Needs Analysis

Business English – NEEDS ANALYSIS
Name: 
___________________________
Company: 
_______________________

Contact number: 
___________________

To help us make the English program useful, please fill out the form below. 

What do you need to do in English? Underline the language areas that you need most.

· using the telephone: answering the phone, asking for information, taking & leaving messages, making & changing arrangements, making reservations, apologizing, dealing with complaints
· dealing with visitors: welcoming visitors, greeting people and responding to greetings, introductions, self-introduction, company presentation, asking for and giving personal details (name, occupation, etc), asking about and describing jobs and responsibilities, explaining and discussing company’s products, accepting & refusing offers and invitations, town presentation
· giving presentations:  starting the presentation & explaining the reason for giving the presentation, stating the main points of the presentation, presenting new products or services, giving details, summarizing, finishing presentation & inviting questions, handling questions 
· attending & participating in meetings:  participating in meetings as a chairperson & as a participant, preparation for meetings: arranging and re-arranging appointments and meetings, planning future meetings and events, confirming and changing plans, opening the meeting & welcoming and introducing participants, stating the aim and introducing the agenda, dealing with problems, asking for someone’s opinion, giving opinions, making/accepting/rejecting suggestions or recommendations, agreeing / disagreeing, justifying decisions
· negotiating: preparing for negotiations, making offers, accepting and refusing offers, diplomatically giving bad news, expressing disappointment, persuading, dealing with difficult situations, closing the deal
· discussing trends: presenting figures, charts, graphs, talking about increase and decrease, predicting / drawing conclusions 

· writing letters & emails: memorandums, reports, applications, curriculum vitae, covering letter for CV, asking for catalogues and price-lists, asking for details, asking for samples, suggesting terms and methods of payment, asking for more time to pay, placing an order, refusing an order (out of stock, bad reputation, unfavourable terms, size of order), writing general complaints, explaining the problem, suggesting solution, replying to letters of complaint, (getting time to investigate, explaining mistake, solving the problem, rejecting the complaint)

· other: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How good are you at these language areas already? Circle the right number for each language area. Look at the key at the bottom before you start. 
- using the telephone 
0
1
2
3
4
5

- dealing with visitors
0
1
2
3
4
5

- giving presentations 
0
1
2
3
4
5

- attending & participating in 
0
1
2
3
4
5

  meetings

- negotiating 
0
1
2
3
4
5

- discussing trends
0
1
2
3
4
5

- writing letters & emails
0
1
2
3
4
5

KEY: 

How good am I? 
0 = I can’t do this at all


1 = I try but I’m not very good


2 = I can do it but I make a lot of mistakes


3 = I’m OK at doing this but I make a few mistakes


4 = I’m quite good at doing this – I don’t make many mistakes 


5 = I’m very good at doing this – I don’t make any mistakes

Any comments or requests? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Thank you for your time.  
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