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Q. EGAP Stands For?   

English for General Academic Purposes  

Q. What is Linguistic Competence & Use of It?  

Linguistic competence is shown in the use of the basic elements that go together to form a language, 

such as vocabulary, grammar, phonology. One of the key influences on business English teaching in 

recent years has been our deepening understanding of the role of lexis (words and patterns of words) 

and its relationship with grammar (the way the words and patterns follow rules).  

Q. Any Five Words that can be divided into three types?  

• Lexical (nouns, verbs, adjectives, adverbs)   

• Functional words (determiners, pronouns, modals, prepositions, coordinators)   

• Inserts (yeah, well, ouch)   

• Multi-words: sentence headers   

 Phrasal words: start off, bring up 

 

 Q. What is the final step in the writing     

process?   

The final step in the writing process is rewriting.  

 



 

Q. The objectives of Prewriting?  

 Examining the purpose    

Determining goals  

Considering audience: Internal, external  

Deciding what action you want from your audience  

Generating information/collecting data  

Choosing channel, according to audience, purpose  

Q. Three possible approaches to using the text in Story Telling/Meet the Guest?   

• Learners listen to the original recording and then repeat the story.    

• Learners read the text and then repeat the story.  
• The teacher turns the text into a gap-fill exercise by removing some words.  

 

Q. Why Listening Skills are important to Communication?  

Listening effectively is crucial to communication. No communication can take place if messages are not 

heard. Listening is a receptive skill which is as important as speaking. Listening is a conscious selective 

process, unlike hearing which is involuntary, depends on non-verbal signals. It is a taught behavior. 

Untrained people hear only 25% time. Listening effectively is crucial to communication. No 

communication can take place if messages are not heard. Collaboration demands that all voices be 

heard.  

Q. Barriers to listening, which the Business English teacher should be aware of?  

• Physical barriers    

• Psychological barriers  

• Language problems  

• Non-verbal distractions  

• Multitasking  

• Focusing on your own response  

• Preconceived notions  

• Interrupting the speaker  



 

• Noise  

• Unfamiliar words  

Q. Useful Guidelines of Accuracy in technical communication?  

• Get someone else to read the text    

• Use gestation approach  

• Read backwards  

• Read one line at a time, or print it out   Use dictionary Guidelines:  

• Read long words syllable by syllable  

• Use technology  

• Check figures, scientific and technical abbreviations,  

• Read aloud  

• Try scattershot proofreading  

  

Q. Three aspects to trainee evaluation?  

Accuracy, fluency and effectiveness.  

  
  

Q. Why Teachers Need Supplementary Materials in teaching course book?   

Most teachers teaching course books need supplementary materials to some extent, even if they have 

to tailor them to the needs of a particular class /offer richer options. Besides course book, the teacher 

can use computers which have a huge potential in retrieving and storing information. Using computers 

is motivating and attractive for students, who, however, need to be computer literate. The Need of 

practice and availability remains a concern. As a teacher’s resource in making materials, computers are 

invaluable, as research can be accessed.  

 

Q. Principles of writing effectively are?  

• Accuracy: Refers to the correct use of language forms: grammar vocabulary spelling).   

• Fluency: Fluency refers to the mechanics required speed of writing, effort, flow of writing). 

Effectiveness: Refers to the impact it has on the reader in terms of layout, conciseness, coherence, 

cohesion, appropriacy of style, use of a variety of features, tables, highlighting etc.   Conciseness  

• Ethics  



 

Q. What is Corpora? And where we use it?  

Corpora (collections of real language data) can be an important source of material. It is authentic, as it is 

drawn from real language in use. A concordance is a list of phrases, each showing the same word or 

language feature taken from a corpus, which allows users to focus on a particular lexical, grammatical, 

or discourse issue (concordances are generated electronically, so they may be accessed via the 

Internet). A typical concordance program can allow the user to isolate a particular language feature and 

analyze it in detail. Teachers may do this themselves, or may ask learners. Simply by typing a word, e.g. 

market, the learner can access its use as a noun, as an adjective or a verb. Teachers can extract a few 

items and then use them in class for activities, how words are used, to create gap-fills for their 

colleagues, complete the sentences and write similar ones themselves. Open ended activities are helpful 

in allowing students to internalize language and professional content more than controlled exercises 

which focus on testing accuracy. Using corpora has the advantage of making us aware of the real 

usefulness of teaching a certain language item. Corpus studies can give information on the most 

frequently used business terms - single words as well as multi-word items such as compounds, 

collocations, noun phrases, and acronyms. If these items are identified in corpus studies, included in a 

language course and treated as priority items, it can considerably speed up the teaching process and 

contribute to increased effectiveness of language courses.  

  

Q. Business English syllabus can be based on?   

• Identification of the elements that constitute the scope of Business English    

• Selection of materials that fit the syllabus template  
Q. Steps for designing a course of Business English?  

• Identify students' needs.    

• Define program goals and objectives of the instruction.  

• Syllabus design.  

• Identify topics, themes, situations.  

• Design learning activities and tasks.  

• Define types of assessments.  

• Select suitable material.  

• Course delivery.  

• Program evaluation.  

Q. Henri Fayol divided business operations into six interdependent, Name of any Five?  

• Technical  

• Commercial  

• Financial  



 

• Security  

• Accounting  

• Managerial  

Q. What does the expert communicator need to know in order to function effectively in this situation?  

The answer to this question may be recorded in terms of language skills, strategies, subject knowledge 

etc. But analysis does not show how the expert communicator learnt the language items, skills and 

strategies that he/she uses. So it is naïve to base a course design on the target objectives, because more 

important are the actual tools needed to acquire these skills. An example of this can be seen in the 

matter of choosing a text.  

  

Q. What are Presentations?  

Presentations are communication situations in business where one person is speaking, while others 

listen. In this sense, nearly every time a person speaks, he or she could be said to be giving a 

presentation.  

Q. What Constituents of effective meetings are?  

• People: Refers to people involved and their being aware of their role in it.   

• Procedure: Steps and stages and their management.   

• Results: Outcome of meetings. Meetings fail because the participants don’t know the purpose of 
the meeting.  

Q. The main concerns of business English learners are?  
• The procedural elements   

• The linguistic elements  

• Practice  

• Feedback  

Q. Briefly describe the Stages in Negotiation?  

1. Preparation includes the following points:   

• Assessing power  

• Establishing specific needs/objectives  

• Sorting out options   

• Defining issues  

• Setting positions  

• Finding out the bottom-line need of the other party   



 

2. Relationship building: Getting to know the other party, looking at the similarities and differences, 

achieving a mutually beneficial set of outcomes   

3. Information gathering: Learning about the issue, the other party and their needs, about the feasibility 
of possible settlements and the outcome in case of failure to reach agreement with the other side.  

Each of these stages can be seen as a communicative situation, requiring its own set of linguistic items.  

Understanding these stages is useful in trying to work out potentially useful language  
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