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TEACHING BUSINESS ENGLISH USING INTERNET

Computer-assisted teaching and learning is an important concept that should be incorporated and applied by each special education teacher in the teaching and learning activities to make learning fun and interactive. Application of this method towards students with special needs is not widely used compared to other typical students. Computer is a sophisticated and useful electronic device. Humans use it to manage documents and to surf the internet. As technology invented is getting more advanced by days, computer seems to be beneficial to be used in learning. In the era of globalization, computer is found to be suitable to assist special education teachers in teaching and learning process as it is able to receive and process data efficiently and effectively. Ishak Othman (2002) defined Computer-Assisted Teaching and Learning as softwares used in education and the practices are developed by programming languages, multimedia authoring and programming which are suitable to be used in teaching as well as learning a subject. There are some people who equate Computer-Assisted Teaching and Learning with courseware. According to Ahmad Rasidi Osman (1999), Computer-Assisted Teaching and Learning is the use of computer complement with a certain type of software to assist teachers in teaching and help students in learning. In a research context, Computer-Assisted Teaching and Learning is defined as the use of computers or other electronic device that will effectively help teachers to deliver the contents of a subject either fully or partially during teaching. For instance, MicrosoftPower Point, MicrosoftAccess, MicrosoftWord, MicrosoftPublisher, MicrosoftExcel, MicrosoftPaint, AUTO CAD, Photoshop, and Flash [1, p.47].
In terms of the wider picture of language teaching and learning, it is sometimes easy to forget that computers have been available as a resource in language teaching for little more than twenty years. During this relatively short time, there has been a dramatic change in the number of options open to language teachers and learners. Initially, computers were mainly used as sophisticated typewriters, allowing learners to write and to correct and amend easily and effectively. Some basic interactive software was available in the early years, but this was generally restricted to the type of exercise found in grammar practice books with the added feature of a sound to indicate a correct or incorrect answer. 

The real advance in the use of computers in language teaching came with the transition from floppy-disc to compact discs (CDs) as the basic form of software, the proliferation of e-mail as a means of communication and, most importantly, with the arrival of the Internet as a widely available resource. Today there is a vast array of language teaching material available on CD ROM or DVD, ranging from self-study materials to supplement published course-books, to ESP-based courses and culture-based materials. Many learners of English have access to e-mail and the Internet at home as well as at school and this presents teachers with a range of useful options in terms of setting writing tasks, communicating with learners by e-mail, giving learners research tasks and setting up project work based on researching the Internet. Where previously such tasks would have involved a great deal of letter writing on the part of both teacher and learners, on the one hand, and a potentially time-consuming visit to the local library on the other, they can now be accomplished quickly and easily without the learner ever having to leave his or her PC [2, p.97].
Although many learners seem to be much more familiar with the use of computers than a lot of teachers appear to be, there is still plenty of scope for some input in class related to computers. Basic terminology is a good starting point and a useful exercise may be the pronunciation of e-mail and internet addresses, such as jbloggs@newmail.com or www.onestopenglish.com. Similarly, there may be some value in teaching the meta-language of word processing (e.g. copy, cut, paste, insert), writing e-mails (e.g. reply, forward, delete) and surfing the Internet (e.g. search, link, key-word and so on). Many UK language schools are now responding to the specific needs of learners and offering computer-based options leading to word-processing qualifications such as the UK-based CLAIT, validated by the RSA, and the American MOUS qualification, validated by Microsoft. In both cases certificates are offered for different levels of competence from basic user to proficient user and both practice activities and examinations are offered “on-line”.

In terms of practical classroom activities to exploit the Internet, if teachers have access to several Internet-linked computers for use with their classes, there are numerous possibilities. Learners can fill-in on-line questionnaires, research specific topics, prepare presentations using on-line information, graphs and diagrams, find the answers to questions set by the teacher, do interactive grammar, vocabulary and even pronunciation exercises, read and summarize the latest news, and contribute to on-line discussions and debates. With technology advancing at breakneck speed, it sometimes seems difficult for teachers to keep up but remaining informed is crucial. Our learners may already be several steps ahead in this area and to retain credibility we need to be familiar with the latest developments in computer technology and to be able to integrate computers confidently into our everyday classroom practice [3, p.120]..
The Internet is a wonderful resource for teachers of business English. The Internet can enrich your lessons, provide you with authentic and up-to-date materials, and help you prepare for lessons as well as provide a fantastic opportunity for both your own research and that of your students. No matter how much experience or confidence you have in incorporating the Internet into your business English classes, you can take advantage of the benefits the Internet offers you at any level. Here are some tips to help to give you some ideas:
Be prepared

Even if you have no knowledge of your students’ jobs or industries, the Internet is the perfect way to prepare before a course, or before meeting new students. If you are working within a company, find out a little about the company and its products and services by visiting its website. This will give you confidence and your students will appreciate your knowledge about what they do and respect your professionalism.

You may teach students who have roles you know very little about. In order to prepare, it is advisable to find out a little about their jobs in general terms. This will stand you in excellent stead when it comes to asking questions and setting contexts. When asking your students questions, you can ask in a little more detail, thereby giving students the opportunity to practise explaining their role in English. For example ‘So you are an IT Co-ordinator. Does your job involve training staff, for example in Word and Excel?’ You will feel able to prompt responses more effectively. You can find many job profiles on this website business contexts.

The main difference between teaching general English and business English is setting contexts so that your students are practising language in settings they may find themselves in. The Internet is a great source of authentic materials which are ideal for use in business English classes, whatever the level of your students.
Corporate websites are one such source of authentic materials. Even though these materials are clearly intended for native speakers, you can adapt all types of activities to suit all levels of students when exploiting these materials. You can choose company websites that are related to your students’ work, which can therefore provide the vocabulary practice your students need. Then you can prepare questions about the content of the website you have chosen, and let your students scan the website for information (this can be timed activity if you choose). Whatever the level of your students, scanning activities are ideal because there is no need for them to understand every word. And they work with lots of types of websites. For example, you could pick 5 famous entrepreneurs and prepare questions about them (perfect for practising business-related vocabulary and structures, for example ‘Which business did he found?’) using http://www.biography.com . Then let your students create their own questions for the rest of the class, or prepare an imagined interview with a personality of their choice.

The structures that business English students have to learn are in principle the same as general English students. The difference is in context and vocabulary. Websites that are not necessarily intended for business audiences can be an ideal resource for business English teachers. For example, students could visit an airline website to practise travel vocabulary and structures.
The Internet also offers lots of authentic writing practice. From beginner level through to advanced, your students will be able to practice their writing skills within a business context using the Internet. One of the most important writing skills your students are likely to need is writing effective business emails. The correct tone, structures and layout are all components students need to learn. There are websites that give lots of useful information in writing business emails which are worth visiting [4, p. 67].
The Internet is an excellent research tool. By allowing your students to research a particular topic using the Internet, they can prepare either individually, in pairs or in small groups for a presentation or a piece of writing. Where books may be out of date or hard to come by, the Internet offers a host of free information that is current and relevant. Presentation skills are extremely useful, as is the ability to write concise reports, therefore you are allowing students to practise vocabulary related to their field in addition to giving them the chance to do relevant research. If necessary, pre-teach the vocabulary and structures your students are likely to need, and let them research either by giving them one or more relevant websites, or by allowing them to search for suitable websites themselves via search engines, for example the excellent http://www.google.com. As with any Web-based activity, the most important thing to remember is to set the students very concrete goals and achievable tasks. A presentation or piece of writing, therefore, is a perfect culmination of Internet research work.
Internet jargon
A useful addition to any business English course is a lesson in Internet terminology. From a student being able to say their email address correctly (explaining that @ is pronounced ‘at’) to being able to understand and use English language websites with confidence, it may be worth spending some time on teaching useful Internet-related vocabulary and phrases. This website has lots of useful information about Internet and computer-related jargon: To practise this terminology why not create a WebQuest for your students? A WebQuest is an inquiry-oriented activity in which students gather information from the Web. You can see some examples on onestopenglish by clicking. You can make your WebQuest as simple or as complex as you want. It is a good idea to choose a theme if using more than one website, or to choose a relevant website to the topic or language you are teaching. To learn more about creating your own WebQuest have a look at this online tutorial: 
Numbers
The Internet provides a lot of materials that can be used to practise structures in a context familiar to your students. For example, most corporate websites publish annual reports and statistics (for example, http://www.sony.net/SonyInfo/IR/), providing you with numbers, prices and percentages in an authentic context. Students could analyze figures and practise useful structures related to statistics (‘there was an increase in sales of 5% last year’) [5, p.98].

To practise numbers, prices and currencies, why not create a real situation by letting students use a commercial website. Your choice of website can depend on the vocabulary you want to teach or revise. You could practise office-related vocabulary using http://www.officeworld.com, food and drink using http://www.harrods.com, clothes at http://www.gap.com or you could find a website that sells items related to the industry your students are working in. Give your students a budget and let them choose and order goods online. They can have practice too in the ordering process in English as close as possible to the point of purchase. Again, language related to buying online will also be useful for students (‘shopping cart’) [6, p.76].
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