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Taking an online course with American Business English Internet School™ (BizEnglish) provides you with top quality training at affordable prices.  Our web-delivered courses have these exciting features:

· Easy-to-use web learning software used by over 1400 universities and training programs worldwide

· International award-winning materials

· Highly skilled professional trainers who are concerned about your progress

· Frequent instructor communication, interaction and feedback 

· Engaging lessons with attractive photos and graphics, Flash sound files

Online courses are available as a convenient one- or two-month subscription service at your computer desktop. See your lessons anytime by using a password at our learning website. Compile and print your lessons to work offline. Relax and work at your own speed at home or during your lunch hour at work. Colleagues will notice your improvements in English!

General Course Information

English for Global Business courses improve your listening, speaking, reading and writing skills and are based on international award-winning textbook English for Global Business (Lites & Thorpe, University of Michigan Press, 2001). Participants interact frequently using internal email, a discussion board, and chat features. Flash technology allows an important emphasis on listening comprehension and speaking skills. Writing courses improve the clarity of your written business communication. Participants work on two or more written assignments (business letters and email) per week and interact frequently with their instructor and colleagues. Selected Business Topics courses cover specific language and business topics of interest to international businesspeople. 

Registration can be completed by writing to register@bizenglish.com or at our web site: http://www.bizenglish.com/online_courses/register.php.  Please include this information: the course name and start date (any Monday), your name, company name, position, email address, full mailing address including zip or postal code, credit card number, expiration date, and name on the card. You will receive confirmation by email. For groups, wire transfers can be arranged. 

For a complete solution to your Business English training needs, BizEnglish offers three types of courses:

	Type of Course
	# of hours of instruction
	Access to Learning Site
	Instructor Interaction

	Online Instructor-Led
	45
	8 weeks
	Daily

	Online Instructor-Led
	25
	4 weeks
	Daily

	Online Teacher Training
	45
	6 weeks
	Daily


1. 
online instructor-led courses for students
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     Featuring:

· Easy-to-use state-of-the-art web-learning software 

· Flexibility to learn anytime, anywhere, from any computer

· International award-winning and pedagogically-proven materials

· Frequent communication, interaction and feedback from highly skilled professional trainers 

· Two to three instructor-corrected assignments weekly

· Self tests and online quizzes to assess progress

· Detailed progress reports available

· Engaging lessons with attractive photos and graphics

· State-of-the-Art Learning Management System, Macromedia Flash technology

Two-Month Courses 

Low Intermediate

English For Global Business 1 (EGB1) 
The focus of this low-intermediate level course is the language of everyday business situations: networking skills (making introductions, starting and ending conversations) and describing work (company, job responsibilities and company organization, using facts and figures). Special sections include Small Talk, TOEIC Tips, and Professional Protocol. Flash and PureVoice technology. International award-winning materials. 

Intermediate

English For Global Business 2 (EGB2) 
The focus of this second course in the intermediate series is on telephone skills (understanding telephone conversations and answering machines, making calls to schedule meetings) and on traveling internationally (making plans and travel arrangements and taking trips). Special sections include Guidelines for Telephone Calls and Using Business Cards. Flash and PureVoice technology. International award-winning materials.

High Intermediate

English For Global Business 3 (EGB3) – coming soon
The focus of this third course in the series is on entertaining a business associate (inviting someone to a business meal, accepting or declining an invitation, ordering food and drinks, and etiquette in social situations) and on discussing issues (starting a discussion, giving opinions, agreeing, and disagreeing, developing a discussion, and summarizing points of view and making suggestions). Special sections include Guidelines for Restaurant Dining and Guidelines for Discussions in the U.S. Flash and PureVoice technology. International award-winning materials.

Practical Business Writing  (PBW) 
This course forms an important basis for writing in business situations. The focus is on style, clarity, and adjusting your message to a variety of professional business writing formats. Exercises and assignments practice real-world writing tasks with a focus on business letters and email. Topics and formats are suggested or can be based on your current needs to communicate with business counterparts. 

Intermediate/Advanced

Professional Presentations 1 (PP) 

This course helps participants develop and deliver a presentation in English. It covers the basics (planning, organization, delivery) and essentials (analyzing your audience; informing and persuading; visual aids), including modifying a presentation to fit different audiences and different cultures. Participants record their presentations digitally and send it to their instructor for feedback and audio editing and modeling. PureVoice technology.

English for Telecommunications (TELE) 
This course gives the participant the language needed to function effectively in the telecommunications field. The focus is on building essential vocabulary and expressions through practice in reading, writing and listening exercises. Real-world contexts help participants better communicate at trade shows and in meetings, make contacts with clients and suppliers, and negotiate agreements. Flash and PureVoice technology.

One-Month Courses 

Low Intermediate

Getting Acquainted (ACQU)

Based on the international award-winning textbook, English for Global Business, this short course helps with those critical first few moments of introductions and beginning a conversation with a new business associate. Learn to introduce yourself and others with style and grace in English. Also covered are starting a conversation, conversation gambits, and ending a conversation and leave-taking. Focus on listening and speaking skills ensures language mastery. Sharpen skills for the TOEIC by reviewing tricky grammar. Flash and PureVoice technology.

Describing Your Company (COMP)
Based on the international award-winning textbook, English for Global Business, this short course concentrates attention on the important topic of describing your company. Special attention is given to the pronunciation of numbers and improving listening comprehension skills with numbers. Sections include talking about facts and figures, introducing your company, describing company organization, and describing job responsibilities. Sharpen skills for the TOEIC by reviewing tricky grammar. Like the other courses in the series, Flash technology allows for focus on listening and speaking skills. Flash and PureVoice technology.

Intermediate

Telephoning (PHONE)

Based on the international award-winning textbook, English for Global Business, this short course builds telephoning skills for doing business internationally. Sections include problems telephoning, making phone calls, scheduling a meeting, and ending a phone conversation. A special professional protocol section addresses guidelines for telephone calls in English. Flash and PureVoice technology.

Traveling Internationally (TRAV)

Based on the international award-winning textbook, English for Global Business, this short course covers the skills and vocabulary needed to feel comfortable when traveling to an English-speaking country. Included are sections on making and discussing plans, understanding the travel agent, making airline reservations, understanding the airline ticketing agent, booking a hotel, checking in and checking out, types of rooms and occupancy, understanding the front desk clerk, guidelines for using business cards in the U.S., and describing products at a trade show. Flash and PureVoice technology. 

Perfecting Your Grammar (GRAM) - available soon

This short course takes participants through the most difficult yet most subtle and expressive grammar points that are critical for clear understanding during international business meetings and negotiations: conditionals, modal verbs, passive and active voice, and the past tenses (past, present perfect, past perfect, and continuous past. Each unit contains exercises and assignments related to the topic as well as quizzes and self tests to help assess progress. 

High Intermediate

Successful Letter Writing Strategies (LETR)

This course is for students who want to improve their business letter-writing skills. The focus of this instructor-led course is to learn effective letter-writing techniques and practice them. Important grammar points and useful vocabulary help participants communicate more clearly. Frequent guidance and feedback from a highly qualified online instructor ensure rapid progress.

Writing Effective Emails (EMAIL)
This course helps students acquire the techniques they need to write clear and concise emails, using the appropriate vocabulary and recognizing the level of formality that fits the situation. Important grammar points and useful vocabulary help students communicate more clearly. Students interact frequently with the instructor to maximize the learning experience.

Entertaining a Business Associate (ENTR) – available soon
Based on the international award-winning textbook, English for Global Business, this short course focuses on the language and cultural issues associated with entertaining in a business setting, from inviting an associate to a meal to accepting or declining an invitation, from ordering food and drinks to the etiquette followed in a U.S. business setting. Special sections included: Guidelines for Restaurant Dining and Etiquette in Social Situations. Flash and PureVoice technology.

Discussing Issues (DISC) – available soon

Based on the international award-winning textbook, English for Global Business, this short course helps the participant better discuss business issues by concentrating on how to start a discussion, how to give opinions, agree, and disagree with someone, how to develop a discussion, and how to summarize points of view and make suggestions. Special sections include: Guidelines for Discussions in the U.S. and TOEIC tips. Flash and PureVoice technology. 

Intermediate/Advanced 

Understanding North American Business Culture (NABC) 
Understand how Americans behave and why they behave that way. This short course helps professionals interpret the business behavior typical in North America by providing them with the skills they need to react in an appropriate manner in social and business contexts. Rather than focusing on language study, participants use the language to discuss issues. To avoid culturally-based miscommunication, follow the guidelines provided in this practical course. 
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   2.         Certificate Programs for Instructors           

 Certificate in Teaching Business English (CTBE)

  This exciting, online program is intended for: 

· Teachers of English as a Second Language (ESL) who want to teach Business English (BE) and English for Specific Purposes (ESP) to foreign professionals in the U.S. and overseas. 

· International English teachers who want to learn the latest methods and teach in their own countries. 

· Teachers who have some ESL/BE experience and want to focus, upgrade or expand their skill base. 

Overview of the Program

The CTBE Program is designed in a modular style and can be studied at the working teacher's convenience. All materials, activities and discussions are available 24/7online at our state-of-the-art learning environment. Modules reflect the central theme of business, and the program is approximately 45 hours (4-5 weeks) in length. Each content module comes complete with in-class tasks, an adaptable sample lesson plan, suggestions for materials, tips on methodology and techniques, and critique sheets.

Particular emphasis is placed on communication strategies, interpersonal skills and cultural awareness. Throughout the course, the participant is exposed to a variety of different activities, methodologies and proven classroom techniques. Students are encouraged to process different inputs and theories and to adopt the most useful. 

The topics covered include: 

· Objectives and Content of a Business English Course 

· Needs Analysis 

· Presentations (Introduction, Outline, Lesson Plan, Critique) 

· Meetings 

· Interviewing 

· Telephoning 

· Role Play and Social English 

· Negotiations 

· Business Writing and Vocabulary 

· Course Programming 

Certificate in Teaching English Online (CTEO)

Our newest online teacher training program is intended for: 

· Teachers of English as a Second/Foreign Language (ESL/EFL) who want to teach English to international students and professionals online. 

· International English teachers who want to learn to use online teaching tools and combine teaching in their face-to-face setting with online components for a blended learning approach. 

· Teachers who have limited online experience and want to expand their skill base and become familiar with online teaching/learning tools and issues. 

Overview of the Program

The CTEO Program is designed in a modular style and can be studied at the working teacher’s convenience. All materials and activities are available 24/7 in our state-of-the-art virtual classroom. Course modules cover the specific tools—course management software, web page creation, voice recording technology, exercise creation software—that make the online environment an ideal one for teaching English. Each module comes with general explanation and guidelines, links, and tasks to be completed.

Geared to an audience involved in teaching ESL/EFL in higher education or language institutes worldwide, this program surveys the best and most exciting tools to deliver language learning material online. A step-by-step approach ensures understanding of these tools, which include the basic building blocks of online instruction and are selected for their ease of use. Participants will exchange ideas, responding to discussion questions and weekly assignments and complete an independent project based on their current or future teaching situation. The program is approximately 45 hours in length and lasts for four weeks.

The topics covered include: 

· Basic Considerations in Online Teaching/Learning 

· How to Assess a Website 

· How to Build a Web Page

· Course Management Software

· Course Tools

· Exercise Creation Software

· Voice Recording Software 

· Independent Project Work 
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