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Introduction

Concerning the social, economic changes  and joining the EU  there is a growing demand for teaching  ESP  in Hungarian Higher Education. Teaching ESP in Business Higher Education  is  out of the question, too. There is a big  demand for teaching ESP and a Business language examination is a requirement for a Diploma in Business in Hungary.

At present oral communicative skills have priority over writing skills in teaching ESP.  As the use of PCs, internet are parts of our life, the importance of written language is becoming more and more  evident in teaching, too. According to the growing importance of written language in  teaching ESP business written communication has a  priority.


There was a survey, carried out by the author, among college students - with Business majors - investigating their business writing skills and working on a teaching material and a possible way to teach and learn Business writing skills  more effectively. The survey investigating college students' business writing skills was carried out at Eszterházy Károly College, in Eger. 

The Eszterházy Károly College offers Bachelor and Master’s degrees in undergraduate and special in-service programs in full and part time schedules along with post secondary programmes. The completion of six or eight semesters' work is required for a Bachelor’s degree and ten semesters' work earns a Master’s degree. The special in-service programmes require a study term between two and six semesters. The Eszterházy Károly College also launched the accredited post-secondary vocational training programmes in a four semester format.The credit-based system facilitates the mutual recognition and transferability of the fulfilled unit requirements between domestic and foreign higher educational institutions. There are four faculties at the College: The Faculty of Humanities, The Faculty of Economics and Social Sciences, The Faculty of Natural Sciences and the Faculty of Teachers' Training and Knowledge Technology. The Faculty of Economics and Social Sciences provides Undergraduate Programmes, Special in-service programmes, Accredited Post-Secondary Vocational Training Programmes. Graduates, of the Undergraduate Programmes with Business Administration, and Business Education majors providing practice-orientated content knowledge, will be efficient contributors to the accounting, financial, marketing, and organisational activities of small and medium-size enterprises and financial institutions. As the Business language examination is a requirement for the diploma for the graduates of Business majors, students can take advantage of both teaching ESP- Business English /Business German and the Business language examination option at the accredited on-site examination facility.

A Business language examination is a requirement for a Diploma in Business in Hungary. There are several ways of taking a business language exam. The students of Business Administration (BA) and Business Education (BE) majors at Eszterházy Károly College are provided for both by teaching Business English and taking a Business English language examination from Budapest Business School (BBS).

The business languge exam of BBS consists of three main parts:

· listening comprehension

· written tasks

· oral tasks.
The written tasks include:

· 
a writing test

· 
a grammar and vocabulary test

· 
a reading comprehension test
The features of the writing test:

· the writing test normally is a standard business letter
· the examinees are given the task in detail in English and provided by the names and addresses, too

· any dictionaries can be used except business ones

· 45 minutes is allowed for preparing the business letter in handwriting.
For the writing test the maximum score is 20 points out of a total 160 points. The results of writing tests in business language exams of BBS have been rather poor, according to a former survey on the test scores of 2754 people. Analysing the results of a follow – up survey on how successful the students are at the business language exam, it emerged that the results of writing tests are rather poor among the students of  Eszterházy Károly College(EKF), as well. Taking the maximum 20 points for the writing test into consideration the average score is about 7-9 points (35-45%) on the test scores of 150 students at EKC.

Research:objectives, methods

There was a survey, carried out by the author, among college students investigating their business writing skills. The survey was carried out with the aim to improve the poor results of the students in the writing tests.


The author strongly believes that the students’ business writing skills can be and should be developed in Higher Education level, too. As a result of special teaching methods the efficiency of the students’ achievement in writing test can improve significantly.
The questions to be answered are as follows.

· What are the reasons of poor results on writing test?

· What are the students’ needs in developing business writing skills?

· What teaching methods are suitable and efficient for students in HE?

The main objectives of the survey were as follows.

· To find out the reasons of poor results on writing test.

· To find out the students’ needs.

· To create efficient teaching methods suitable for students’ needs.

A pilot survey was carried out  with 24 students  of  Business Administration major at Eszterházy Károly College, in Eger. The survey included a  pre-test, a questionnaire and the testing session of  the ’sample-based’ step by step teaching method.
To establish the reasons for poor results the students were asked to complete a pre-test. In the pre-test the students had to write An inquiry about the English language course at an Oxford language school.  By analysing the pre-test, typical mistakes of formal /business letter writing had been discovered.

To find out the students' needs the students were asked to complete a questionnaire. Some issues of the questionnaires concerning the students' opinions are as follows.

· Lack of background knowledge of formal/business letter writing.

· Formal letter writing was not popular, but was required.

· Teaching support is required - terms, structure, styles, layout - for students in HE, too.

According to the results of the pre-test and the questionnaire, a 15 - period short course was developed especially for the pilot group by the author using the ’sample - based’ step by step method for teaching business letter writing. Creating the ’sample-based’, step by step teaching method the following issues had to be considered.
· There is no background knowledge of formal/business letter writing by the students.

· Formal letter writing not a popular task for the students of HE.

· Limited time is given for teaching business letters in the syllabus.

· There are mixed ability but motivated students in the pilot group.

· The students have different level of English.

· Student-friendly, efficient tasks should be developed, suitable for the students’ needs and ability.

'Sample-based’ means that the basis of all the teaching support is sample business letters i.e.sample business letters are used both for teaching and practising letter writing.

The 'step by step' principle is the first priority in the teaching method, by which the author means, on the one hand, providing teaching support step by step at basic, simple and advanced levels, on the other hand, the 'practising step by step' principle means a limited variety of tasks at different levels.
Table 1 Schedule features

The features of the schedule for the short course (15 x 45 minute periods) are as follows.


	Nº
	Sessions
	
	Tasks

	1 - 2
	Introductory 
	
	pre - test, questionnaire

	3 - 4
	Teaching 
	BASIC           teaching
	basic terms, 

presenting sample letters,

analysing the format, layout, structure 

	5 - 6
	
	practice
	copying, correct order

	
	
	feedback
	on written tasks 

(teacher guided correction)

	Nº
	Sessions
	
	Tasks

	7 - 8
	
	SIMPLE         teaching
	standard expressions for business letters, correct usage focusing on the differences between informal (spoken) language and formal (written) language 

	9 - 10
	
	practice
	rewriting of typical of informal spoken English phrases for a business letter

	
	
	feedback
	on written tasks 

(teacher guided correction)

	
	
	ADVANCED teaching
	-

	11-14
	
	practice
	adaptation 
using a sample letter to write a similar one (some data to be changed, to be find out by the students)

creating a business letter considering the guidelines

	
	
	feedback
	on written tasks 

(teacher guided correction)

	15
	Feedback
	
	Students’ feedback on the teaching support and the ’sample-based’ step by step teaching method


Conclusions
The conclusions of the survey are as follows.
· Analysis of the pre-test showed that the reasons for poor results in the writing test are due to the fact that the formal/business letter writing is a difficult and complicated task for Hungarian college students. There are a lot of problem areas such as: format, stucture, layout, special terms, correct usage, mixture of informal and formal style, mixture of rules for English and Hungarian business letters etc.
· Summarizing the questionnaires about the students’ needs revealed that most of the students (20 out of 24) have no background knowledge of formal/business letter writing. For the students it is important and useful to know how to write effective, formal business letters (because of better perspectives for studying and working abroad etc.), so teaching support is required for the developing of the writing skills at Higher Education level, too.
· Analysis of the post-test of the students (creating the business letter according  to the guidelines) revealed that ’sample-based’ step by step teaching method seems a suitable way of teaching the students of the research groups in the limited time period. In most cases the effectiveness of the students’ achievement in business letter writing significantly improved. For Hungarian college students, the ’sample-based’ step by step teaching method is worth developing and completing. 
· The importance of good business writing skills is growing. 

Some examples from recent job ads:
	1. Figyelő 2006. május 18-24

	Fluency in English, both written and oral  p 50

	2. HVG  2006. augusztus 19.

	Excellent written and spoken English and Hungarian  p 36

	

	3. HVG  2006. augusztus 19.

	Advanced level of written and verbal English p 67

	4. HVG  2006. augusztus 26.

	Fluent English and Hungarian is a must p 42

	5. HVG  2006. szeptember 2.

	Fluent English is a must (written / spoken)(Business Finance Analyst) p 86

	6. HVG  2006. szeptember 2.

	Excellent English (written/spoken)(Business Finance Manager) p 86

	7. HVG  2006. szeptember 2.

	Excellent knowledge of English (verbal and writing) p 40

	8. HVG  2006. október 7.

	A good standard of written and spoken English is required. p54

	9. HVG  2006. október 7.

	Fluent English both written and spoken p 55

	10. HVG  2006. október 7.

	Fluent written and spoken English (Finance Manager) p 75

	11. HVG  2006. október 21.

	An excellent command of both written and spoken English and Hungarian is a must to succeed in this job. (Communications and marketing specialist) p102

	12. HVG  2007. január 13.

	Advanced English skills, fluent in speech and excellent written English
(Chief Accountant/Financial Leader)
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