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Mission of the Instituto de Idiomas 

Educate citizens who can think critically and are capable of contributing to the region, nation, and the global community through the development of communicative competence, intercultural competence, and the construction of knowledge regarding language, language teaching, and culture.  
 
Vision 
By 2028, we will have strengthened our position as an innovative academic and outreach unit through the implementation of initiatives that articulate research and education in languages and culture in order to respond appropriately to the needs of the region, the country, and the global community.


Description of the Business English Program
The Business English Program for the International Business undergraduate major aims to develop not only linguistic proficiency in all four of the language skills—speaking, writing, reading, and listening—but also critical thinking skills, business skills and competencies, and intercultural awareness that will prepare students to perform successfully in multicultural, international business contexts. The goal of the program is to graduate students with a high-intermediate level of English, equivalent to the B2 level of the Common European Framework of References (CEFR).

BE8 Course Goals
This course is aimed at providing students with communication concepts and practices to prepare them for success in English-speaking business environments. Students will integrate foreign language skills with real-world global business competencies, vocabulary, and communication strategies through authentic business tasks and materials. All of this will allow students to understand their options, plan, and take the necessary steps for their professional careers.  Students during the course should be completing the B2 level of English.

Learning Outcomes
At the end of the course, students will be able to:
· Write effective resumes, cover letters, and statement of purpose essays
· Perform effectively in a mock panel job interview
· Infer and draw conclusions from high-level business and academic texts
· Identify stated and implied information from short dialogues to university lectures
· Develop a leadership project while demonstrating critical thinking, active participation, and decision making in group work

Course Objectives

· Recognize the speaker's recommendations on a subject
· Adapt English skills to specific requirements and guidelines
· Articulate, both in writing and speaking, their professional and interpersonal skills on a resume, cover letter, job interview, and statement of purpose essay
· Adapt storytelling to provide evidence of professional development and achievements in diverse formats
· Identify and use non-verbal strategies suitable to job interviews
· Demonstrate service as a leader while building on their digital presence

ITEP RELATED
· Comprehends overall meaning and virtually all details on a wide variety of academic material
· Communicate accurately and effectively on a wide variety of academic and social topics

THEMES & TOPICS
· Module 1: Job Search
· Module 2: Job Interview
· Module 3: Personal Statement Essay
· Module 4: Professional Leadership

TARGETED SUB-SKILL CONCEPTS
	Grammar
	Pronunciation
	Vocabulary

	· Parallel Sentences (resumes)
· Sentence Connectors (essay)
· Fixed phrases (cover letter)
· Adverbs of Time (time expressions)
· Phrasal Verbs and Academic Counterpart (Essay)
	Despite pronunciation being an important sub-skill of language learning, at this time there are no specific pronunciation concepts assigned to this level. Please add pronunciation as appropriate in your classes. 
	· Job Ad Vocabulary
· Professional Adjectives
· Industry-Specific Vocabulary
· Résumé Action Verbs	
· MBA Program Related Vocabulary
· Pragmatic Leadership Phrases




GRADING FRAMEWORK & ASSESSMENT FOCUS
	Assessment  
	Percentage
	Application
(week)
	Deadline to upload grades in AURORA 
	Focus

	Resume
	10%
	  Week 4
February 18 – 20

	Week 5
Feb 27
	Tailored Resume for Vacancy Chosen in Job Search Worksheets

	Cover Letter
	10%
	 Week 8 
March 16 – 20
 
	Week 10
April 10
	Tailored Cover Letter for Vacancy Chosen in Job Search Worksheets

	Job Interview
	20%
	Week 10
April 6 – 10
	Week 11
April 17
	Mock Panel Job Interview


	Essay
	15%
	Week 12
April 20 – 24
 
	Week 13
April 30
	[bookmark: _Int_e1uYGO75]Statement of Purpose Essay for Graduate School Application


	Quizzes
	10%
	Throughout the semester
	Week 15
May 11

	One standardized speaking quiz and four teacher-written vocab/grammar quizzes


	Leadership Project
	10%
	 Week 14-15  
May 4 – 15
	Week 15
May 11
	

	ITEP
	25%
	Week 16
May 19 – 22
  
 
	Week 17
May 29

	Computer-Based, Externally-Standardized English Proficiency Exam



*Deadline to upload 40% grades April 23
*Deadline to upload final grades June 6
All assessments are on a scale from 0.0 to 5.0, and the minimum cumulative grade needed to pass this course is 3.0/5.0 (= 60%).
Classroom Guidelines 

· ACADEMIC FRAUD is understood as any behavior or illicit practice used to obtain a grade or achieve an objective in the development of an academic activity that goes against the rules, regulations and pedagogical processes that the Institution establishes and that threatens the integrity, intellectual and moral, of the student. Find the different forms of fraud here: https://www.uninorte.edu.co/reglamento_estudiantil 
· Plagiarism is using another person’s ideas or words without explicitly crediting that person. All sources for your work must be documented carefully with appropriate quotation marks and/or citations. Consequences of plagiarism include failure of the assignment, failure of the class, and/or disciplinary action by the university, including possible expulsion. Please make sure that you do your own work. Students may be asked to demonstrate their command of content and skills in their own work. Note: It is also possible to plagiarize yourself. If you wish to reference something you’ve already done in another class, please talk with your teacher about how to do this properly.  
· Class sessions begin on the hour. If students arrive more than 15 minutes late, they can stay for the class, but one hour of absence will be counted. Additionally, one hour of absence will be counted if students leave class more than 15 minutes early. Official class time is the Colombian government’s official time, available at (http://horalegal.sic.gov.co/). 
· The professor will specify one weekly office hour during which the students can discuss any particular aspect of the class. Students should email the teacher to express any concerns or questions or to set up an individual meeting with the teacher. 
· All electronic devices (smartphones, tablets, etc.) should remain off and unused during class unless they are needed in class activities organized by the teacher. This course requires that students have access to online materials using electronic devices.  What is limited are social media and phone calls.   
· The teacher will return grades in a timely fashion to meet the due dates for their upload in the system and provide complete feedback. Teachers will allow students an opportunity to review their graded materials. Students are responsible for keeping track of their grades and for timely contesting any graded event with which they are dissatisfied. 
· Students must present a valid excuse to the professor to make up any graded event. With a valid excuse, a make-up exam can be rescheduled within five days of returning to class. Failure to do so will result in a zero for that graded event. Homework and quizzes cannot be made up. 
·  Learning to use a language is a constant process; therefore, class attendance is essential. If a student misses more than 16 hours, they will exceed the 25% attendance limit; he/she will not be able to take the final exam and will receive a 0.0 for that exam.

Discrimination, harassment, abuse and violence policy 
The Universidad del Norte prohibits any form of violence, abuse, discrimination or harassment (Articles 7-8, Reglamento Estudiantil).  
In this class, we will work to cultivate a learning community that is inclusive and respectful. We will respect our differences in race, ethnicity, culture, age, religion, sexual orientation, gender expression, socioeconomic backgrounds, social identities, and life experiences.  
We will work to appreciate these differences and use them to grow together as a class and as individuals. We will respect each other’s right to express our ideas and our duty to listen in order to have constructive dialogues that allow us to understand, listen to, and express different ideas and opinions. We will work to transfer these same values to our interactions outside the classroom in order to contribute to a more open and inclusive society.  
No form of discrimination, harassment, abuse, or violence will be tolerated whether it be verbal, physical, mental or emotional. If you ever feel you have experienced any of these, please, let me know or report it via the Línea Ética: https://lineaeticauninorte.ethicsglobal.com/ 
*The university’s policy on violence, abuse, discrimination or harassment can be found here: https://guayacan.uninorte.edu.co/normatividad_interna/upload/File/Res_Consejo_Acad_No_36.pdf

Suggestion and Complaint Procedure
 
If students have a suggestion, query, or complaint about any issue related to the normal development of the
course, they should follow the guidelines below:

1. Students raise and discuss concerns with the course professor, and every effort is made to resolve them.  
2. If the issues are not resolved or if the complaint is in relation to the course professor, students should email the level coordinator ckeogh@uninorte.edu.co   or submit their issue via the University online “Suggestion Box”  https://calabazo.uninorte.edu.co/sqrcec/formcec.asp  through the Uninorte website.  
3. The complaints will receive an answer within a maximum of 10 days.  

Contact Information

	
	NAME
	EMAIL
	OFFICE
	EXT.

	PROGRAM COORDINATOR
	Conor Keogh
	ckeogh@uninorte.edu.co  
	Bloque i4, piso 1, #8
	3793



Professor: 
Email: 
Office Hours:
