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Abstract

Business English and secretarial education seem to have much in common for they both aim at
producing competent communicators in business situations and require interdisciplinary approaches.

Business English is studied by students of various majors such as commerce, management, sec-
retarial and English. This paper shows how a business English class in the English Department of
a junior college should be planned and managed interconnected with secretarial education.

Business communications require business knowledge as well as language competence. In the En-
glish Department with fewer classes on business in its curriculum, business English class gives
students a good opportunity to learn overseas trade procedures as well as persuasive writing and
various tones of politeness in both English ahd Japanese.

Introduction of the individual import to the class also is an effective way to give introductory in-

formation on the trade system and to evoke a motivation to learn business English.
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