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Language Needs Analysis
- Business Languages




              
Date:







Target language:

            
	Personal details

	Name:

Nationality:                   

Mother tongue:

Company:

Job title & brief description:  

Telephone No:


e-mail address:




	Language Background

	Languages studied  at school:

Languages studied since leaving school:

Visits / Stays Abroad:




	Timing and Availability

	Target date for reaching your objectives (if applicable):
Availability for lessons (days and times):



Language Needs Analysis
	Please indicate what situations and for what purpose you  need to use the Foreign language, and how vital this is for you.

0 = unnecessary,   1 = fairly unnecessary,     2 = useful but not necessary, 

3 = useful but not essential,       4 = fairly essential,                  5 = essential.

	MEETINGS:



- Attending:


0 1 2 3 4 5

- Participating:


0 1 2 3 4 5

- Leading:


0 1 2 3 4 5

	PRESENTATIONS:


- To colleagues:     

0 1 2 3 4 5

- To clients:


0 1 2 3 4 5

	SEMINARS / CONFERENCES / TRADE FAIRS:                 0 1 2 3 4 5

	WRITING:



- letters to clients:

0 1 2 3 4 5

- internal documents:              0 1 2 3 4 5

- simple e-mail / faxes:
0 1 2 3 4 5

- reports / brochures:

0 1 2 3 4 5

	WORKING WITH NUMBERS:



0 1 2 3 4 5

	USING THE TELEPHONE:

- for internal communication:
0 1 2 3 4 5

- with clients:


0 1 2 3 4 5

- with suppliers:

0 1 2 3 4 5

	NEGOTIATING:


- contracts:


0 1 2 3 4 5

- with clients:


0 1 2 3 4 5

- with suppliers:

0 1 2 3 4 5

- other: please specify: __________________________

	READING:



- minutes / reports:

0 1 2 3 4 5

- specialist literature:

0 1 2 3 4 5

- other: please specify: __________________________

	ORGANISING VISITS:

- in home country:
            0 1 2 3 4 5

- abroad:


0 1 2 3 4 5

	DEALING WITH ENQUIRIES:


             0 1 2 3 4 5


Language Self-Assessment
Please circle the comment that is most appropriate to your current level.

A. LISTENING.
I can understand.......:

1. Slow careful conversation (face-to-face meetings).

Not at all / Not very well / Adequately / Quite well / Perfectly
2. Fast natural conversation (face-to face meetings).

Not at all / Not very well / Adequately / Quite well / Perfectly
3. Films without subtitles.

Not at all / Not very well / Adequately / Quite well / Perfectly
4. Public announcements. (e.g. at stations ).

Not at all / Not very well / Adequately / Quite well / Perfectly
5. Discussions about future plans.

Not at all / Not very well / Adequately / Quite well / Perfectly
6. Television news.

Not at all / Not very well / Adequately / Quite well / Perfectly
B.
SPEAKING.

I can.......:
1. Talk about my hobbies.

Not at all / Not very well / Adequately / Quite well / Perfectly
2. Introduce myself.

Not at all / Not very well / Adequately / Quite well / Perfectly
3. Give directions.

Not at all / Not very well / Adequately / Quite well / Perfectly
4. Discuss current affairs ( e.g. politics ).

Not at all / Not very well / Adequately / Quite well / Perfectly
5. Buy clothes.

Not at all / Not very well / Adequately / Quite well / Perfectly

6. Talk about future plans.

Not at all / Not very well / Adequately / Quite well / Perfectly

Language Self-Assessment
C.
READING.

I can read.......:
1. Simple texts / dialogues.


Not at all / Not very well / Adequately / Quite well / Perfectly
2. Complex material.

Not at all / Not very well / Adequately / Quite well / Perfectly
3. Newspapers / magazines of a general nature.

Not at all / Not very well / Adequately / Quite well / Perfectly
4. Specialised journals.

Not at all / Not very well / Adequately / Quite well / Perfectly
5. Letters / Telegrams / Faxes.

Not at all / Not very well / Adequately / Quite well / Perfectly
D.
WRITING.

I can.......:
1. Write about my hobbies / myself / family / home / school.

Not at all / Not very well / Adequately / Quite well / Perfectly
2. Write about my likes and dislikes.

Not at all / Not very well / Adequately / Quite well / Perfectly
3. Write simple general essays / reports.

Not at all / Not very well / Adequately / Quite well / Perfectly
4. Write technical / specialised  essays / reports.

Not at all / Not very well / Adequately / Quite well / Perfectly
5. Write personal / social letters.

Not at all / Not very well / Adequately / Quite well / Perfectly
6. Write business / technical letters.

Not at all / Not very well / Adequately / Quite well / Perfectly
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