented by AQUAD as 

indicated in output 3.1 below. 

LINKAGE ANALYSIS: 

Preconstructed linkage structure: 

-recommendation AND think/believe 

--> File: all e2reports.rtf 
61- 61: recommendation AND 62- 62: think/believe 

candidates. Also I recommend advertising the message. 

on the internet. I think that this is the best way to 

92- 92: recommendation AND 92- 92: think/believe 

I suggest that Fiona Scott's is a good candidate to a 

95- 95: recommendation AND 95- 95: think/believe 

I think that the Department of Human Resources should 
AND 95- 95: think/believe 

I think that the Department of Human Resources should 

171- 171: recommendation AND 171- 171: think/believe 
In my opinion Fiona Scott's a very good candidate 

250- 250: recommendation AND 250- 250: think/believe 

In my opinion this person is the best to this 

301- 301: recommendation AND 302- 302: think/believe 

Recommendations 

I believe that Fiona Scott is the appropiate person for 

419- 419: recommendation AND 419- 419: think/believe 

Fhirstly I think that Fiona Scott is suitable but 

721- 721: recommendation AND 721- 721: think/believe 

I think that she is well trained to take 
972- 972: recommendation AND 972- 972: think/believe 

I think that you should'recruit this candidate because 
10 confirmation(s) 

Output 3.1 Linkage between ‘recommendation' and 'opinion' for the EG 

There are 10 confirmations of linkages in the total number of post-test reports 

produced by the EG. The output for the same kind of linkage for the CG, on the 

other hand, shows that there are only 6 linkages, that is, 40% less linkages than in 

the reports written by the EG. 
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LINKAGE ANALYSIS: 

Preconstructed linkage structure: 

recom AND Think/believe 

--> File: all_c2reports.rtf 
54- 54: recom AND 54- 54: Think/believe 

I suggest this candidate for this job before you make 
AND 73- 73: Think/believe 

I suggest this candidate for this job before you make 
decision. 

254- 254: recom 
In my opinion 

289- 289: recom 

In my opinion 
366- 366: recom 

job. I suggest 
432- 432: recom 

Finally, in my 
6 confirmation(s) 

she 

AND 254- 254: 

I recommend that this 
AND 289- 289: Think/believe 

is the best candidate, because she 
AND 366- 366: Think/believe 

candidate for this job before you 
AND 432- 432: Think/believe 

opinion Fiona Scott is the good candidate 

this 

Think/believe 

Output 3.2 Linkage between `recommendation' and `opinion' for the CG 

A further comparison between these two outputs can be made by analyzing the 

fine numbers where the linkages occur. The toial number of Hiles for the EG reports 

is 985 and for the reports of the CG is 675, which indicates that as a group the 

reports for the EG tend to be 30 % longer than the reports for the CG. In the case of 

the EG, linkages for `recommendation' and `opinion' are more spread out in the data 

and have a wider range of coverage going from une 61 to 972, which also explains 

why there are more linkages in this group. 

A second point of comparison between the linkages in each group of reports is 

represented by the relationship between the fiinction `recommendation' and one of 

the expected reasons for recommending, linguistically real ized by `fluenr. It may be 

necessary here to remember that one of the requirements for the candidate was that 

they be fluent in German. The comparison between the outputs for both groups 

shows that while there are fifteen confirmations for the EG, the output for the CG 

shows five, as indicated in outputs 3.3 and 3.4 respectively. 
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LINKAGE ANALYSIS: 

Preconstructed linkage structure: 
K/S/Q/E AND cand 

--> File: all e2reports.rtf 
48- 48: K/S/Q/E AND 48- 48: cand 

The first candidete, Fiona Scott, is a excelente 
AND 55- 55: cand 

She has studied in a importent University, he university of 

London. Also since 1992. 

She is a prestigouses Public elation person, but she was 

born in GB. The Patagonia GMBH need that the mothbr 

tongue of candidates be 

81- 81: K/S/Q/E AND 92- 92: cand 
Fiona Scott has a good professional experience. In 1992 

she worked 
to Department of Public Relations in Scottish Wildlife 

trust. She was responsible for 

wríting articles on all aspects of the Trusts 

activities. 
From 1990 to 1991 she was assistant to the sports editor 

She graduated in University of London. She talk fluent 

German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

87- 87: K/S/Q/E AND 92- 92: cand 

From 1990 to 1991 she was assistant to the sports editor 

She graduated in University of London. She talk fluent 
German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

88- 88: K/S/Q/E AND 92- 92: cand 

She graduated in University of London. She talk fluent 

German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

92- 92: K/S/Q/E AND 92- 92: cand 

I suggest that Fiona Scott's is a good candidate to a 
590- 590: K/S/Q/E AND 604- 604: cand 

(Public Affairs Associate). She has a diploma in Public 
Relations of London Camber of Commerce and Industry. 

Fiona worked in departments of Public Relations, 
writing 
articles on al aspect of the "Trusts" activities and 
ensuring their distribution to the press. She was editor 
of the trusts mounthly jourlan and made relations with 

European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 
She is British, but she has a fluent German, In adition 
Fiona is interest in diferents sports (swimming/ rock 
climbing) 
It's a detail very important. 

Concluding, I think that Fiona is the best 
candidate that the Patagbnia GNBH has. Shi is suitable 

592- 592: K/S/Q/E AND 604- 604: cand 
Fiona worked in departments of Public Relations, 

writíng 
articles on al aspect of the "Trusts" activities and 
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ensuring their distribution to the presa. She was editor 
of the trust's mounthly jourlan and made relations with 
European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 
She is British, but she has a fluent German, In adition 
Fiona is interest in diferents sports (swimming/ rock 
climbing) 

It's a detail very important. 
Concluding, I think that Fiona is the best 

candidate that the Patagonia GNBH has. Shi is suitable 
595- 595: K/S/Q/E AND 604- 604: cand 

ensuring their distribution to the press. She was editor 
of the trusts mounthly jourlan and made relations with 

European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 

She is British, but she has a fluent German, In adition 

Fiona is interest in diferents sports (swimming/ rock 

climbing) 
It's a detail very important. 

Concluding, I think that Fiona is the best 
candidate that the Patagonia GNBH has. Shi is suitable 

598- 598: K/S/Q/E AND 604- 604: cand 

a very good experience on Public Relations. 

She is British, but she has a fluent German, In adition 
Fiona is interest in diferents sports (swimming/ rock 
climbing) 

It's a detail very important. 

Concluding, I think that Fiona is the best 

candidate that the Patagonia GNBH has. Shi is suitable 
600- 600: K/S/Q/E AND 604- 604: cand 

Fiona is interest in diferents sports (swimming/ rock 
climbing) 

It's a detail very important. 

Concluding, I think that Fiona is the best 
candidate that the Patagonia GNBH has. Shi is suitable 

18 confirmation(s) 
recommendation 

she speak fluent Germany. 

conclusiones 
Once finished the evaluátion of this candidate, 

I think that she is well trained to take 
771- 771: fluent AND 772- 772: recommendation 

she has a fluent German. 

I think that you should recruit this candidate because 
15 confirmation(s) 

Output 3.3 Linkage between `recommendation' and `fluent' for the EG 
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LINKAGE ANALYSIS: 

Preconstructed linkage structure: 
fluent AND recom 

--> File: all c2reports.rtf 
40- 40: fluent AND 54- 54: recom 

and Industry. She is fluent German and English. 
I suggest this candidate for this job before you make 

364- 364: fluent AND 366- 366: recom 

she speak fluent German. In conclusion she is very 
qualificated for this 
job. I suggest this candidate for this job before you 

425- 425: fluent AND 432- 432: recom 
3 ski instructor, IBM PC user and speak the fluent 
German. 
Finally, in my opinion Fiona Scott is the good candidate 

478- 478: fluent AND 493- 493: recom 

she speak fluent german, besides she working an 

To conclude, I recommend you looking for 
484- 484: fluent AND 493- 493: recom 

she can speak fluent german, besides she is working 

In conclusion, I recommend you see her as a very 
5 confirmation(s) 

Output 3.4 Linkage between `recommendation' and `fluent' for the CC 

Further evidence in support of the hypotheses investigated in the present study, 

and available for triangulation with the qualitative results, is provided by the 

linkages expected to be found in the body of the reports. 'The next four examples 

refer to the relationship between the macro finiction description of/he most suitable 

candidate, represented here by the macro code `K/S/Q/E' and two of its possible 

linguistic realizations: `candidate' and `graduate'. The first example is illustrated in 

the outputs below, where the linkages are fonned between the macro code 

`K/S/Q/E' and the word `candidate' as a linguistic realization of Rich a fitnction. 

The outputs that follow indicate the presence of eighteen linkages for the EG and 

eleven for the CG 
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LINKAGE ANALYSIS: 

Preconstructed linkage structure: 
K/S/Q/E AND cand 

--> File: all e2reports.rtf 
48- 48: K/S/Q/E AND 48- 48: cand 

The first candidete, Fiona Scott, is a excelente 
AND 55- 55: cand 

She has studied in a importent University, he university of 

London. Also since 1992. 

She is a prestigouses Public elation person, but she was 
born in GB. The Patagonia GMBH need that the mother 

tongue of candidates be 
81- 81: K/S/Q/E AND 92- 92: cand 

Fiona Scott has a good professional experience. In 1992 

she worked 

to Department of Public Relations in Scottish Wildlife 

trust. She was responsible for 

writing articles on all aspects of the Trusts 

activities. 
From 1990 to 1991 she was assistant to the sports editor 

She graduated in University of London. She talk fluent 
German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

87- 87: K/S/Q/E AND 92- 92: cand 

From 1990 to 1991 she was assistant to the sports editor 

She graduated in University of London. She talk fluent 

German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

88- 88: K/S/Q/E AND 92- 92: cand 
She graduated in University of London. She talk fluent 
German 

Recommendations 
I suggest that Fiona Scott's is a good candidate to a 

92- 92: K/S/Q/E AND 92- 92: cand 
I suggest that Fiona Scott's is a good candidate to a 

590- 590: K/S/Q/E AND 604- 604: cand 
(Public Affairs Associate). She has a diploma in Public 

Relations of London Camber of Commerce and Industry. 
Fiona worked in departments of Public Relations, 

writing 
articles on al aspect of the "Trusts" activities and 
ensuríng their distribution to the press. She was editor 
of the trusts mounthly jourlan and made relations with 
European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 
She is British, but she has a fluent German, In adition 
Fiona is interest in diferents sports (swimming/ rock 
climbing) 
It's a detail very important. 

Concluding, I think that Fiona is the best 
candidate that the Patagonia GNBH has. Shi is suitable 

592- 592: K/S/Q/E AND 604- 604: cand 
Fiona worked in departments of Public Relations, 

writing 
articles on al aspect of the "Trusts" activities and 
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ensuring their distribution to the press. She was editor 
of the trust's mounthly jourlan and made relations with 
European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 
She is British, but she has a fluent German, In adition 
Fiona is interest in diferents sports (swimming/ rock 
climbing) 

It's a detail very important. 
Concluding, I think that Fiona is the best 

candidate that the Patagonia GNBH has. Shi is suitable 
595- 595: K/S/Q/E AND 604- 604: cand 

ensuring their distribution to the press. She was editor 
of the trusts mounthly jourlan and made relations with 

European Enviromental agencies. I belive that she have 
a very good experience on Public Relations. 

She is British, but she has a fluent German, In adition 

Fiona is interest in diferents sports (swimming/ rock 

climbing) 
It's a detail very important. 

Concluding, I think that Fiona is the best 
candidate that the Patagonia GNBH has. Shi is suitable 

598- 598: K/S/Q/E AND 604- 604: cand 

a very good experience on Public Relations. 

She is British, but she has a fluent German, In adition 

Fiona is interest in diferents sports (swimming/ rock 

climbing) 
It's a detail very important. 

Concluding, I think that Fiona is the best 

candidate that the Patagonia GNBH has. Shi. is suitable 

600- 600: K/S/Q/E AND 604- 604: cand 

Fiona is interest in diferents sports (swimming/ rock 

climbing) 

It's a detail very important. 

Concluding, I think that Fiona is the best 

candidate that the Patagonia GNBH has. Shi is suitable 
18 confirmation(s) 

Output 3.5 Linkage between `K/S/Q/E' and 'candidate' for the EG 
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LINKAGE ANALYSIS: 

Preconstructed linkage structure: 
K/S/Q/E AND cand 

16- 16: K/S/Q/E AND 34- 34: cand 
activities since 1992 and she has been an editor of the 
journal's trust. 

On the other hand she is a ski instructor, has a 
certificate of camp counseling. She likes rock climbing. 
Fiona Scott is the best candidate for this job- she is 

25- 25: K/S/Q/E AND 34- 34: cand 

has a wide experience, she has worked for well known 

companies. 
In my opinion we should interview her the next week 

Fiona Scott is the best candidate for this job- she is 
36- 36: K/S/Q/E AND 54- 54: cand 

With a Journalism and Media studies degree from the 
University of London in 1991. And in 1992 with a Public 
Relations degree from the London Camber of Commerce 

and Industry. She is fluent German and English. 

Her professional experience three-month training 

I suggest this candidate for this job before you make 
44- 44: K/S/Q/E AND 54- 54: cand 

in 1992 she works in department of Public relations and 
responsible 

for writing articles on ah l aspects of the trusts 

activities and 
ensuring thear distribution to the presa. 

I suggest this candidate for this job before you make 
52- 52: K/S/Q/E AND 54- 54.: cand 

With a 3 ski instructor certificate from camp 
counseling. 

I suggest this candidata for this job before you make 
121- 121: K/S/Q/E AND 140- 140: cand 

She joined in Scottish Wildlife Trust, in the Department 

of Public 
Relations, in 1992 to present. There she is responsible 
In my opinion, Fiona Scott is a candidate 

132- 132: K/S/Q/E AND 140- 140: cand 
three-month training periód with the Glasgow Herald. She 

was 
Assistant to the sports editor between 1990 to 1991. 
In my opinion, Fiona Scott is a candidate 

134- 134: K/S/Q/E AND 140- 140: cand 
Assistant to the sports editor between 1990 to 1991. 
Concerning her additional skills, she is fluent in 
German, also IBM PC user, grade 3 ski instructor and 
In my opinion, Fiona Scott is a candidata 

160- 160: K/S/Q/E AND 166- 166: cand 

degree from the London camber of Commerce and Industry 
(1992). Also, she 
studied in the University of London from 1988 to 1991, 
she graduated of BA in 
journalism. 
Thirdly, about the professional experience of the 
candidate, she has 

165- 165: K/S/Q/E AND 166- 166: cand 
Thirdly, about the professional experience of the 
candidate, she has 

11 confirmation(s) 

Output 3.6 Linkage between `K/S/Q/E' and `candid ate' for the CG 
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A final example will show the relationship between the macro code 'K/S/Q/E' 

and another of its potential linguistic realizations `graduate'; which stands for 

`graduated. and 'a graduate'. As in the previous examples, the EG outperformed the 

CG by producing nine more linkages between these codes in the texts of their 

reports, as illustrated in outputs 3.7 and 3.8 below. 

LINKAGE ANALYSIS: 
Preconstructed linkage structure: 
graduate AND K/S/Q/E 

--> File: a11_e2reports.rtf 
88- 88: graduate AND 88- 88: K/S/Q/E 

She graduated in University of London. She talk fluent 
AND 92- 92: K/S/Q/E 

She graduated in University of London. She talk fluent 
German 
she has a good qualifications. for work in this area. 

194- 194: graduate AND 194- 194: K/S/Q/E 
she was gruadated in journalism and Media studies. 

AND 197- 197: K/S/Q/E 

she was gruadated in journalism and Media studies. 

She was worked in scottish Wildlife trust, besides she 
was 
worked in another areas for example, Deparment of Public 

AND 202- 202: K/S/Q/E 
she was gruadated in journalism and Media studies. 
She was worked in scottish Wildlife trust, besides she 
was 
worked in another areas for example, Deparment of Public 
Relations, 
Responsible for writing articles on ah l aspects of the 
trusts activities and 
ensuring their distribution to the presa. Besides she 
was worked in 

329- 329: graduate AND 329- 329: K/S/Q/E 

she graduated in London Cmaber of commerce and 
AND 334- 334: K/S/Q/E 

she graduated in London Cmaber of commerce and 
Industry. apart from that. she has experience to work 

but 
the Patagonia GMBH. becos she worked in other company. 
on the other hand Fiona Scott has camp. couseldon 
certificate 

AND 335- 335: K/S/Q/E 
she graduated in London Cmaber of commerce and 
Industry. apart from that. she has experience to work 
but 
the Patagonia GMBH. becos she worked in other company. 
on the other hand Fiona Scott has camp. couseldon 
certificate 
and speak fluent german. this is important to the 

621- 621: graduate AND 621- 621: K/S/Q/E 
London when she graduating as BA in Journalism and Media 
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AND 625- 625: K/S/Q/E 

London when she graduating as BA in Journalism and Media 

studies. Besides, in 1991 she got a Diploma in Public 

relations, in the London camber of commerce and In-

dustry. 
Now Fiona Scott work for Scottish Wildlife Trust, in the 

AND 629- 629: K/S/Q/E 

London when she graduating as BA in Journalism and Media 

studies. Besides, in 1991 she got a Diploma in Public 
relations, in the London camber of commerce and In-

dustry. 
Now Fiona Scott work for Scottish Wildlife Trust, in the 

Department of Publc relations. Ser work consist in 

writing articles on ah l aspects of the trusts activi 

ties and ensuring their distribution to the press. 

In my opinion I think, what Fiona scott comply 

648- 648: graduate AND 648- 648: K/S/Q/E 

First of ah l Fiona Scott was graduated in the University 
AND 648- 648: K/S/Q/E 

First of ah l Fiona Scott was graduated in the University 
AND 651- 651: K/S/Q/E 

First of ah l Fiona Scott was graduated in the University 

of London 
with honours in Journalism and Media studies also she 

obtained a diploma in Public Relations in the London 

AND 655- 655: K/S/Q/E 

First of ah l Fiona Scott was graduated in the University 

of London 
with honours in Journalism and Media studies also she 

obtained a diploma in Public Relations in the London 

Camber 
of commerce and Industry in 1992. After that she has 

been 
working for the scottish Wildlife trust as responsible 

AND 658- 658: K/S/Q/E 

First of ah l Fiona Scott was graduated in the University 

of London 
with honours in Journalism and Media studies also she 

obtained a diploma in Public Relations in the London 

Camber 

of commerce and Industry in 1992. After that she has 

been 
working for the scottish Wildlife trust as responsible 

for writing articles on ah l aspects of the trusts 

activities, 
this present job and the one that had in the summer of 

17 confirmation(s) 

Output 3.7 Linkage between `K/S/Q/E' and `graduate' for the EG 

1 

80 



LINKAGE ANALYSIS 
Preconstructed linkage structure: 

graduated AND K/S/Q/E 

--> File: a11_c2reports.rtf 

9- 9: graduated AND 11- 11: K/S/Q/E 

studies. Also in 1991 she graduated from London Camber 

of Comerce 
and Industry and she got the degree on Public Relations. 

AND 16- 16: K/S/Q/E 

studies. Also in 1991 she graduated from London Camber 

of Comerce 
and Industry and she got the degree on Public Relations. 

On the one hand she is good at writing because she 

has 
been responsable of writing articles of the Scottish 

Widelife Trusts 
activities since 1992 and she has been an editor of the 

205- 205: graduated AND 207- 207: K/S/Q/E 

London. In 1992 she gradueted in London 

of Public Relations. 

She worked for department of Public 

AND 214- 214: K/S/Q/E 

London. In 1992 she gradueted in London 

of Public Relations. 

She worked for department of Public 

relations and she was responsible for writing 

articles. 
Besides she have good drive the 

compute rs. 
In my opinion this candidate is not 

apropiete for this post becouse she not have 

experience. Besides she works in London and 

419- 419: graduated AND 421- 421: K/S/Q/E 
Fiona Scott has 23 years old, she graduated from London 

Camber 
of Commerce and Industry in Public Relations in 1991/2. 

AND 423- 423: K/S/Q/E 
Fiona Scott has 23 years old, she graduated from London 
Camber 
of Commerce and Industry in Public Relations in 1991/2. 
Beside 
has additionals skills as camp counseling certificate, 

650- 650: graduated AND 655- 655: K/S/Q/E 
Fiona Scott is graduated from University of 

London in Journalism and Media Studies. In 1992, Scott 
had a diploma in Public Relations. 

She has worked in Department of Public Relations 
AND 658- 658: K/S/Q/E 

Fiona Scott is graduated from University of 
London in Journalism and Media Studies. In 1992, Scott 
had a diploma in Public Relations. 

She has worked in Department of Public Relations 
of Scottish Wild-life Trust since 1992. In this post, she 
has written articles on ahl 

8 confirmation(s) 

Output 3.8 Linkage between `K/S/Q/E' and `graduate* for the CG 
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1 

The analysis of code associations indicates that the EG group outperformed the 

EC group by making use of a higher number of linkages in their post-test reports. It 

may be thought that the fact that the reports produced by the EG are longer than 

those of the CG may have favoured the stronger textual relationship between macro 

and micro codes exhibited in the EG group's reports. In any case, results seem to 

indicate that the gains in favour of the EG group are due to the treatment received 

and correlate with the quantitative results of this study. Finally, the coming sections 

present the results of the individual interviews with the EG instructors and of the 

post-study questionnaire EG students completed. 

3.2.2. Interview with EG instructors 

As already stated, the main objective of the semi-directed interview (Appendix 

G) conducted at the end of this study was to find out the participating teachers' 

opinions about the application of genre-based instruction to the teaching of business 

report writing and about the materials used to carry it out. Ah l the teachers agreed on 

the benefits of focusing attention on the structural and linguistic conventions of the 

genre. Two of them felt that genre-based instruction gives students the possibility to 

build their texts faster and more confidently on the basis of pre-established patterns, 

especially at an early stage of language acquisition. When requested to express their 

expectations about the results obtained from genre-based instruction, teachers gave 

optimistic answers. The teachers' comments, translated to English below, illustrate 

the considerations mentioned: 

Students acquired the formal structures to present information efficiently in a business 
report. (PC) 

1 believe students are well-prepared to write business reports. At their level of proficiency in 
English (intermediate), I think they are able to communicate effectively with a native or non-
native writer and produce an effective report. (PP) 

Students leamt the formal structure of a business report. (PI) 

Genre-based instruction gives them confidence as to how to approach the task, how to 
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organize it, and how to develop its outline. (PI) 

Genre-based instruction improved students' performance in accuracy and speed, mainly 

because of the emphasis on structure and conventions. (PI) 

Students leam how to organize their discourse in acc,ordance with the specific goals 
requested at their work. You make choices regarding contenta a logical way and fulfillíng 
the readers' expectations. Perfect. (PC) 

I do not think it (genre-based approach) limits students' creativity because once the task is 
assigned, they can continue working and developing the topic as far as they want and are 
able to. (1n) 

This approach gave them (students) confidence. I emphasized the fact that not all reports 
were identical in their organization based on the sample reports we had. Some reports had 
sub-headings, others did not. Then, when students were asked to produce their reports, 
they made different choices as regards headings. I found this very important because I 
realized that they had grasped the genre and that they were not thinking "I have to do this" 
but "1 do it as I think it appropriate". (PC) 

As to the assessment of the genre-based material used with students, it can be 

said that ah the teachers found it appropriate though ah l of them admitted they had 

been unable to use ah l the materials due to time constraíns. 

I found the material well-focused to the objective of teaching following Genre Theory. It was 
easy to develop. (PC) 

1 found it useful. There was a wide variety of activities, but I was not able to cover all the 
material due to the few (eight) classes we had. (PP) 

I would use this material again because I had good results. I think all the material exceeded 
the time available. I had to assign some activities as homework due to lack of time. (PI) 

1 

Interestingly, one of the teachers spontaneously commented on how she had 

exploited the materials, thus demonstrating that she had followed the approach 

without deviations from instructions. 

• 

ji 

worked building up genre awareness of what the purpose of a business report is, who 
requests it, where and when it is used; then, I focused on the linguistic aspect, type of 
language, vocabulary, textual organization. I worked a lot with `moves' as the point of 
departure of understanding what a business report is. I think they (students) understood 
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the organization a report has. From then on, they proceeded comfortably. (PC) 

In summary, it can be said that teachers considered that the main advantage of 

this approach was that it provided useful guidelines for the step-by-step organization 

of the text. Genre-based instruction seems to have facilitated the tasks of both 

teachers and students. As regards the materials used, they seemed to have been 

adequate and effectiv. e for teaching business report writing to students of 

intermediate English proficiency without job experience. Although the number of 

activities seems to have exceeded the allotted time for report writing, the teachers' 

views reaffirm the gains in the post-test scores obtained by the EG. 

3.2.3. Post-study questionnaire 

As explained in section 2.3.3, the main purpose of this questionnaire 

(Appendix D.2) was to gather students' opinions about the materials worked in 

class, i.e., the requested tasks, and the teaching method as a whole. 

In general, it can be said that the students' reaction to genre-based instruction 

was favourable. Fifteen out of 22 respondent students (68%) indicated that 

identifying and analyzing the typical features that characterize effective business 

reports facilitated the learning task. In keeping with the teachers' comments, 19 

students (86%) reported that the type of iristruction "gave them confidence in report 

writing". 

Regarding the materials, 18 students (81%) rated the tasks carried out during 

the period of instruction as "appropriate" and 20 of them (90%), answered that the 

rubrics were clear. These findings are in keeping with the results obtained from the 

interviews to teachers and support the results obtained from the quantitative data. 

In conclusion, the analysis of the quantitative and qualitative data collected 

indicates higher gains for the EG than for the CG. As already explained, although 

the scores obtained from both groups as- e nonnally distributed, the statistical results 

indicate not only the higher mean in the EG but also a lower level of skei,vedness. 

What is more, the fact that the z value obtained (6.23) is higher than the critical 
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value (2.57) seerns to indicate that the EG outperfonned the CG due to the treatment 

received. The results of the qualitative data indícate that the students of the EG 

goup outperfonned those in the CG not only in the number of macro codes 

deployed to signal the rhetorical function of the four sections of the reports, but also 

in the linkages between micro and macro codes of the body and recommendation 

sections. Finally, the data collected from the interview with the EG teachers and the 

post-study questionnaire provide further evidence to support the results. In short, the 

triangulation of the results obtained in this study seems to indicate that the genre-

based approach to writing business reports accounts for the gains obtained by the 

EG. 

85 



CHAPTER 4 

Implications, Limitations and Directions for Future 

Research 

As stated in the previous chapter, genre-based instruction, as conceived by 

English for Specific Purposes, (Bhatia 1993; Johns and Dudley-Evans 1991; Swales 

1990, among others) enhances BE students' production of written business reports. 

This chapter presents the implications and limitations of the results discussed in the 

previous chapter. It also offers some directions for fiirther research. 

4.1. Im plica tions 

A genre-based approach to BE facilitates the learning of the structures and 

lexico-grammatical features of target genres. 

Que important implication of this study is that BE students with an intennediate 

level of L2 pro ficiency need explicit teaching in the structure and lexico-

gammatical features of target genres. Due to their limited linguistic competence, 

intermediate students are not able to produce well-fonned and effective texts. Delpit 

(1988) cornments that "Students will be judged on their product [. . .] and that 

product, based as it is on the specific codes of a particular culture, is more readily 

produced when the directives of how to produce it are made explicit" (p.287 cited in 

Hyland 2003). Although both groups in this study had explicit teaching, only the EG 

achieved target-like reports. In other words, neither group was aware of the social 
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context in which business communication takes place or understood the 

conventional aspects of the business report construction before instruction. Indeed, 

although 50 out of 69 students reponed to have had report-writing instruction in the 

previous course (Inglés III), the results obtained at the pre-test demonstrated low 

levels of performance for both groups. 'The presentation, deconstruction and 

discussion of mode' texts fostered by genre-based instruction seem to have 

contributed to the- development of students' knowledge of the schernatic structure 

and the linguistic features that are necessary to write business reports. 

Genre-based instruction raises students' awareness of the social nature of 

writing. 

ft has already been stated in section 1.2.1 that the enactment of a genre is a 

response to thé expectations of the other members of a specialist community. 

Therefore, students who are preparing to work in the business field need to 

understand the social context in which written business communication takes place 

in arder to produce effective texts. This study seems to suggest that students can 

acquire knowledge of the contextual constraints that govern business report 

production by undergoing genre-based instruction. In fact, having been taught that 

the business community values brief, straight-to-the-point writing, the EG students 

made more business-specific linguistic choices than the CG to build their reports 

(see Tables 3.7 and 3.8). Interestingly, this was an important achievement for the 

EG group because, being pre-experience learners, they did not have previotts 

knowledge of the cultural conventions of the business environment. In surnmary, the 

genre-based approach seems to have provided students not only with the linguistic 

resources but also with business input, thus raising students' awareness of the social 

nature of genre. 

Genre-based instruction highlights variaban rather than uniformity. 

As discussed in section 1.4, some researchers on Genre Theory application 

(Freedman & Medway, 1994; Kay and Dudley-Evans, 1998) have warned about the 
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danger of the approach becoming prescriptive or fonnulaic and therefore, leading 

students to only imitate target texts without realizing variations within genres. 

Although it might be thought that only advanced students can make varied linguistic 

choices within a particular genre, this study has shown that even at an intermediate 

proficiency level, BE students can realize specific goals using .various linguistic 

resources. The analysis of the macro-codes used by the EG and the CG in the 

section Introduction showed that whereas most reports in the CG had little, if any, 

variation in the formulation of purpose, most reports in the EG showed a variety of 

forms; for instance, 'The present report is to'; 'In the present report I am going to'; 

'The purpose of this report is to'; 'The aim of this report is to'. Thus, there is a clear 

implication that genre-based pedagogy for intermediate proficiency leamers 

encourages the use of a wide range of alternative expressions to realize the same 

purpose. 

The need for teachers' training in Genre Theory application. 

As genre pedagogy aims to describe rather than prescribe generic features, 

teachers' training is essential to the efficacy of the approach. As Hyland (2003) 

points out, 

There is always some danger of reify:ing genres with a text-intensive focus, as 
inexperienced or unimaginative teachers may fail to acknowledge variation and choice, 
applying what Freedman and Medway (1994: 46) calls 'a recipe theory of genre' so that 
students see genres as `how-to-do' lists (p.26). 

1 
It can be assumed that the CG students did not make varied linguistic choices to 

realize the pm-pose of the section Introduction because instructors failed to teach the 

array of linguistic choices conventionally used by business people to introduce the 

purpose of a report. In contrast, the EG teachers guided the students' analysis of 

generic features in model texts and provided explicit teaching of the rhetoncal and 

linguistic resources that realized diem As learners made progress, teachers 

diminished their support, fostered reflection on given reports, and finally 

encouraged students to work independently by producing multiple drafts until they, 
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and not teachers, were satisfied with their final product (see, for example, Tasks 4.1 

and 4.2, Appendix F). Thus, through training, uninformed teachers can avoid turning 

the genre based approach into the `recipe-based approach' mentioned aboye. 

Time-effectiveness 

Donna (2000: 4) holds that "The most successful BE courses are the ones which 

identify appropriate content and which fulfill students' needs most completely in the 

shortest possible time". As stated aboye, one of the needs of pre-experience learners 

is to acquire knowledge of the values of the business community. The students 

involved in this study became familiar with such values and learnt the linguistic and 

rhetorical resources that characterize business reports over eight thirty-minute 

modules of instruction. While it is not possible to specify how long it would take for 

students to be able to manipulate genre features like specialists, this study suggests 

that genre-based instruction is an efficient method to help students achieve an initial 

level of mastery of the business report genre over a short period of time. 

4.2. Limitations of the study 

English proficiency 

As this research study was carried out with subjects with an intermediate leve! of 

L2 proficiency, the results obtained cannot be generalized to advanced students. As 

pointed out in section 1.4, a number of teachers who have put the genre-based 

approach into practice held that this type of instruction would be more suitable for 

students with a beginner or intennediate English proficiency than for advanced 

students. 

Previous/background knowledge 

The subjects in this study were students of a business-oriented university where 

ah l programs of study belong to the business field. 'This means that ah l the students 
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liad some background knowledge of business, acquired along their study programs. 

In other words, although the subjects did not have job experience, they did have a 

lot of business input in Spanish. This circumstance may have facilitated their 

understanding of contextual constrains. The improvement of both groups over such 

a short period of time might have been due to their previous business background 

knowledge. Therefore, it cannot be said how efficient this approach might be for 

students without any prior knowledge about business situations. 

Task fulfillment 

In agreement with the discussion in section 1.6.1.c, many important 

considerations were taken into account when selecting the materials to develop 

instruction: target content, time availability, students' needs, and language and 

business input. However, the results of this study are limited by the fact that none of 

the three groups completed ah l the tasks of the students' pack in class. Therefore, 

even if the study results proved the efficacy of the materials used, it is impossible to 

tell how much students would have improved, liad ah materials been completed. 

4.3. Directions for further research 

The implications and limitations discussed aboye provide directions for 

further research. The following are some suggestions: 

Language proficiency 

As the subjects in this study were at an intermediate level of L2 proficiency, a 

finure study could assess the effectiveness of genre-based instruction in the teaching 

of business writing to advanced students. This study would throw light on the 

alleged limitation of the approach as a hindrance to students' creativity. 
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Jo b-experien ce 

The subjects in this study liad no job experience. A follow-up study could be 

carried out including work-experienced subjects as well. This would give insight 

into the impact of students' background knowledge and competence on the leaming 

of Business English writing from a genre-based approach. 

Effectiveness of communication vs. linguistic accuracy 

A future study could include experienced BE teachers as raters in order to 

investigate whether they prioritize effectiveness of communication over linguistic 

accuracy when rating business texts. 

Genre-based instruction in teaching oral skills 

This study focused on genre pedagogy applied to the development of written 

skills. A fiirther study could investigate its application on teaching oral skills such as 

interacting by the telephone or participating in meetings, which are key language 

skills for students engaged in business-oriented programs of study. 

Teachers' role 

This study suggests that the teachers who followed the genre-based approach 

empowered their students to become effective writers by highlighting, among other 

aspects, the Varied linguistic choices writers can make to build business reports. 

Further research may investigate the correlation between teacher's training in Genre 

Theory and the amount of linguistic variation students' texts exhiba. Such study 

would contribute to the understanding of the teachers' influence on students' 

perception and understanding of variation within genres. 
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CHAPTER 5 

Conclusion 

The present study investigated the application of genre-based instruction to the 

teaching of Business English (BE) writing to students with an intennediate English 

proficiency. The study was meant to be a contribution to research in the ESP field in 

general and to the teaching of BE in academie contexts in particular. 

On the basis of the results arrived at in this study, this chapter reviews the 

research questions and the altemative hypotheses stated in chapter 2 and provides 

the general conclusions for this study. 

Research Questions 

1. Does genre-based pedagogy facilitate the development of specialist-

wrifing skills for learners with an intermediate English proficiency? 

The results of this study showed that the experimental group sig-nificantly 

outperformed the control group in the ratings assigned to the reports by three 

independent evaluators (Wilcoxon Rank Sums) as well as in the code associations 

investigated by using AQUAD. The triangulation of the statistical results with the 

data collected from the interview with EG teachers and the students' final 

questionnaire fiirther supported the results obtained and enhanced the internal 

validity of this study. Thus, the null hypothesis of this study can be rejected and the 

unidirectional hypothesis, i.e.: 

Hl: Genre-based instruction enhances the written production of learners with 

an intermediate English proficiency, 

can be accepted. 
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2. is genre-based instruction an effeetive tool to teach business written 

texts Co students without work experienee? 

The answer to this question is that genre-based instruction seems Co empower 

pre-experienced students to interact effectively in the business community as it 

raises students' awareness of their language needs in real-life situafions. 

Additionally, this type of instruction makes students aware of the contextual 

constraints that will govem their written production in their professional life. By 

analyzing, describing and deconstructing ~del business reports, the pre-

experienced leamers who participated in this study not only learnt the rhetorical and 

linguistic features necessary to write business reports, but also became aware of the 

business audience's expectations, of the situations in which business reports are 

produced, and of the commtmicative puiposes this genre serves. In other words, 

genre-based instruction provided students with an explicit understanding of how 

business reports are constructed and why they are written the way they are. This is 

very important because, as stated in Chapter 2, pre-experienced leamers acquire 

lutowledge of business as they acquire kmowledge of the specialist language. 

A secondary objective of this research study was to assess the effecfiveness of 

Che genre-based materials and class activities designed for this study. In agreement 

with Donna's (2000) statement about materials selection, the materials in this study 

seem to have given structure and direction to the instruction and to have provided 

students with the opportunity of practicing business-specific language areas and 

skills. Students reported that instructions were clear and that the requested tasks 

were easy Co understand. This is extremely important in classroom contexts where 

there are large numbers of students and limited time Co accomplish course 

objectives. In fact, some of the students spontaneously praised the organization of 

Che materials as these allowed them to proceed into easily identifiable stages, and the 

three teachers who participated in the study valued the business input they provided. 

In short, the results of this study seem to confirm that the choice of materials was 

adequate and contributed effectively Co achieving the specific goals of genre-based 

instruction. 
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In conclusion, teaching students from the genre-based approach as conceived 

by ESP, facilitated students' production of written business reports because it 

developed students' awareness that writing is a purposeful activity that takes place 

in specific social contexts. In addition, students were able to realize that the 

structural and linguistic choices that encode a particular genre are governed by 

conventions established within the specialist community as its members interact to 

achieve specific communicative goals. 

The students in the EG developed three of the four competences that Bhatia 

(1993) considers essential for successful participation in a professional community: 

they learnt the business code, acquired genre knowledge, and developed sensitivity 

to schematic structures. In other words, students were empowered to participate in 

the business community. It is believed that they have become more aware of the 

demands and they have started acquiring the skills needed to effectively perform in 

their future business community. 

Finally, because a distinguishing mark of Business English teaching is the lack 

of an established theory, it is hoped that this research study will give some insights 

into the possibilities that genre-based instruction offers to this area of language 

teaching. 

94 



• 
e 

• 
e 
• 
e 
e 
• 
• 
e 
e 
• 
• 
• 
e 
e 
• 
• 
e 
e 
e 
• 
• 
• 
e 
• 
• 
• 
e 
• 
• 
• 
• 
e 
e 
e 
• 
• 
e 
e 
e 
• 
• 
e 
• 
• 
• 
e 

Bibliography 

Asis, M. I. (1998). An Investigation of Intra-and Inter-rater Reliability Using Holistic 
and Analytic Scoring Without Training. Unpublished MA dissertation, 
University of Reading, Reading. 

Badger, I., Menzies, P. and Daniel, D.A. (1993) American Business English Program. 
Pre-intermediate. London: Macmillan Publishers Ltd. 

Bargiela-Chiappini, F. & C. Nickerson (Eds.) (1999). Writing Business Genres, Media 
and Discourses. New York: Pearson Education Inc. 

Bargiela-Chiappini, F. & C. Nickerson. (1999). 'Business writing as social action', in 
Bargiela-Chiappini, F & Nickerson, C. (Eds.) Writing Business Genres, Media 
and Discourses. New York: Pearson Education Inc, 1-32. 

Bazerman, C. (1988). Shaping Written Knowledge. United States of America: The 
University of Wisc,onsin Press, Ltd. 

Bhatia, V. K. (1993). Analysing Genre: Language Use in Pr9fessional Settings. 
London: Longman. 

Bombelli, G. (2005). Assessing Pronunciation: A Study of Inter-rater Reliability. 
Unpublished MA dissertation, Facultad de Lenguas, Universidad Nacional de 
Córdoba. Córdoba. 

Brett, P. (1994). 'A genre analysis of the results section of Sociology articles', English 
for Specific Purposes 13 (1), 47-59. 

Brieger, N. (1997). Teaching Business English Handbook. York, UK: York Associates. 

Christie, F. (1999). Genre theory and ESL teaching: A systemic functional 
perspective', TESOL Ouarterly 33 (4), 759-763. 

Connor, U. and Mauranen, A. (1999). `Linguistic analysis of grant proposals: European 
Union research grants', English for Specific Purposes 18 (1), 47-62. 

Cotton, D. and S. Robbins (1993). Business Class, London: Thomas Nelson and Sons 
Ltd. 

Cotton, D., D. Falvey, and S. Kent (2001). Market Leader. England: Longman. 

95 



••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

• 

Cresw11, J. W. (2003). Research Design: Qualitative, Ouantitative, and Mixed 
Methods Approaches. London: Sage. 

Daughty, C. & E. Varela. (1998). Communicative focus on form, in C. Doughty & J. 
Williams (Eds.) Focus on Form in Classroom Second Language Acquisition. 
New York: Cambridge University Press, 114-138. 

Donna, S. (2000). Teach Business English. Cambridge: Cambridge University Press. 

Dudley-Evans, T. (1986). Genre analysis: An investigation of the introduction and 
discussion sections of MSc díssertations, in Coulthard, M. (Ed.), Talking about 
Text. Birmingham: English Language Research, 128-145. 

Dudley-Evans, T. and M. J. St Johns. (1998). Development in English for Specific 
Purposes. Cambridge: Cambridge University Press. 

Ellis, M. & C. Johnson (1994). Teaching Business English. Oxford: Oxford University 
Press. 

Eggins, S. (1994). An Introduction lo Systemic Functional Linguistics. London: Pinter. 

Er, E. (1993). Text analysis and diagnostic assessment: fmding teaching directions for 
adult ESL learners through text analyses of student writing, Prospect 8 (3), 63-
67. 

Eustace, G. (1996). Short communication. Business writing — some aspects of current 
practice, English for Specilic Purposes 15 (1), 53-56. 

Evans, V. (1998). Succes.sful Writing. Swansea: Express Publishing. 

Fortanet, I., Posteguillo, S., Palmer, J. Coll, J. (1998). Genre Studies in English for 
Academic Purposes. Casteló de la Plana: Publicacions de la Universitat Jaime 
1. 

Freedman, A. (1999). Beyond the text: towards understanding the teaching and learning 
of genres, TESOL Quarterly 33 (4), 764-767. 

Freedman, A. and P. Medway (1994). Locating genre studies: antecedents and 
prospects, in Freedman A. and P. Medway (Eds.) Genre and the New 
Rhetoric. London: Taylor and Francis Ltd. 

Gimenez, J. (2000). Putting it black and white: the role of writing in business 
negotiations, The fournal of Language for International Business, 11(1), 17-
27. 

96 



• 
e 
e 
• 

e 
e 
• 
e 
• 
e 

e 
e 
e 
e 
e 
e 
• 
e 
e 
• 
e 
e 
• 
e 
e 
• 
• 
e 
• 
• 
• 
e 
e 
• 
e 
• 
• 
e 
• 
e 
e 
• 
e 
e 
• 
• 
• 

Grabe, W. and R. B. Kaplan (1996). Theoly and Practice of Writing. New York: 
Addison Wesley Longman. 

Halliday, M.A.K. (1985). An Introduction to Functional Grammar. London: E. Arnold. 

Henry, A And Roseberry, R. L. (2001). A narrow-angled corpus analysis of moves and 
strategies of the genre: "Letter of Application", English for Specific Purposes, 
20 (2), 153-167. 

Hewings, M. And Nickerson, C. (1999). Business English: Research into Practice. 
Essex: Pearson Education Limited. 

Huber, G. L. (2001). AQUAD .5 Manual. [WVJW document] 
http://www.aquad.de/eng/demo.html (retrieved 12 Febniary 2001). 

Hyland, K. (2003). Genre-based pedagogies: A social response to process, Joumal of 
Second Language Writing, 12, 17-29. 

Hyon, S. (1996). Genre in three traditions: implic,ations for ESL, TESOL Quarterly, 30 
(4), 693-719. 

Jacoby, S, D. Leech, and C. Holten (1995). A genre-based developmental writing course 
for undergraduate ESL science majors, in Belcher, D and Braille, G. (Eds.) 
Academie Writing in a Second Lai7guage: Essays on Research and Pedagogy. 
New Jersey: Albex Publishing Corporation. 

Johns, A. M. (1997). Genre knowledge and socioliteracies, in Johns, A. Text, Role and 
Con/ex!. Developing Academie Literacies. Cambridge: Cambridge University 
Press, 20-37. 

Johns, A. and T. Dudley-Evans (1991). English for specific purposes: international in 
scope, specific in purpose, TESOL Quarterly, 25 (2), 297-314. 

iones, L. and Alexander, R. (1996). New International Business English. New York: 
Cambridge University Press. 

Kay, H and Dudley-Evans, T. (1998). Genre: what teachers think, ELT Joumal, 52 (4), 
311. 

Kolbe, R. 1-1. and Burnett, M. S. (1991). Content-analysis research: an examination of 
applications with directives for improving research reliability and objectivity, 
Joumal of Consumer Research, 18: 243-250. 

Lannon, M., Tullis, G. and Trappe, T. (1993). Insights into Business. Edinburgh: Tomas 
Nelson and Sons Ltd. 

Louhiala-Salminen, L. (2000). From business correspondence to message exaange: 
what is left?. in Hewings, M. and Nickerson, C. (Eds) Business English: 
Research into Practice. Malaysia: Pearson Education Limited. 

97 



••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

••
••

• 

Martin, J. R., C. M.I.M. Matthiessen & C. Painter (1997). Working with Functional 
Grommar. London: Arnold. 

Martínez, I. (2002). Developing genre awareness in non-native English speaking writers 
of experimental research anides: a collaborative approach, in Crandall, J. and 
Kaufinan, D. (Eds) Content-based Instruction in Higher Education Settings. 
Maryland, USA: TESOL pp. 72-92. 

Marshall, S. (1991). A genre-based approach to the teaching of report-writing, English 
For Specific Purposes, 10 (3), 13. 

Master, P. (1994). The effect of systematic instruction on leaming the English anide 
system, in T. Odlin (Ed), Perspectives in Pedagogical Grammar. Cambridge: 
Cambridge University Press, 229-252. 

Miles, M. and Huberman, A. M. (1994). Qualitative Data Analysis: An Expanded 
Sourcebook. Thousand °ales: Sage Publications. 

Miller, C. R. (1994). Genre as social action, in Freedman A. and Medway, P. (Eds.) 
Genre and the New Rhetoric. London: Taylor and Francis Ltd,, 151-167. 

Motta-Roth, D. (1998). Discourse analysis and academic book reviews: a study of text 
and disciplinary cultures, in Fortanet, S., Posteguillo, J.C., Col!, J.F. (Eds.) 
Genre Studies in English for Academic Purposes. Casteló de la Plana: 
Publicacions de la Universitat Jaume I, 29-57. 

Mullholand, J. (1999). E-mail: uses, issues and problems in an institutional setting, in 
Bargiela-Chiappini, F & Nickerson, C. (Eds,) Writing Business Genres, Media 
and Discourses. New York: Pearson Education Inc, 57-84. 

Myers, G. (1990). The social construction of popular science and the narrative ofnature, 
in Writing Biology. United States of America: The University of Wisconsin 
Press, 141-193. 

Nickerson, C. (1998). Corporate culture and the use of written English within British 
subsidiarios in The Netherlands, English for Specific Purposes, 17 (3), 281-
294. 

Nwogu, K. (1991). Structure of science popularizations: a genre-analysis approach to 
the schema of popularized medical texts, English for Specific Purposes 10, 
111-123. 

Orlikowski, W. J. and Yates, J. (1994). Genre repertoire: the structuring of 
communicative practices in organizations, Administrative Science Ouarterly, 
39, 541-574. 

Paltridge, B. (1996). Genre, text type, and the language learning classroom, ELT 
Joumal, 50 (3), 237-243. 

98 



••
••

••
••

••
••

••
..
.e

..
..
..
..
.•

.*
*
*
•.

.4
1
••

••
••

••
••

••
• 

Paulien C. M., Verloop, N. and Beijaard, D. (2002). Multi-method triangulation in a 
qualitative study on teachers' practical knowledge: an attempt to increase 
intemal validity, Qua/uy & Quaniity, 36 (2): 145-167. 

Pinto Dos Santos, V.B.M. (2002). Genre analysis of business letters of negotiation, 
English for Specific Purposes, 21 (2), 167-199. 

Sengupta, S., G. Forey, and L. Hamp-Lyons (1999). Supporting effective English 
communication within the context of teaching and research in a tertiary 
institute: developing a genre model for consciousness raising, English for 
Specilic Purposes, 18 (S), 7- 22, 

Silverman, D. (1993). Interpreting Qualitative Data: Methods for Analysing Talk, Ter!, 
and Interaction, London: Sage. 

Silverman, D. (1997). (Ed.) Qualitative Research. Theory, Method and Practice. 
London: Sage. 

Smith, T. (2002). WorkpIace genres — teaching students to join the discourse 
community. Lessons from a research project on writing and change 
management in a multinational textile group, Teaching English for 
International Business, 1 (2), 60-75. 

St John, Mi. (1996). Business is booming: business English in the 1990s, English for 
Specific Purposes , 15(1), 3-18. 

Swales, J. (1990). Genre analysis: English in Academie and Research Settings. 
Glasgow: Cambridge University Press. 

Swales, J. (1996). Occluded genres in the arademy: the case of the submission letter, in 
Ventola E. and A. Mauranen (Eds.) Academie Writing Intercultural and 
Textual Issues. Amsterdam: John Benjamins Publishing Company, 45-58. 

Tinsley, H. E. A. & Weiss, D. J. (2000). Interrater reliability and agreement, in H. 
E. A. Tinsley & S. D. Brown (Eds.) Handbook ofApplied Multivariate 
Statistics and Mathematical Modeling, 95-124. San Diego, CA: Academic Press. 

Trebucq, M. D. (2001). Genre-based instruction in the teaching of business writing. 
Exam submitted in partial fulfillment of the requirements for the degree of MA 
in Applied Linguistics, Facultad de Lenguas. Universidad Nacional de 
Córdoba. 

Van mis, M. (1999). Can we e,ottrit on your booking of potatoes to Madeira? Corporate 
e,ontext and discourse practices in direct sales letters, in Bargiela-Chiappini, F 
& Nickerson, C. (Eds.) Writing Business Genres, Media and Discourses. 
New York: Pearson Educ,ation Inc, 181-205. 

Wesolowski, M. (2000). Nothing left to fear: cracking the code of French coinmercial 
correspondence, The Joumal ofLanguage for International Business, 11(1), 
93-99. 

99 



Appendices 

# 

, 

1 

100 



Appendix A — Syllnbus of the rOVErSe INGLES W. UF, S .7 ' 

Nombre de la Asignatura:
Docente: 

Objetivos Generales 

La materia Ingles IV tiene como propósito 
- profundizar los conocimientos adquiridos anteriormente por los alumnos 

en Ingles III 
desarrollar nuevas habilidades linguísticas, de recepción y de producción a 
un nivel pre-intermedio 

Objetivos Específicos 

Al finalizar el curso el alumno será capaz de: 
- comunicarse Unidamente y de manera correcta en el idioma sobre los 

temas enunciados en los contenidos de la asignatura 
- realizar presentaciones : presentar y describir organizaciones 

empresariales 
describir responsabilidades laborales 

- desempeñarse correctamente en una entrevista de trabajo 
- escribir informes 

Contenidos 

 Managing a Sitial; Business 

1.1 Communication SkiiIs 
1. 1. 1 managing a small business 
1. 1.2 makíng suggestions 
1. 1.3 givin2 advice 

1.2 Language Focus 
1.2. 1 Language of suggestions and advice 

1.3 Vocabulary 
1.3. 1 Vocabulary related to unit 10.1 (B. Basics) 

1.4 Reading 
1 4. 1 Reading activities related lo unit 10. 1 (B. Basics) 

1.5 Listening 
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1 .5. 1 Listening activitics relatcd to una 10. 1 (B. Basics) 

1.6 Writing 
1 .6. 1 Writing business reports 

177 Company Presentation 

2.1 Communication skills 
2.1.1 Presenting company information 
2.1.2 Company history 
2.1.3 Making presentations 

2.2 Language Focus 
2.2. 1 Present Simple, Present Continuous 
2.2.2 Past Simple: regular and irregular verbs 
2.2.3 Sequencing ideas 
2.2.4 Presentation signals 

2.3 Vocabulary 
2.3.1 related to company information 
2.3.2 related to company history 
2.3.3 related to presentations 

2.4 Listening activities relate(' to tire topics in (bis unit. 

2.5 Reading activitics relate(' to units 2 and 5 (First Insigh(s into 

Business) 

 RespOnsibilíties and regulations at Work 

3.1 Communication Skills 
3.1. 1 Describing job responsibilities and obligations 

3.2 Language Focus 
3.2. 1 Obligation and permission Modals 

3.3 Vocabulary 
3.3.1 Vocabulary activities related to units 10.2 (B. Basics) 

3.4 Reading 
3.4. 1 Reading activities related to unit 10.2 (13. Basics) 
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3.5 Listening 
3.5.1 Listening activities related to unit 10.2 (B Basics) 

 Recruitment 

4.1 Communication Skills 
4. 1. 1 Human resources 
4.1.2 Talking about preferences 
4. 1.3 Talking about professional experience 
4.1.4 Applying for a job 
4.1.5 Interviewing and choosing candidates 

4.2 Language Focus 
4.2.1 Language of preference 
4.2.2 Present Perfect, Present Simple, Simple PaSt 

4.3 Vocabulary 
4.3.1 Vocabulary activities related to unit 11(13. Basics) 

4.4 Reading 
4.4.1 Reading activities related to unit 11 (B. Basics) 

4.5 Listening 
4.5.1 Listening activities related to unit 11 (B. Basics) 

4.6 Writing 
4.0.1 CV and letter of application writing 

Bibliografia 

Grant, D. .and Mc Larty R. (2001) Business Basics New Edition. Student's book and 
workbook. Oxford University Press (Units 10 and I I) 
Robbins, Sue, (2000) First Insights into Business. Student's book and workbook. 
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Appendix B — Instructors' guide 

Follow this guide to develop the tasks. Should you have any doubts, please contact the 

researcher. Thank you for your commitment to this res earch study. 

1. Activities that aim to raise students' awareness of the standard elements of the 

format of a business report 

Task 1.1: Have students read reports 1, 2, and 3. Have them find out the purpose of 

each one of the reports by asking them the following questions: 

Why did Yvonne Elijo!, Finance Director write report I? 
Why did D. Logan, Sales Director, write report 2? 
Why did Jini Bowen write report 3? 
Why do business people write reports? 

(Expected answers: To • inform about a task assigned, to report the results of some 

research, to report on the assessrnent of a project). 

Make it clear that business people write reports to pass on requested information 

Task 1.2: Encourage students to focus on similarities and differences in layout and style 

in reports 1, 2 and 3 so that they realize that genre conventions are likely to vary slightly 

from company to company. 

Task 1.3: Have students read text 4, a report with an untidy layout, and ask them to 

comment on the receiver's possible reactions. The goal of this task is to make students 

realize that failure to adhere to the writing conventions of the business community may 

render their texts hable to be misunderstood and therefore disregarded. Ask students to 

rewrite the untidy report in order to make it effective. Play the role of a novice writer by 

asking students to justify the changes made. 
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2. Activities that aimed to raise students' awareness of generic structure 

Task 2.1: Ask students to read the excerpts belonging to different genres (a letter, a 

narrative, and a report). Have them identify text types and fields (formal leder giving 

information, somebody's story about a frightening experience, etc.) Although this 

exercise presents no challenge to students, it is useful to show them that the purpose of 

a text and the context in which it is written determine the text type produced. Have them 

focus on the macro-structure each text exhibits. 

Task 2.2: Ask students to match headings to the appropriate sections (moves) of the 

report (Text 8). 

Task 2.3: Have students comment on the "necessary" parts (generic structure) a 

Spanish report should contain in order to serve its purpose. Do not make prescriptive 

contributions because the aim of this task is to have students profit from their own 

experience. 

Task 2.4: Have students predict similarities between Spanish and English business 

reports regarding generic structure. 

Task 2.5: Ask students to draw boundaries between sections identifying the purpose of 

each of the moves of reports 1, 2, and 3. The aim of this task is to have students realize 

that reports have distinctive rhetorical sections (moves) and that each one serves a 

different purpose. 

Task 2.6: Have students organize the scrambled strips of paper containing the moves of 

a report (Text 9). Once students do this exercise, have them focus on to the kind of 

statements (active/passive voice, declarative/interrogative/imperative sentences) that 

realize each section. The aim of this activity is to help students recognize the connection 

between structural stages and linguistic features as the latter respond to a primary 

function (to remind of the request, to state what procedure has been carried out for the 
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task assigned, to report conclusions and recommendations) Additionally, lead students 

to focus on the connectors that introduce each move, so that they are introduced to 

textual cohesion. 

Task 2.7: Have students focus on reports 1 and 3. Ask them to identify the structural 

and linguistic devices that encode the purpose of each move. Through this task, it is 

expected to make students aware of the ways in which rhetoncal and linguistic features 

build up the reports. 

Task 2.8: Provide additional practice by asking students to identify the moves of the 

report (Text 10) by assigning headings to each rhetorical section. 

Task 2.9: Assign some time for students to read explicit infonnation about the main 

sections of an assessment report (Texts 11 and 12). Conduct oral practice reinforcing 

the expressions conventionally used to realize the different moves of a business report. 

Task 2.10: Ask students to replace specific stages of some of the reports provided in 

accordance with altemative purposes you provide. Demonstrate that the rhetorical and 

linguistic features employed to shape a report are determined by the purpose it aims to 

fulfill. 

3. Activities that aim to raise Students' awareness of textual cohesion 

Task 3.1: Present the following set of clauses to students: 

As reqztested, I am sending the infbrination. It's vety rarely found in 

Texas. They think so. When does the championship start? No, I don '1 

know how to operate it. 
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Ask students the following questions: 

What is the purpose of this text? 

What infon-nation is being sent? 

What is rarely found in Texas? 

The fact that students are unable to answer them will hopefitlly make them aware of 

the need for specific elements beyond the level of the clause to connect clauses 

together and organize them as messages. Encourage practice by asking students to 

insert the given words and phrases in the appropriate space (Text 13). 

Task 3.2: Ask students to try to identify the expressions that create cohesion in the 

report (Text 7). The aim of this exercise is to draw students' attention to the ways in 

which reference, ellipsis, junction, and lexical organization join and develop ideas. 

Task 33: Ask students to provide the missing words in the report (Text 14). In this 

exercise, students will feel compelled to include connectors, pronouns, and field-

specifíc vocabulary. Point out their fimction as devices to link and develop ideas. 

Task 3.4: Have students extract the content words from some of the reports 

provided (Texts 1, 2, 3, 7, 8, 10, 14) and ask them to gfoup them into lexical strings 

(groups of words belonging to the satne field) assigning headings to each group. 

The aim of this exercise is to raise awareness of the way in M'id] lexical relations 

contribute to textual cohesion. In this case, attention should be paid to the use of 

terrns which have specialized technical meanings within the business community 

4. Integrative activities 

Task 4.1: Students complete activities a and b (Text 15). The aim of this task is to 

have students organize information and complete a report. Through this task, 
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students start their own production. Read some reports aloud pointing out their 

strong and weak points as regards generic conventions. 

Task 4.2: Assign 20 minutes for students to write a short report on two possible 

locations for a restaurant (Text 16). The aim of setting a time limit is to allow 

students enough time for production but not for revision. Refrain from making 

comments while students produce their first drafts. The second step of the exercise 

is to have students analyze the format of their own texts: if they are satisfied with 

their work, encourage them to analyze the generic structure; however, if they 

consider that arrangements are necessary, ask them to rewrite their texts. In the 

same way, students should proceed with the analysis of text cohesion. Once they 

have fmished their own step-by-step revision, ask them to hand in their final draft. 

In this way, students integrate the knowledge they have acquired through previous 

exercises and, at the same time, are encouraged to work independently. The aim of 

having them rewrite their texts is to reinforce the structural points they already 

manage through repetition, thus increasing their confidence as writers. 

Task 4.3: Encourage students to use their acquired knowledge of the genre business 

reports to elaborate their own Tips for writing effective reports. 
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Appendix C.1 — Raters' protoeol 

It is important that evaluators follow these instructions carefully so that results are not 

invalidated. 

Get familiar with the Scoring Scale on p.1 of the folder you have been given. 

2) Read the set of instructions that were given to participants, pp. 3, 4 and clarify any 

doubts you may have with the researcher. 

3) Go through the sample reports on pp. 5-7 with the researcher in order to unify 

assessment criteria. Keep in mind that the guiding principie for evaluation is the 

fulfillment of the task required. 

4) Score the reports. It is not necessary for you to correct mistakes of any kind. Just 

assign marks holistically. 

Should you have any doubts, do please ask the researcher before proceeding. 

5) Record the scores given to the participants on the Scoring sheet. 

6) Hand in ah l the material, Le. scoring scale, instructions given to participants, sample 

reports, scoring sheet, and the photocopied reports. 

Thank you very much for contributing so generously to this research project. It is hoped 

that the findings of this study may throw some light on the teaching and learning of 

Business English writing. 
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Appendix C.2 — Scoring Scale 

Evaluators are expected to assess students' reports by awarding a mark (5-1) to each 
piece of writing on the basis of the following marking scheme: 

Mark: 5 --• Fairreárizalioliiiithe lask ávt 
„Content • Both content points (evaluation and recommendation) 

achieved. 
Structures • Good range of grammatical structures. 
Vocabulary • Confident use of specific vocabularv. 
Organization e Effective structural organization (introduction, body, ' 

conclusion/recommendation). 
Links • Good use oflinking devices. 
Register & 
Format 

• Register and forrnat consistently appropriate. 

Effect • Very positive effect on the reader. 
Mark; 4= Good realitalion of the itisk set "11,17. rirdE 
Content • Both content points (evaluation and recommendation) 

achieved. 
Structures • Good range of grammatical structures with some non-

impending errors. 
Vocabulary a Good use of vocabulary though not specific. 
Organization e Good structural organization. 
Links • Good irse of linking devices with some non-impending errors. 
Register & 
Format 

• Register and format on the whole appropriate. 

Effect • Positive effect on the reader. 
Mark:3 -=." &z actory'realization of the task set 
Content • Both content points (evaluation or recommendation) achieved 

or one fully achieved and another poorly achieved. 
Structures • A number of non-impending errors in grammatical structures. 
Vocabulary • Adequate use of vocabulary though with some non-impending 

errors. 
Organization • Poor structural organization. 
Links • Satisfactory use of linking devices 
Register & • Register and fonnat reasonable, although not entirely 

successful. [__Format 
Effect • Satisfactory effect on the reader. 
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Mark 2 .--7 Inadequak rea&ation of the task set. 
Content • Only one point achieved. 
Structures • Numerous errors in gyammalical structures which sometimes 

hinder communication. 
Vocabulary • Limited use of vocabulary. 
Organization • Weak structural organization, causing confusion. 
Links • Content not clearly linked, causing some confusion. 
Register & 
Format 

• Inappropriate register and format. 

i Effect • Negative effect on the reader. 
Very poor realization of the task set. 

Content • One content point poorly achieved. 
Structures • Little evidence of grammatical structures required by the task. 
Vocabulary • Frequent basic vocabulary errors. 
Organization • Lack of structural organization, causing a breakdown in 

communication. 
Links • Inappropriate orno use oflinlcing devices. 
Register & 
Format 

• Little attempt at appropriate register and fonnat. 

Effect • Very negative effect on the reader. 

111 



Appendix C.3 — Scoring sheet 

Instructor: 

Code Pseudonym Score 
number 

Code 
number 

Pseudonym Seo re 
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Appendix D.1 - Pre-study questionnaire 

CUESTIONARIO 

El presente cuestionario corresponde a la etapa inicial de un trabajo de investigación sobre la escritura en 
inglés. Rogamos tenga a bien responder las siguientes preguntas marcando con una cruz lo que 
corresponda. Elija un seudónimo para el cuestionario y anótelo para que lo use en tareas posteriores. El 
seudónimo se usará sólo para la recolección de datos. MUCHAS GRACIAS. 

Seudónimo: 

1. Edad 
O Menos de 18 años 0 entre 19 y 23 años 0 más de 23 años 

2. Sexo 
O Masculino 0 Femenino 

3. ¿Cuántos años hace que usted estudia inglés? 
0 dos 0 tres 0 cuatro 0 cinco 0 más de cinco 

4. Usted ha estudiado inglés en 
O institutos privados 0 colegios bilingües 0 universidad 0 forma particular 

5. ¿Tiene experiencia laboral? 
O sí (siga con el punto 6) 0 no (siga con la pregunta 7) 

6. Si en su trabajo usa o ha usado el idioma inglés, especifique su propósito: 
E sólo para comunicarme oralmente 
0 sólo para comunicarme en forma escrita 
0 para ambas funciones 

7. ¿Qué tipo de textos escribe correctamente en inglés? 
O memos 0 faxes 0 informes E e-mails 0 cartas E ninguno de éstos 

8. ¿Ha recibido instrucción en redacción de informes en castellano? 
0 sí Li no 

9. ¿Ha recibido instrucción en redacción de informes en inglés? 
O sí Lino 

10. Usted considera que escribir informes en inglés es una tarea 
O simple 0 medianamente complicada E complicada 0 muy complicada. 

11. ¿Cuán importante considera usted la capacidad de redactar informes en inglés en el futuro 
ámbito laboral? 
0 muy importante 7 importante E medianamente importante 7 de escasa importancia 
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Appendix D.2 — Post-study questionnaire 

CUESTIONARIO 

El presente cuestionario corresponde a la etapa final de un trabajo de investigación sobre la escritura 
en inglés. Rogamos tenga a bien responder las siguientes preguntas marcando con una cruz lo que 
corresponda. Recuerde que al llenar el cuestionario inicial usted usó un seudónimo. Repítalo, por 
favor. Los datos solicitados se restringen a su experiencia en el aprendizaje de "report writing" 
durante el segundo cuatrimestre de 2002. Sus respuestas sólo serán usadas a los fines de la 
investigación. Muchas gracias por su colaboración. 

Seudónimo: 

Para la enseñanza de "report-writing" usted usó fotocopias con diversas actividades. 

1) La cantidad de actividades realizadas en clase y asignadas como tarea fue: 
O Demasiada O Apropiada O Insuficiente 

2) Las consignas o instrucciones en dichas actividades fueron: 
O Claras O Confusas 

3) ¿Realizó usted todas las actividades? 
O Sí (siga con el punto E) O No (siga con el punto D) 

4) Indique los motivos por los que no realizó todas las actividades 
O No fue requerido O No fue necesario O Otras 

5) ¿Cómo evaluaría usted las actividades y ejercicios realizados en relación al objetivo de las mismas 
(aprender a escribir business reports)? 

O Muy bueno O Bueno Malo 

6) Considera usted que la forma en que aprendió (destacando las características particulares que 
hacen que un informe sea efectivo y analizando cada una de las partes que componen un 
informe) facilita el aprendizaje de report-writing? 
0 Si O solo parcialmente O No 

¿Por qué? 

7) La forma estructurada en que aprendió a escribir informes 
O le da seguridad al escribir O limita su creatividad personal 

8) En qué porcentaje mejoró su producción escrita de business reports? (Considere la mejoría entre 
el primer y último informe que escribió? 

80% a 100% E 79% a 60% E 59% a 30% E menos de 30% 

Comentarios: 
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Appendix E.1 — Pre-test 

Report writing Pseudonym: 

You work for a small advertising company..Your manager has asked you to evaluate the 
purchase of a telephone answering machine that would increase efficiency in the 
company. Read the following extracts from a sales brochure and write a report 
evaluating the possible purchase of the Response 400 model together with your 
reconunendation (100-120 words). 

Response 400 
Complete sophistication made simple 

Good impressions are vital in business. So when we created the Response 400, 
that combines telephone and answering machine for you, we've given you the 
possibility to record your welcome message digitally so it maintains 
consistent quality no matter how many times it's played. Easy to use yet with 
many facilities, the Response 400 is hands-free, meaning you can hold a 
conversation and work without having to keep the handset in your hand. On the 
other hand, if you want to keep things totally confidential, you can listen to the 
messages left for you using the handset. The useful LCD panel records the 
duration of calls in case you need to charge their cost to your customers, 
shows you the number as you dial it, and ídentifies incoming calls. 

Other features include: 
o 20-number memory 
O Last number redial 
O Clock 
O Programmable security code 
O Message counter 
O Smart Colors 

Buy U$S 202.09 excl. VAT 
ORDER DIRECT 0800 700 999 
Detivery time: 20-24 days from purchase 
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Appendix E.2 — Post-test 

Report Writing Pseudonym 

You work for Patagonia GMBH, a company which designs and distributes functional outdoor clothing. 
The Personnel Manager has asked you to evaluate hiring a public affairs associate in order to make the 
Public Relations Department more effícient. Read the job ad and then Fiona Scott's CV and write a report 
evaluating the candidates' qualifications together with your recommendation (100-120 words). 

PATAGONIA has a new position open: 
PUBLIC AFFAIRS ASSOCIATE 

Job is based in Munich. Candidates must have substantial PR/Press experience and strong writing skills. 
They must have serious proficiency in technical sports (Slding, Kavaking„ climbing ...) and outdoor 
experience. German mother tongue. Environmental background a plus. Send CV with picture to: 

Nathalie Baudoin 
PATAGONIA GMBH 

Reitmorstrasse 50 
8000 Munich - Germany 

CURRICULUM VITAE 

PERSONAL DETAILS 

Neme: 
Date of birth: 
Nationality: 
Address: 

Telephone: 

EDUCATION 

1991-1992: 

1988-1991: 

Fíona Scott 
7 August 1979 
British 
52 Hanover Street 
Edimburgh EH 25 LM, Scotland 
031 449 0237 

London Camber of Commerce ánd Industry 
Diploma in Public Relations 
University of London 
BA (honours) in Joumalism and Media Studies 

PROFESSIONAL EXPERIENCE 

1992 to presente Scottish Wildlife Trust.Department of Public Relations 
Responsible for writing articles on all aspects of the Trust's activities and ensuring their 
distribution to the press. Editor of the Trust's monthly joumal. In charge of relations with 
European environmental agencies. 

Summers of 
1990 and 1991: Three-month training period with the Glasgow Herald. Assistant to the sports editor. 

INTERESTS 

Sports: Cross-country skiing, rock-climbing and swimming. 

ADDITIONAL SKILLS 

Carnp counseling certificate 
Grade 3 ski instructor 
IBM PC user 
Fluent German 

' ,..mmommansumms, 
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Appcnciix F — Class --teríals 

Text —Heport 1 

Tasks 1.1, 1.2, 2.5 ami 2.7 

To: Stephen Wade. Chairman 
cc: Petar Evans. Managing Director 

From: Yvonne Elliott, Finance Director 
Date: 15 March 

Report on the proposed merger with Unibank 

As requested in your memo of 12 February. here is my report summansing the advantages and disadvantages 
of a possible merger with Unibank, together with my recommendations. You asked for the report to be 
submitted by 15 Match. 

1 haya collected information from various sources including Unibank's publicity material. annual reports, 
financial publications and material on the Interne.t. 1 also obtained a confidential study of Unibank carried out 
by City Consultants. 

Reasons for the merger 

a) Unibank is a well-cstablished and highly respected bank, with ovar forty branches. 
b) It has a numbcr of important corporate clients, a profitable investrnent department, a skilled workforce 

and modem communication s tems. 
c) Although al one time it was in financial difficulties, it now seems to have fully recovered 
d) Unibank is an obvious target for us for a merger It covers the City of Londrn, an area where we are not 

well representad. and the merger would allow 115 to cut costs. Unprofitable branches.could be closed 
clown and staffing costs reduced. 

2 Reasons against the merger 

a) The unions woulci strongly oppose staff 
b) The prospects for growth are not good because of the possibility oía recession. 
c) The management styles of the two banks are very. dilTerent. Our bank is preparad to take risks to make 

prolits. Unibank, howevec is rautious and conseryative. 
d) The chairman of Unibank is a strong, charismatic person. He might not be willing to play a secondary 

role if the merger took place. 

3 Recornmendations 

An in-clepth study should be made of Unibank's financial situation. 
b) A meeting should be set up between the chairmen of both banks to discuss the advantages of a merger. 
c) Is-lergers with other banks in the City should be considered. 
d) It is recomrnended that a top public relations consultant should be contactad to advise us if the merger 

goes aheacl. 

eut crr-
Yvonne Elliot 

Taken frory.1 International Business English 117 



l'ext 2 — Report 2 

Tasks 1.2, 1.2 anu 2.5 

• What is the purpose oí the report helow7 

• Read modal reports 1 and 3 and foeus on simítaríties and differenees in 
layout and style. 

• 1s the language used in the reports formal or informal? 

 MEMORANDUM 

SP Wholesaiers PLC 
To: The Board of Directois 

From: D. Layan, Sales Director 

Introduction of [Wall Order Service 

[hace now completed the researchwe began in July of this year into developing a 
mail order service. You wtll lindan the statishcal and graphic data attached Lo thiá 
report, but in summar/, the research tearn carne Lo the following conclusions. 

Date. ir October 19—

Market 
Over the past six years there has been a steadily expanding market both here 
and in the other single European market economies towards mail order buying. 
This has been due to three main reasons - range of selection, convenience. and 
the credtt facilities this form of selling offers. However, the main area of 
development, which has expanded by 8 per cent over the period, has been in 
clothes purchasing, especially children's clothes in the age range of 4-15 years, 
see p.9 of Statistical Analysis, attached. 

With regard lo other sales items such as electrical appliances, household 
utenslls. carpeting, linens, and general furnishings, we found that although there 
has been .a 2.7 per cent increase in sales over this period, the investment in 
stocks woUld be loo large lo undertake in the inittal period. see pp 23-27 of 
Analysis. We can reconsider these ateas in the Future. 

Finance 
If we concentrate on the garment areaof the market supplyina all age groups. 
we esttmate an increase in investmen: of our annual budget of 4.8 per cent. and 
this includes ad ministration. warehousing. expanding stock. produang 
catalogues. advertising, distribution. agents" commissiems. and bad debts. This 
will increase our present turnover in this area by 7 per cent over a two year Mal 
period, see pp 15-18 of Analysis. 

Our Ctnance department suggests that This increase in capital investment should 

come from share issues rather than loans be.cause increasing rates of interest 
will cut into profits. 

Conclusions 
With our main competitiors already considering Mis market, and lis 
International potenual in the European community. we suggest that on the basis 
of what has been said. and the data we have collected. it would be feasible lo 
enter the mal arder business by I9—. Once you hace studied the details, I 
would suggest a meeting before the end o this fina nctal year. 

D. Logan 
Sales Director .72 L.J ,-1 

Tahen from Insights into Business 
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l'ext 3 — Report 3 

Tasks: 1.1, 1.2, 2.5 and 2.7 

To: The Chairperson. Dersley Swimming Club 
From: Jim Bowen. Assistant Coach 
Subject: Rotheroe Sports Centre 
Date: Idh iviav 2001 

Introduction 
The purpose of this repon is to assess the suitability of Rotheroe Sports Centre as a possible future 

training base for the Dersley Sssimming Club. 

Location and access 
Rotheroe Sports Centre is conveniently located just off the Ring Road lo the south of Dersley. next to the 

Marston Industrial Estate. It is therefore easily accessible by private transpon from most parts of the city 
and has ample free parking. Buses run between the sports center every 15 minutes from 6 am to 11 pm. 

On the other hanti direct services from other areas may be limited. particularlv elly in the moming or 
late at night. 

Facilities 
The Rotheroe Centre offers an excellent range of facilities. The swimming pool is of Olympic size and is 
fully heated. It has a large spectator area and changing rooms with ample locker space and showers. In 

addition. the center has a large, well-equipped gym. 
How ever, there is no cafeteria; furthermore, there are no restaurants within walking distance of the center, 
which means the team members would has-e to bring packed lunches. 

Avallability and cost 
The pool could be available for sole use by the club on Nveekday momings from7 to arti or on Monday 
and Wednesday nights after 9 pm. There is also the possibility of booking the pool for galas on occasional 
Saturday evenings. The gym is available from 8 am to 10 pm everv day. The cost of hiring the pool at 
special club rates would be £40 per hour. compared to the ±: 30 currently paid by the club for the City 
Baths. 

Recommendation 
To sum up. Rotheroe Sports Centre would be able to provide the facilities necessary for the Dersley 
Swimming Club to train. Most importantly, it has an excellent 50-metre pool of the type used in top-level 
compentions. The slight increase in the cost of hirmg the pool is acceptable. especially in view of the fact 
that charges at the City Baths are due for revision in a month's time. 

fa ken from Successful Writing 
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i ext 4 

ask: 1..5 

The Chairman and Managing Director of a bank have asked Y vonne Elliot, tneir 
Finance Director, to write a report evaluating the possible merger with Unibank. 

Read the repon she sent tnein: 

I Mr. Stephen Wade, Chairman, and Mr. Peter Evans, M.D.: .vou asked me to 
evaluate the advantages and disadvantages of a possible merger with Unibank and 
lo present my report by March 15. 1 collected information from many sources 
including Unibank's publicity material, annual reports, financial publications 
and material on the Internet. 1 also obtain a confidential study of Unibank carried 
ovil by City consultants. Unibank is a well-established and highly respected bank, 
with over forty branches, it has a number of important corporate clients, a 
profitable inve.stment department, a skilled workforce and modem communication 
systems. Although al one time it was in financial difficulties, it now seems to have 
fitlly recovered Unibank is un obvious target for us for a merger. it covers the eiry 
of bindon, an area where we are not well represented, and the merger would 
allow as to cut costs. Unprofitable branches ~hl he closed down and staffing 
costs reduced The unions would strongly oppose staff est& Tite prospects of 
growth are not good because of the possibiliry of a recession. The management 
styles of the two banks are very different. Our bank is preparad to take risks to 
make profit.s. Unibank, however, is cautious and cotzservative. The chairman of 
Unibank is a strong, charismatic pérson. He might not he willing to play a 
secondary role if the merger took place. An in-depth .study should he made of 
Unibank's financial situation, and a meeting should be set up between the 
chairmen of both banks to diseuss the advantages of the merger. 1 don't agree 
with mergers with other banks in the city. It would be good we could contact a 
top public relations consultant to advise lis if the merger goes ahead. 
Yvonne Elijo!. 

* How effective do you think the report is? 
* Rewrite the report using fonnat conventions. 
* Do you agree with the statement that "failure to adhere to the writing conventions 
of the business cornmunity may tender a text hable to be misunderstood and 
therefore disregarded- ? 

Adapted from Anzerican Business Ezzglish Program 
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ext 
í así: 

itientify the text-type beiow. Do you think this foilows the conventions ot the 
1.r.enre? 

Do you agree that the layout, hanguage styie and structure of the text are 
convention:ally established in accordance with its purpose? 

New hiternationizI Business English 1his document may be photocopicd. 

HYUNDAI, K.P.O. Box 92 Seoul,Korea, Fax: (92) 741-2341 

Dear 

You asked for some information about this company. 

Although. Hyundai ís well known for its car manufacturing, lxi fact Hyundai Motor 
makes up only 21% of the business. The company originated 44 years ago. 

The company manufactures engineering producto including ships. But in addition 
the Korea,n based company has many construction contracto overseas. Most 
recently Hyundai has been engaged in Siberia developing that country's natural 
resources. 

We do not haVe i'nformation available concerning Hyundars company structure and 
workforce, but a look at its range of producto which cover semiconductors, heavy 
equipment and petrochemicals, among others, shows that it is a larga company. 

It is one of the most successful companies in Korea aaad is well prepared for the 
challenges which the future poses. • 

If you have any further questions, please get in touch with. me. 

Yours sincerely, 

Cambridgc University Press 1996 

Text ta ken from New International Business English 
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Text 6 

Task 2.1 

• Identify the type of text below. Do you think that this follows the 

typical conventions of this type of text? 

• Why do you think there are no sub-headings in the following text? 

• Draw fines dividing the structural parts, that make up this text (Setting, 

development, end) 

The Visitor 
A cold feeling of shock grioned me as I stared at the splintered, shattered wood of 

my front door. The lock hung, twisted out of shape, having been forced violently apart, 
and I felt my pulse quicken as I noticed that the door was ajar. 

Scarcely breathing, 1 pushed it lightly with my fingertips and it swung open with the 
slightest groan. Inside, the house was deathly silent. 1 tiptoed down the hall, peering 
into the rooms on either sitie. They stared blankly back at me, deser-ted and un-
changed, revealing nothing. There were no burglars still inside, or so it seemed. 

As far as I could see, there was nothing missipg. I heaved a sigh of relief at finding 
my precious collection of crystal untouched, and my heartbeat slowed as my initial 
shock subsided. Somebody liad certainly broken in — but why? 

At the far end of the passagevvay I hesitated, puzzled, then cautiously climbed the 
stairs. As I neared the top, there was a noise.; a light, hurried, scrabbling sound like one 
that mice might make, only coming from something rather bigger. I turned quickly 
toWards my open bedrdom door, only to be confronted by the strangest sight: an elder-
ly man lying uncomfortably face-down on the floor, his plump, flushed cheek pressed 
against the carpet, which hacneen pulled back to reveal the floorboards underneath. 

There he was with his right arm thrust clown into a gap between the boards. 
"What on earth are you doing?" I demancied. 
He rolled himself slowly into a sitting positidn and ruffled his thinning hair, looking 

embarrassed. "I'm sorry," he rnumbled. "1 used to live in this house and I put a box 
clown here with my savings and some papers to keep them safe." He brushed thick 
clust and cobwebs off his shirt and sighed. "But when I moved out I forgot, and I didn't 
know if you would let me have them. What else could I do?" 

Text taken from Succes.sful Writing 
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Text 7 

Tasks 2.1 

• Identity the type of text be1ow. Do you think that this foIlows the 
typical conventions of this type of text? 

• Draw limes dividing the structural parts that make up this text 
(1ntroduction, body, condusion) 

?ROM: Personnel Manager Division A 

TO: Managing Director 

DATE: 16 May 1999 

SUBJECT: Proposed installation of clocking-in machines 

1 Following your memorandum of 27 April we carried out a small 

study of staff views in three selected departments to see how 

the arrangements of breaks had been working. I here summarize 
the resulte: 

a) 65% office workers found the present break arrangements 
satisfactory; 

b) 25% would be in favour of a shorter lunch break and 

finishing aarlier. 
2 It is too early to say definitely how many machines would be 

needed. But at least one for every divisional office seems a 

reasonable estímate. 

3 I also asked my personnel officers about the saving of time. 

They think that an improvement in time-keeping could be nade. 
4 The staff's reaction to the idea was not very encOuraging. In 

the surveY we carried out only 15% said they would be in favour• 

of using ¿locking-in machines. If they had the choice they 

would prefer nokl to use them. 

5 You almo asked for my views on how to deal with the union. I 

had a meeting with the chief union representative. I mentioned 

that in sOme -departments the lunch break was lasting a lot 

longer than is actually allowed. The representativa's answer 

was not very helpful. She said the union would always insist on 

the lunch break being left as it is. There is a point beyond 

which no negotiatíon would be possible without asking ah l the 

union members in the company their opinion. 

In conclusion, it seems important to draw the Board's attention 

to possible difficulties which the rapid installation of 

clocking-in machines could bring. We need to discuss the 

problem a little longer and with more people before taking any 

action, it would seem. 

Text taken from New International Busines.s. Englislz 
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Text 8 

•Fask 2.2 

Match'the following headings to the correct sections. 

Conelusion Fintlúzgs Proeedure Reconnnendations Terna of Reference 

Report on investment proposal: New magazine 

1 

This report was commissioned by the Chairman, Mcinfred Engelmann. II is bosed on a presentation 
mode by Jone Winter and her associates•for a new magazine entilled Baby. II wos lo be submiited 
by 15 January, togeiher with a recommendation for action. 

2 

Information for the ieport wos gothered from the following sources: 
• CVs of the management team; o business plan, a marketing plan. 
• A presentation oí the proposol. 

3 

Baby magazine 
a) Description - 

Baby is a monthlY magazine in English which gives advice lo pregnani women and young 
mothers. 

b) Price 
In line with similar magazines, bui nol less than £3. 

c) Torget Morket 
• Couples about lo have their first babY and couples who hoye just liad heir first baby. People in 

upper income groups. 
• People in English-speaking countries, bul translation righls b be negotiated. 
• tounch in Englond and Australia, with the US lo follow. 

d) Selling Points 
• ti fills o gap in the market. 
• II offers helpful advice, serious mides ond lighter features on bobies and motherhood. 
• Adveriisers will be eoger lo place advertisements because of lis well-defined torget morket. 
• it will be widely distribuled through medicol centres, hospitals, doctors' wailing rooms, etc. 

4 

Baby magazine is on excellent project which would be very profitoble. 11 15 am original concept 
which has been well reseqrched by a talented management teom. 

5 

I recommend that we provide the funds requesied and proceed lo the next siage of development 

louise Dawson 
Director 
10 Januar,' 

Taken from New International Business English 
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Text 9 

Task 2.6 

The different sections of the report helow have been scrambled. Number them 
in the correct order. 

- 

Our market researchers have already produced two reports explatning 

¿he decrease in demand. and my trip and interviews have con.firmed 

their findings. 

Our exports have become more expensive o buyers, despite ¿he 

European single market economy, and as our c-ustomerssaw ¿bis as a 

trend. they began lo look for new suppliers which they found in the Fax 

East. 

These countries. who were keen to earn hard currencies and develop their 

Information Technology industries. were prepared to cut their prices. in 

some cases by 80%. while al the same time maintaming (he quality and 

standard of (he products. They also offered first rale after-salesserrice. 

long -term guarantees. cheap transportation. and short-term deliver/ dates. 

It may f !ittle ccr.solation, but in ¿he face of thts (Jim weiition most of 

our rivals in ¿he West have also experienced a decline in sales lo Ibis 

market. 

Dechrunq Sales in Germany 

The solution to ¿he problern calls for drastic price cuts and a total 
reorganizat ion of our methodsof production and service. But if we are 
prepared to force our way back (rito (bis market. I would suggest ¿he 
following: 

a) Review production niethods and introduce irnproved teclutology to 
cut costs, and enlarge production capacity lo effec-t economies of 
scale. producing in mass units regardlessof whether (here are 
orders or not, so that we can supply immediately from stock 

b) Improve distribution and order processing so orders can be mét 
qutckly and delivery dates guaranteed. 

c) Find new suppliersof raw materias who are prepared to allow 
generous trade, cash. and quantity discounts. so that we can pass 
(he reduced lances on to (he customers. 

d) Offer extended guarantees'on products and improve quality 
control to strengthen our reputation inthe market. 

e) Establish a service base. and agents in Germany. 

f) Increase advertising and promouon so that our brand becomes 
iclentified with (he product, and expand our sales force in 
Germany, again. possibly through agents. 

Between 1983 and 1990 we were one of the leadtng exporters lo 
Germany from this country, with an annual turnover of £2.6m from that 
market, with our aliare of (he market never below 10% of their imports 
for our product. However, in 1991 it was evident that we were losing 
ground despite increased advertising and promotion. Although our 
customers maintained regular orders. (he orders themselves were 
smaller. tn some cases hall their previous net values. 

This fall in demand contu-lued unhl two years ago when we round our 
share of ¿he market liad fallen to six per cent. and from that time has 
shrunk three per cern. 

Taken from hrsights into Business 
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l'ext 10 

Task 2.8 

As supervisor oía children's camp, you have been asked by the rilD to write an 
assessrnent of one of the group leaders who is being considered for promotion 
to group coordinator. Read the model below and fin in the appropriate sub-
headings (Purpose, Recornmendation, Leadership, Qualities, Personal 
Qualities, Achievernents). Then, underline the most suitable word or phrase in 
bold. 

r -

To: John Wood, Managing Director 
From: Amanda Hall, Camp Supervisor 
Subject: Assessment of Victoria Collins 
Dale: 14Ih August 1997 

A. 
As requested, this repon is an assessinent of the suitabilily o( Victoria Collins 

for promotion lo group coordinator. The report summarises her personal quali-
hes, leadership qualities and work-related achievements, on the basis of which 
her suitability depends. 

B.  
Vicloria is a very enthusiastic member of slaff who is always pleasant and con-

siderate .and whose puncluality record is commendable. She has proved hersell 
to be relialle and helplul with a positive allitude towards all aspecls of her work. 
For Ibis she is admired and respected by her colteagues. (1) In addition/As well 
as she has a wonderful rapport with children. (2) Neverlheless/Despile the fact 
that she has a lendency towards limidity, this does nol seem to have &Ceded Me 
quality of her work. 

C.  
(3) Besides this/Although Victoria has only been employed here for a short 

lime, she has already demonstrated good leadership qualilies. (4) In spite 
of/Moreover her shyness, she has (5) despite/nonetheless Shown that she pos-
sesses the abilily to assert herself over her group in a constructive way whenev-
er the need anises. Her organisational skills are outstanding; (6) to sum 
up/furlhermore, she is able lo work in a calm and methodical manner to achieve 
the desired resulls quickly and efficiently, even under pressure. 

D.  
Oven the course ol this SUIllMer, Victoria has voluntarily laken on many extra 

responsibilities involving the planning and organisation of new entertainmenti (7) 
Fpr instance/Therefore, suc reccntly heipeii lo plan a series of new activilles 
which proved extremely successful and atso vcry popular with the children. (II) 

• For example/Moreover, many of her innovative ideas have been added lo our 
existing programme, (9) ['espite/11ms providing group leaders and camp guests 
with a much wider variely of activity options lo choose from. 

E.  
(10) Additionally/In conclusion, I strongly recommend that Victoria should be 

promoted to the position of group coordinalor. I feel she is an excellent candidate 
for the job and would be a valuable addition to the leam. 

Ta ken from Successful Wilting 
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i'ask 2.9 

.3.SSeSSMellt reports 

An assessment report is a formal piece of writing written on request, presenting and 
evaluating (he positive and/or negativa features of a person, place, plan, etc. II can 
include your proposals/suggestions as well as your general assessmen(, opinion 
and/or recommendalion. An assessment report should consist of: 

a) an Introduction in which you state (he purpose and content of your report; 

b) a main body in which you present posilive and/or negalive •aspects in detall, 
under suilable sub-headings, which show (he topic of each paragraph. Positive 
and negative features of (he same aspec( shbuld be presented in the same 
paragraph, using linking words/phrases showing contrast (however, although, 
despile, but, while, even though, etc); and 

c) a final paragraph in which you summarise (he information presented in (he 
mala body and state your opinion and/or recommendalion. 

o Present tenses are normally used in assessment reports. Past tenses can also be 
used for reports related lo past events. e.g. a report ab-out a summer camp. 

Useful Language 
• To begin reports: The purpose/aim/intention of this report is ro examine/assess/ 

evaluate (he suilability of ... for .../the advisability of ing)/the performance of 
As requested, this is a report concerning/regarding (he malter/subject of ..., This 
report contains (he assessment of which you requested/asked for, This report 
oullines !he advantages and disadvanlages of 

• To end reports: Summarlsing: To conclude/To sum up/In conclusion..., 
On (he basis of (he points mentioned above/On (he whole, it would seem that ..., 
The only/obvious conclusion to be drawn from (hese facts is that ... 
Recommending: (l is ((herefore) felt/believed/apparent/obvious (that) ... would be 
ideal for ..., It would (not) be advisable/advantageous/practical/wise to 
I (sIrongly) recommend/would suggest (that) My/Our recommendation is that ... 
should be ..., 1 recommend that (he best course of action would be ... 

Token from Successjill Writing 

To: 
From:  
Subject:  
Dale: 

Introduclion 
Paragraph 1 

state (he purposé and con-
tent of your report 

kin Bull 
Paragraphs 2-3-4* 

present each aspect of the. 
subject under suitable 
sub-headings (positive/ 
negative points of each 
aspect are presented in 
(he same paragraph) 

Conclusion 
Final Paragraph 

general assessrneot and/or 
opinion/recomrnendation 

The exact number and division 
o( para graphs will depend en 
the specilic instructions ter 
each report task. 



Text 12 

Task 2.9 

• To begin reports: 

The purpose/atm/intention of thts report is to 

As requested, this is a report concerning/regarding 

This report, etc contalns/outlines/examines/assesses 

• To end reports: 

To conclude/To sum up/In conclusion/On the whote,... 

On the basis of the points mentioned aboye, it would seem that ... 

It is (therefore) felt/believed/apparent/obyious (that) ... 

11We conclude/recommend/would suggest (that) ... 

My/Our recommendation is that ... .should be ... 

Look at the heginnings and endings front various reports. Match the 

introductions with the conctusion and say: 

• IvIto each of (hese reports are written by. 

• vilo the reports are written for. 

• what the purpose uf culi report is. 

•whal each of theta concludes and/or recommends. 

1-ü_li1~0M 
1 This is the 'report commissionéd by Ace Taxis Inc. to assess the 

suitability of the Starcar and the Sarabande for use in the Ace taxi 

fleet. Both models were rigorously tested and examined by expert 

mechanics and -aútomotive consultants. The reSearch data has 

been consolidat4 and the relevant information appears below. 
, 

2 This report confairis the . suggested. plans for opening a small 
shopping ¿entré in the Kingston area.. As requested by the bank, 
whose financial support is required, the proposed size, number of ,t . 
shops and potential income of (he centre are considered. 

, . 
i • • • 

3 As requested by. the Board of Designers, this report examines 
information gathered from observations made at the Miriam 
Hasawell 'and Adrian Banks spring collection shows viewed in' 
Paris on 5th February and Milan on 9th February. 

t ..s
4 The purpose of to report is to analyse the results of a survey, 

conducted at ti equest of.FamilY Foods plc, to gauge public 
response to th4üírnpany. 's: proposed new range of packaged 
foods. The repolOmMarises repites to questionnaires completed 
by 400 families;:dassified acco'rding to income, who sampled the 
new produCts 94 26th and 27tir September. 

aken from Successful Writing 

11 E-4 g.' Allál 

\ „ay iw

c ru j -1Y 

A It is felt, therefore, that although 
the ¡filial outlay for the centre is• 
relatively high, the future financial 
benefits will be considerable. In 
addition, the opening of such a 
shopping centre would be a defi-
nite asset to the community. 

B To sum up, it is apparent that rad-
ical changes are necessary in the 
company's use of colours and (ab-
tics. Furthermore, I would recom-
mend introducing a sportswear 
line in the immediate fulure. 

C On the basis of the points mentioned 
aboye, we strongly recommend that 
the client should reduce the retad 
price of the new products in order to 
make them attractive to a wider sec-
tor of the consumer market. 

D In conclúsion, it is obvious that the 
Starcar is preferable, being better 
value for money, better equipped 
and more reliable. It is therefore 
recommended that Ace Taxis Inc. 
supplement lis fleet with Starcars. 
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fask 3.1 

A local sports te_am in your town needs new facilities where they will train for 

national competitions. As assistant coach of the team, you have been asked to 

visit a new sports center and to write a report assessing the suitability of the 

center. Read the report below and insert the following words and phrases in the 

appropriate spaces. 

liso, especial); farthermore, However, In addition, Di: the other 

hand, particular/y, To sum up, therefore 

TU: The Chairperson, Dersley Swimming 
Club 

from: Jim Bowen, Assistant Coach 

Subject,: Rotheroe Sports Centre 

Date: 10th May . 

INTRODUCTION 
The purpose of this report is to 

assess the 

suitability of Rotheroe Sports Centre as a 
pos-

sible future training base for the Dersley 

Swimming Club. 

LOCATION AND ACCESS 
Rotheroe Sports Centre is convenientlY 

located 

just off the Ring Road to the south of 
Dersley, 

next to the Marston Industrial 
Estate. It is 

(1)   easily accessible by 

private transport from most parts of 
the city 

and has ample free parking. Buses run 
between 

the sports centre and the city centre 
every 15 

minutes from 6 am to 11 pm. (2)  

direct services from other areas may be 
lim-

ited, (3)   early in the morning 

or late at night. 
k 
í FACILITIES 

The Rotheroe Centre offérs am excellent range 

of facilities. The swimming pool is of 
Olympic 

size and is fully heated. It has a large 
spec-

tator area and changing rooms with ample lock-

í 

er space and showers. (4) 
Centre has a large, well-equipped 

gymi the 

Taken from Sueees.sfirl Writing 

Mi›: 2 (5) .............. .. ..................... , 
there 

is no 
cafeteria; (6) ................... , there 

are no 
restaurants within 

walking 
distance of 

the centre, which means that team members would 

haya to bring packed 
lunches. 

AVAILAB/LITY AND COSTThe pool could be 
available for sole use by the 

club on 
weekday 

mornings from 7 to 8 am or on ; 

Monday and 
Wednesday 

nights after 9 pm. 
There 

is (7) . ........... the 
possibility of booking 

the pool for galas on 
occasional 

Saturday 
evenings. The gym is 

available from 8 am to 10 

Pm every day. The cost of hiring the poor at í 

special club ratas would be £40 per 
hour, com- í 

pared to the £30 
currently,paid by the club for ! 

the City Baths. 

RECOMMENDATION
(8) . .................. , Rotheroe 

Sports Centre 

would be able to 
provide the 

facilities nec-

essary for the 
Dersley 

Swinoiing Club to train. 

Most 
importantly, it has an 

excellent 
50-metre 

pool of the type, usad in 
top-level 

competí - 

tions. The slight mermase in the cost o( hír - 

ing the pool 
is 

acceptable, (9) ................ 

in view of the fact that 
charges at the City 

Baths are due for 
revision in a 

month's time. 
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Task 3.3, 3.4 

Provide the missing expressions in the following report: 

tvIEMORANDUM 

SP Wholesalers PLC 
Tcr TI-rz 

From: D. Logan. Sales Director 

Introduction of Mail Order Service 

Date. it October 19—

 have novr completed the research we becan iri July of ibis year into developing a 
rnad order You wdl fiad all the stattsnw.I and gr. aphtc data o this 
re.port. but in summary. the research team cante lo the foilowing conclusions. 

Market 
Over the past sur years there has been a steadily expanding rnarket both here 

and in the other single European market economies towards mail order buying. 
has been due lo three mala reasons - ranga of selection. conventence. and 

the credit facilities this forro of selling off.ers. • the mitin area of 
developrnern, which has expended by 8 per cent over the period. has been in 
dothes purchasing.. especially children's clothes in the age range of 4- ES years. 
see p9 of Statistical Analysis, attached. 

With to other sales items such as electrical appliances. household 
utensils. carpeting, lineas. and general fernishings. we found that there 
has been a 2.7 per tent tr.crease in sales oY.er Mis period. the investment in 
stocks would be too large lo undertake in the ¡natal penad. sea pp 23-27 of 
Analysis. 'Ne can reconsider these ateas in the future. 

Finance 
LE srie concentrate un the garment asea of the supplying all aoe groups, 
we esurnate an increase In investment cf sur annuel budget of 4.8 per cent, and 

includes administration. warehousing. expanding stock. productng 
catalogues. advernsing. distribution. aaents'commissións. and bad debts. 
wtll increase 91.11" present turnover Lfl this arce by 7 per cent over a two year trial 
cenod. sea pp 15-18 oí Anaiyas 

Our finance suggests that Mis increase in capital Investment should 
come from share tssues rather than loans because increasing tales interest 
,...111 cut tato prori ts. 

Conclusions 
With our mata airead-, consicering ihus market. and us 
International potennal in the European cz-,rnmuntty. we suggest that on the basis 
oí •rrhat has been saici. and the data we ha.. e collec.ted. it would be feasible ro 
catar the mail arder business by 19—. Once you have studied the details, 1 
would a meeting be.fore the end of Mis financial year. 

D Logan 
Sales Director 

Taken from hnights into Business 
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a The Personnel Manager at the factor), where you work has 

received severa] complaints from workers. Read the ¿muletas some 

%sol-kers have 'nade and list thein in the table, as in the example. 

Workers' comments 

a. The rices t,he facLory canteen are reason-

Me and the (vont-y of the fon() 19 U911011y good. 

b. There should 1,e, a trained nurse at the First Aid 

91:at,ion. Accidento happen to workers al! the Lime; 

c. blot enough ohift roLation. and the new work-
ers have Lo do di the nightivveekend shifts. 

d. 1 Lake the company bus Lo get Lo plant 

and nevar have to worry M'out Lransport. 

e. I am not required Lo work night or weekend 

ohif Lo 17eCall5e 1 Ilrbfil 
aSt-rv.111 chita a home. 

f. Some oí' Lhe workers don't rull their we,ight. 

5u1; the overseers hardly over geem Lo nótice. 

g. The supervioors and overeeero are usually 
fair, and gel, Oli well wiLh inost, of Lhe workers. 

h. AH the parking spaces are reoeived for 

inanagement staff. Soma of us have caro Lool 

Taken from New International Business English 

• ; 

• Facilities 

- Transport 

. shitt work 
. . . 

WOrker/Manage-

ment Relations ..... 

..... 

Using the information in the table, 

complete the following brief report 

assessing the work-related conditions 

at the factnry.You should also write a 

final paragraph drawing conclosions 

and/or making your recommendation. 

1 Purpose 
'lime purpose of this report is to 
assess work-related conditions' 
at the factory, following a 
number of complaints received 
from workers. 

2 Facilities 
A number of facilities, such as 
the factory canteen, provide a 
service which satis Ejes work-
ers' needs. Cn the other hand. 
it must be pointed out that 
workers' ccmplaints about pool-
safety and the lack oE a trained 
nurse at the First Aid station 
are justified in view of the 
large number of accidents at 
the factory. 

3 Tranbport 
Cn the 1.0./hole, arrangeme_nts con-
cerning transport are adequate, 
since most workers 

131 



• 

• 

lext 16 

fask 4.2 

Write a report for the following situation. 

You are Site Manager of Tetan (Welter', a fast-food business. 
Your General Manager, Edward Thomas, has asked you to 
write a report on hvo possible locations in your arca for a new 
restaurant. He telephoned you with instructions on 10 April, 
say-ing me know the advantages and disadvantages of each 
site, and give me a firm recommendation, picase, with your 
reasons. Can you let me have the report by April 30 as 1 have a 
board meeting the following day?' 

Site A Site B 

Floor space in sq. metres 330 18o 

Parking Car park 
(Maxinlm zo cars) 

Unrestricted street 
parking. No car park. 

Location High street. 
Residential area nearby. 

On comer in the city 
centre. 

Building 

. 

Ground (loor of historie 
building. A lot of 
renoyation needed. 

New building in 
excellent condition. 

Rent per week £52o £350 

Security of area High crirne rale. Shops 
broken into and 
yandalised. 

Low crime rate because 
near the police station. 

Estimated customer 
• numbers 

Now: L000 
In 5 yea,rs: 5,000 

Now: 2000,

In 5 years: 3,000 

Taken from International Business English 
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Appendix G — Guide to interview EG instructors 

1. Su percepción del material usado y de las actividades llevadas a cabo (tratando de 
determinar si se trabajó en análisis y descripción de textos, si se enfatizó el objetivo 
del texto, si se identificaron "moves") 

2. Si consideran que se facilitó la tarea para ellos y para los alumnos y cómo creen 
ellos que van a ser los resultados (para ver si lo que ellos piensan es lo que 
realmente pasa) 

3. Si creen que este tipo de enseñanza mejoró la producción de informes. ¿Por qué? 
¿En qué aspectos? 

4. Si consideran que manejar análisis del género es importante para un profesor de BE 
y por lo tanto sería conveniente que nuevos docentes se capaciten para la aplicación 
de la Teoría del Género corno una alternativa para que los alumnos adquieran 
competencia lingüística y comunicativa. 

5. Si los alumnos compartieron la idea de que hay convenciones lingüísticas y 
estructurales típicas de BE. y si vieron la importancia de manejarlas. 

6. Si ellos consideran que la aplicación de esta teoría les da mayor seguridad a los 
alumnos de nivel intermedio al escribir. Si por el contrario, ésta limita la creatividad 
de los alumnos. Si les parece muy mecánico. Si ven algún tipo de peligro en la 
aplicación de esta teoría. Si tienen algún caso en especial para comentar, por 
ejemplo si algún alumno con experiencia laboral hizo algún aporte. 

7. Consideran que los alumnos adquirieron las estructuras formales para expresar y 
presentar información eficientemente dentro del área de Business English? 

8. Creen que este trabajo de investigación aporte material pedagógico a los instructores 
de Business Enghsh? 
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