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ABSTRACT

Arabic is one of the widely spoken languages in the world. There are two hundred
and sixty million people who use this language as their mother tongue. This
language, particularly the classical version, is very sacred and respectable to the
Muslims as it is closely related to the revealed knowledge of the Holy Quran and
Hadith. In addition to this religious value, this language has a great economic
value too, since it is spoken throughout the Middle East, the most mineral-rich-
region in the world. Because of this prospect Arabic is considered one of the most
popular foreign languages in the world even in some countries where Islam is not
major religion e.g. the USA, China, India and so on. It is apparent that the reason
behind this popularity associated with economics not with religious matter.
Although, English language considered as a Lingua Franca in international
business, but currently many courtiers communicate with Arab through Arabic
language to make their business communication more successful and effective.
In this dissertation the researcher tried to demonstrate the importance and
necessity of Business Arabic in the context of Bangladesh from different aspects.
He showed how different business sectors for instance ready-made garments,
tourism, outsourcing, manpower etc. can reach to a new level by using Business
Arabic. As a background study this paper discussed about the chronological
development of Business Arabic through different stages. Since. this is a study of
language, which is ultimately a medium of communication, so the researcher
explained elaborately how to make cross-cultural communication more fruitful
and how to deal with Arab businessmen professionally avoiding cross-cultural
misinterpretation. Finally, a precise pedagogical approach to teach Business
Arabic to Bengali learners has been presented by following current trends in

Applied Linguistics.
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Introduction
Arabic is one of the widely spoken and the most popular foreign languages in the
world. There are 295 million people who use this language as their mother
tongue, while it is used as second language by 290 million people.! This language,
particularly the classical version, is regarded very sacred and respectable by
Muslims because of its close relations to the Holy Quran and Hadith. In addition
to this religious value, it has a considerable economic value too, as it is spoken
throughout the Middle East, one of the most mineral-rich-regions in the world.
Because of the economic importance of this area Arabic language takes a pride
place in most part of the world, even in some non-Muslim countries like the USA,
Russia, China and India. These days many countries from all over the world are
trying to make a business relation to those oil rich Arab countries namely Saudi
Arabia, UAE, Qatar, Kuwait etc. Although, English language considered as Lingua
Franca in international business communication, presently some courtiers are
trying to communicate with the Arab countries through Arabic to make their

business communication more successful and effective.

In Bangladesh, there are many erudite persons who are excellent in Classical
Arabic. But they are not good enough at Modern Standard Arabic and do not
have familiarity with the term of Business Arabic. Even most of the people of our
country have no idea about the financial value of learning a modern business
language like Arabic other than English. The reason behind this limitation can be
identified as the lack of research and the scarcity of reliable books in this subject
matter. So, authority of tertiary education of this country has not yet given their
close attention to introduce this genre of Arabic language to the learners. It is
evident that students of Arabic graduated from different public universities of
Bangladesh have potential to play a vital role to boost the economy of this

country, nevertheless, due to the unavailability of job oriented Arabic studies,

1 Retrieved from https://en.wikipedia.org/wiki/List_of languages_by total _number_of speakers
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they have to suffer from unemployment for a long period. Though some students
get involve in jobs timely, but they cannot work within their own discipline.

In this globalized world people are very close to each other. They live in an
interconnected world, where distance is not a significant factor or barrier. Many
countries nowadays are taking the advantage of this rapid virtual communication
of modern technology to extend their trade and business. People are learning
different foreign languages other than English to communicate with foreign
business partners and to widen their job expectancy. Although English dominates
other languages as Lingua Franca, yet there are numerous people around the
world who do not speak English. A study that has been performed on using
language by 2000 companies, who deal their business internationally in 29
European countries, has revealed some very remarkable findings: first of all, a
large number of trades can be lost as a result of lack of sufficient skills to
understand foreign language and culture. Secondly, there is a visible link
between the use of languages by companies and their success in the field of
trade. Thirdly, in the study, future growth trends suggest the development of
language which is going to be an important instrument in the global markets. The
study also doubts the role of English as a Lingua Franca in the future business
world.2 So it is obvious that teaching Arabic as a business language to the
learners of Arabic in our public universities would be extremely helpful to get
them involved in international business or to help them find attractive jobs in the
Arab world. Besides, the inauguration of Business Arabic would not only play a
crucial role to create new job fields for Bangladeshi learners but also the country
would be benefited from different aspects, for example, the prevailing relation
with Arab countries would be deeper and the flow of foreign currency would

increase to our country from the Middle East.

2 ELAN Study, Effects on the European economy of shortages of foreign language skills in enterprise, (CILT

and European Commission, December 2006)
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This research paper is mostly focused on the necessity of Business Arabic and its
implications in the perspective of Bangladesh. It will also design a course material
for teaching Business Arabic in our country, where the main focus will be on the
semantic aspects of Business Arabic corpus. So, the approach that will be
presented in the thesis paper is mostly suitable for the tertiary level students
who already have good command of Arabic and are familiar with the basic Arabic
syntax and morphology. This approach is therefore aimed at final year
undergraduates and at postgraduates or others looking for professional

qualification in learning Business Arabic.

1.1 What is Business Arabic?

Business Arabic is a genre of Modern Standard Arabic which is related to the
international trade and business in the Arab world. This type of Arabic has some
vocabularies and terminologies that are used in commercial and financial affairs
as well as in international relations. Some say that Business Arabic refers to the
essential communication skills of workplace and it focuses on the language that
is needed in negotiations, presentations, meetings, correspondence, report
writing and socializing. This language can be taught university students and also
can be presented in intensive program for the students of business
administration. Though from the view of syntactic or morphological structure
Business Arabic is not a new form of Arabic, but from the perspective of
vocabulary it is rather different from Classical Arabic. As it has been mentioned
above that Business Arabic (BA) is a part of Modern Standard Arabic (MSA). The
following discussions will clear that how chronologically MSA as well as BA

originated from Classical Arabic.

1.2 Evolution of MSA from Classical Arabic through different stages
To know the evolution of MSA it is crucial to look back to the emergence of

Classical Arabic. Classical Arabic (CA), which is also known as Quranic Arabic,
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because “at the beginning of the Islamic period, only two sources of literary
Arabic were available, the Quran and the pre-Islamic poems. It is not surprising
that, then, these two sources were to play a crucial role in the standardization

and development of the Arabic language”. 3

a. Primary sources of Classical Arabic

Actually, the Classical Arabic is used in literary texts from Umayyad and Abbasid
times (7th to 9th centuries). It is based on the medieval dialects of Arab tribes.
The history of Arabic literary style came gradually by the standardization of the
language and this development did not arrive all of a sudden. The same two
sources, the Quran and the pre-Islamic poems, that had been available for the

standardization of the language, became the primary models for a literary style.

b. ‘Abd al-Malik’s reformation

The caliph 'Abd al-Malik (r. 65/685-86/705) brought a dramatic change in
implementation of Arabic by moving the language to the Diwan (regional
governing body) and it can be marked as a turning point in the history of Arabic
language. Because, by this reformation a new trend was commenced in written
Arabic for official purposes. Under 'Abd al-Malik's successor Hisam (r. 105/724 -
125/743), the base was laid for the administrative system that was later taken
over and perfected by the 'Abbasid caliphs. From the inauguration of the
‘Umayyad dynasty, the patronage of the caliphs was an important aspect in the

production of Arabic texts, both literary and administrative.*

c. The golden era of Arabic
The period of the Islamic conquests immediately after the death of the Holy

Prophet (pbuh) in 10/632 formed a radical change in the history of the Arabic

3 Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.62
4Kees Varsteegh, The Arabic language, (New York: Columbia University Press) 1997) p.67
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language. Within a few decades, speakers of Arabic spread over a massive
territory and imposed their language on the inhabitants of the conquered
countries. Even though speakers of Arabic had been resident in Syria and Egypt
before Islam, their language had never been a language of prestige outside the
peninsula, and consequently there had never been an incentive for non-Arabs in

these countries to learn their language. ®

The linguistic circumstance in the early Islamic territory is comparatively well
known. In the Arabian Peninsula, South Arabian was the only 'foreign' language
which encountered the Arabs. The language was no longer used in its epigraphic
form, but some varieties must have remained in use as a colloquial language.
Besides, most of the languages of the conquered area were replace by Arabic like
Aramaic in Iraq, Coptic and Greek in Egypt and Syriac in Syria. There are “several
common strands that can be identified in the process by which Arabic spread in

the newly conquered areas:

(a) Pre-conquest contacts with Arabs
(b) Islam
(c) Urbanization

(d) Migration and assimilation”®

d. New/Neu Arabic

In the early stages of the conquests, Arabic was disseminated mainly from the
cities, either existing ones like Damascus, or the military centers that were
established all over the territory. Most contacts with the native population took
place in these camps, which soon grew into new cities and towns. In these

centers, the essential contacts between conquered and conquerors in issues of

5>Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.93
6 Clive Holes, Modern Arabic Structures, Functions, and Verities, (Washington: Georgetown University

Press 2004) p.35
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taxation, trading and administration led to some kind of linguistic
accommodation on the part of the conquered area that caused a variety of Arabic
vernacular which was full of mistakes by interference of their colloquial dialects.
In this process, there had been developed a new class of Arabic language,
terminologically known as New Arabic, which later turned into the Arabic dialects
as we know them nowadays. For example: Egyptian dialect, Lebanese dialect,
Moroccan dialect, Syrian dialect etc. and these dialects are somewhat different

from each other.’

e. Middle Arabic

In modern studies of Arabic, the collective name for all texts with deviations from
Classical grammar is Middle Arabic. The term in itself has led to a lot of ambiguity
and this is not the subject of this research paper. That is why, here will not be
discussed the disputes among the authors about what is Middle Arabic, but it can
be said that it is a special brand of Arabic, situated between the Classical
language and the colloquial dialect and Clive Holes compared this Middle Arabic

vernaculars with Vulgar Latin which is the language of everyday intercourse. 8

f. The emergence of Modern standard Arabic

In 1798, Napoleon Bonaparte's brief expedition to Egypt brought this province
of the Ottoman Empire into direct contact with Western Europe. This is marked
as the foundation of a period in which European culture, at first primarily from
France, but later from England as well, began to infiltrate the Arab world. At first,
the reception of new ideas was promoted by the government: Muhammad "Ali,

who governed Egypt from 1805 until 1848, encouraged the translation of books

7 Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.97
8 Clive Holes, Modern Arabic Structures, Functions, and Verities, (Washington: Georgetown University

Press 2004) p.39
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and articles from French, mostly on technical subjects, but political and cultural
topics were also included. In this way, the concepts of the French Enlightenment
became part of the intellectual atmosphere of the country. The introduction of
new political ideas stimulated the rise of Arab nationalism, which in the second
half of the nineteenth century centered around the position of Arabic as the
language of the Arab world. At the same time, the disagreement with Western
thoughts led to a debate about the compatibility of these ideas with the belief of
Islam, and, on a linguistic level, about the capacity of the Arabic language to

express the new notions.

g. Translating new notions

All over the nineteenth century, Arabic translators were active as mediators who
attempted to express the notions of one culture in the language of the other (cf.
Ayalon 1987). It was, for instance, hard to discover an Arabic equivalent for the
European notion of ‘'constitutional government'. In some translations,
'constitutional monarchy' became a (8uis)l 4SJWJ1) (after the French monarchie
limitee), i.e. a monarchy that was limited by laws, in the Middle Eastern context
almost a contradiction in terms. The notion of man-made laws was equally
difficult to grasp. The Middle East knew only a religious law (4= 3J1), sometimes
complemented by provisional regulations by the ruler (¢n!s8). For a long time,
translators hesitated to use the verb (§-&) for the Western concept of
'legislation’, but at the end of the nineteenth century this became the current
term for the activity of a legislative assembly. This way the Arab faced a great
complication to introduce the political terminology in Arabic in the nineteenth

century.

The Arab Congress that was held in 1913 in Paris called for a measure of
provincial autonomy within the Ottoman Empire and simultaneously claimed for

Arabic the status of official language, both in the Ottoman Parliament and in local
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government. On the part of the central government, the loss of the Ottoman
areas in the Balkans led to a renewed interest in the position of the Arab
provinces. In 1913, petitions in Arabic predominantly in Arabic-speaking areas
were allowed, and official decrees were published with an Arabic translation.
Officially, Arabic was even accepted as the language of education and legal cases,
but probably this new policy was implemented only in central areas such as Syria

and Lebanon.’

h. The emergence of Arab press

It is known to all that press has great effect on reforming a language. Arabic
language also influenced by the press a lot. The Arab press emerged with
periodical in the nineteenth century, at first in Syria and later in Egypt. The first
Arabic periodical was the Egyptian government newspaper 420l 23341 (1828),
established by Muhammad 'Ali. After that, the activities of language reformers
in Syria, such as Faris als-Sidyaq (1804-87) and Butrus al-Bustani (1819-83), gave
a force to the much-needed modernization of the lexicon. Al-Bustani, for
instance, published the first modern extensive dictionary of Arabic, al-Muhit,
which borrowed a great deal from the Classical dictionaries, to be sure, but
nevertheless aimed at the integration of all exciting new ideas and concepts in

an Arabic attire.1®

1.3 Where the modern vocabularies derived from?

Typically, the introduction of a new term may take years before a proposed term
finally gets its way into the dictionaries and technical vocabularies of the
Academy. The most vital problem of language reform was that of the expansion
of the lexicon. In some fields, the differences in terminology constituted an acute

threat to the cooperation between scholars and scientists from various Arab

% Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) pp.173-176
10 Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.177
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countries, for instance, in the field of medicine and physical sciences, and for
some of these technical disciplines pan-Arabic word lists were, indeed, compiled.

The following methods may be distinguished in the creation of new vocabulary:

borrowing of the foreign word
integration of the foreign word morphologically and/or phonologically

1
2
3. analogical extension of an existing root
4. translation of the foreign word

5

. semantic extension of an existing word.?

1.4 Is there any difference between CA and MSA?

To the gradual modification of the Classical language there are two major factors,
the first one is vocabulary creation and the second one is regional variation. So
Classical Arabic cannot be regarded the same as the modern variety of the
language, usually called Modern Standard Arabic (MSA). Ideologically of course,
the modern language is still as same as the language of the Quran in the classical
period, but in practice it is easy to see that there are differences, not all of them

are lexical.

A researcher can easily find many of the characteristics of the classical language
as obsolete. For instance, one rarely finds in a modern text the complicated
constructions with verbal nouns that are relatively common in classical texts.
Similarly, some categories have become obsolete. In contrast, the modern Arabic
language has developed new grammatical devices, specifically in the language of
the media and business, which is heavily influenced by European languages. One
of the most distinctive features of this genre is the extensive use of verbal
constructions with the dummy verb 2 ¢ - as a replacement of active verbs, e.g.
§L3L e instead of L) 'to visit'. In passive constructions, the verb @ is used as an

alternative, e.g.43WYl x345 o3 'the agreement was signed’, instead of a passive

11 Kees Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.179
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verb. Other distinctiveness of the language of the Modern Arabic includes the

limited use of the coordinative particle ® - and its replacement by 5 .}

1.5 Derivation of Business Arabic looking back to the past

Arabic is one of the ancient languages that grew up through trade transactions
as the Arabs used to depend on it for their livelihood, and it had a tremendous
impact on increasing the purposes of the Arabic language and developing its
lexicon and semantic aspects. These commercial transactions were either
conducted among the tribes by their contact across the Arabian Peninsula or by
interaction with the neighboring folks at their seasonal commercial caravans.
This indicates the broadness of Arab in economic issues and the use of their
language as means of communication in domestic and international trade in the
past. There are many evidences that prove Arabic language was not only a
language of worship but was a language of economics and commercial
communication as well. As we notice that there are many vocabularies of Arabic
language that denote some certain states of money which is actually related to
economics and investment, for instance: sMJI (the inherited money) ;8! (the
buried money) ,lall (the money that is unexpected) <)l (the created money)
AUl (old money) etc. Like these there are several names of gold and silver made
money that were common in that era.’® So it is evident that the Arab have many
terminologies of trade and commerce in the past as well which were appropriate
for that time. Nevertheless, when we discuss about the modern Arabic business
terminologies, we have to keep in our mind that since the globalization is
accelerated through English language, so it has an immense impact on Arabic as
well. As it is mentioned earlier that the Arab Academy keeps continuing their
work to enhance Arabic vocabulary in accordance with the current world. So, it

is obvious that they have coined new substitutes of most of the English Business

12Kess Varsteegh, The Arabic language, (New York: Columbia University Press 1997) p.183
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terminologies or Arabized them according to Arabic morphology. Now there are
many well established Business Arabic vocabulary that are used and taught

throughout the Arab world.

1.6 The Importance of Business Arabic in the Age of Globalization and
Information

In this new global age, economists consider foreign language as a non-material
commodity for its economic value for representing as a crucial factor in the
elevation of a country's economic infrastructure. After Internet has spread out
around the world, the trade opportunity has opened for every country, whether
the country is on the far reaches of the globe. The modern digital economy is
based on language as an effective tool in customer’s decision-making and self-
persuasion when purchasing goods. Customers now want to know about goods
through the information available on e-commerce sites. Therefore, providing
websites with the necessary information in multiple languages is important and
it has an added economic value that supports the competitiveness of individuals
and trading companies in this new digital market. Linguistic research shows that
knowledge of a secondary language is clearly reflected in significant increase of
productivity levels when that language is employed.* Few years ago some Arab
countries have made a decision to use Arabic as an official language everywhere,
for example, the Dubai Department of Economic Development (DED) launched
an initiative that all businesses in Dubai will use Arabic as a major language in
their bills and receipts as well as in call centers and reception centers.’ The

Arabic language can also be used as a commercial language as opposed to English

1 vaillancourt, F., Difference in Earnings by Language Groups in Quebec 1970. An Economic Analysis,
(Ph.D. Thesis, 1978), (Québec: Centre international de recherche sur le bilinguisme, publication B-90,
1980)

15 Arabic to be primary language for Dubai businesses, Emirates 24/7 [newspaper online]. 2016 May 5
[retrieved 25 November 2016]. Available from: http://www.emirates247.com/news/arabic-to-be-

primary-language-for-dubai-businesses-2016-05-15-1.630034
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language in our country, when we trade with those Arab countries, and it will
certainly be more effective to attract the attention of Arab consumers to the

goods and merchandise that we want to export to those countries.

1.7 Roles of foreign language in communication

Prior to discuss about Business Arabic pedagogy it is crucial to look into the
importance of foreign language. Language - whether foreign or local - is an
indispensable part of human life that plays a vital role in many ways. Without
language, the entire world would be silent and meaningless, no idea could be
transferred to others and there would be no successful way to communicate
verbally with other people. Language consists of word and phrases that are
combined into sentences. Theses sentence are organized in such a way that help
people deliver information and exchange their ideas with others. People use
their mother tongue predominantly to communicate within his own community
or country or the places where that language is spoken. When it comes to foreign
languages, people generally do not use them within their family or society.
Foreign languages are learnt for many purposes and among them business
communication is the most important one. In business administration, foreign
language plays several roles, such as a role in internal’® and external
communication, a role in having a chance to get a good job, and a role as a means

to understand other cultures. *’

Due to the impact of globalization having good command in foreign language has

become an essential fact to be successful in international business. The more

16 Marschan-Piekkari, R., Welch, D., & Welch, L., In the shadow: The impact of language on structure,
power and communication in the multinational, (International Business Review, 1999) 8 (4), 421-440

17 Leslie, D. & Russel, H., The importance of foreign language skills in the tourism sector: A comparative
study of student perceptions in the UK and continental Europe, (Business School Review, Caledonian

University 2006)
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efficient a person in communicating with his foreign partners, the more he gains
his business profit, as the person can convince his buyer to buy more products
with high price. Business communication requires each kind of linguistic skills
namely reading, writing, speaking and listening. Any foreign language can be
used in business communication in accordance with the requirements of the
circumstance. For instance, if someone wants to be successful in the middle east
market, he must have substantial knowledge in Modern Standard Arabic. On the
other hand, to deal with a Chinese business partner a person must have
competency in Mandarin. However, when it comes to deal with foreign
customers, expertise in foreign language also play a significant role, because they
can obtain their required products or service without any hassle. On the contrary,
if there is a communication gap between both sides, the customer might face
complication to get the exact product. This type of miss communication often
leads to misunderstanding and tarnish the goodwill of a company. It is evident
that language creates customer’s satisfaction.'® Batt conducted a research
entitled ‘English Skills Gap is Costing Thai Businesses’ which was published in
Business week Thailand. Here he mentioned a case that lost a business worth of
17 million (US$500,000) as a result of a failure to deal with a British partner
effectively.!® Besides, learning foreign language also helps understand

customer’s culture, because language and culture are two sides of the same coin.

In business administration understanding customers’ culture is very crucial as it
influences customers’ mindset from many aspects. Language and culture are

inextricably linked with each other that cannot be separated. 2° Understanding

18 Crystal, D. (eds.). The Cambridge Encyclopedia of Language, (Cambridge: Cambridge University Press
1989)

19 Batt, A. English skills gap is costing Thai businesses, (BusinessWeek Thailand, December 2008) p. 57-58
20 Jenkins, O. B., How to learn a language and a culture. (Retrieved August 3, 2009) retrieved from

http://orvillejenkins.com/langlearn/culturalrole.html
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language and utilizing it seamlessly requires realizing its cultural component as
well. To illustrate, a word or phrase can be normal in one culture but it can sound
rude or impolite in other, which can cause unpleasant situation. Culture includes
different forms of norms, values, behavior and objects. 2! communication system
for example, verbal and non-verbal communications are also products of culture.
Cultural misunderstanding in business activities can be destructive to an
organization. Even though, this can be unconscious as well as accidental. 22
However, there will be another chapter about cross-cultural issues in a separate
part of this dissertation. Now it is important to discuss all about Business

communication which is the key reason for learning a foreign language.

1.8 Defining Communication

“The term ‘communication’ has been derived from the Latin ‘Communis’ that
means ‘common”.? So, ‘to communicate’ implies to make common or to share.
Communication includes all the verbal, non-verbal and electronics means of
human interaction. It is fundamentally a meaningful exchange of information
between two or more people. Communicative competence entitles the ability to
install inter-subjective interactions, that is to say, communication is a congenial
social interaction.?* According to Merrium-webster dictionary, communication is
a process by which information is exchanged between individuals through a

common system of symbols, signs, or behavior. %°

In general sense,
communication is transferring information from one place to another.

Communication is an essential life skill that people develop continuously

21 Stoyko, P., Organizational culture and the management of organizational memory, (Retrieved August
14, 2009), retrieved from http://www.igi-global.com/downloads/excerpts/ 33147.pdf

22 Varner, ., & Beamer, L., Intercultural Communication in the Global Workplace, (Hong Kong: McGraw-
Hill Irwin 2005) 3" Edition

23 Velentzas / Mamalis / Broni, Communication, Public Relations & Advertisement, (luS, 2010) pp. 11-12
24 E, L. Hartley, Communication, (UNESCO, Dictionary of Social Sciences)

25 Online dictionary, retrieved from https://www.merriam-webster.com/dictionary/communication
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throughout their life span. Even, if someone is an excellent communicator, there
are still chances and opportunities to improve his communication skills. Persons
who can communicate well, it is very easy for them to develop trustful relations

with others.

Communication is a skill that has to be learnt intentionally, to be exact, although
most of the people are born with an innate ability to speak, but all cannot
communicate well until they develop this skill to further level. It is almost
unimaginable for us to live a single day without having communication with
others. As a social being, it is an indispensable part of human life. Apparently, we
think that communication is an easy process, as we do it naturally in our known
environment, but when it comes to communicate in a formal situation, we
understand how complex the process actually is.

Communication is a prodigious trait of human being. It is in fact a key feature of
the psycho-social make-up of a person. The progress of an individual chiefly relies
upon learning to interact with each other. Through this interaction the person
develops new ideas, gathers necessary information and solves problems.?® In
human society knowing each other basically depends on interaction and
participation in various social circumstances. Here communication plays a pivotal
role. In other sense, all sorts of development of an individual linked with good
communication abilities in an integral way. Consequently, it is considered as an

essential part in all spheres of human life.

People from all classes and occupations have to communicate regularly with
each other. So, improvement of communication skill is unquestionably important

for everyone.?” Good communication is a precondition for any successful work.

26 Gamble, teri kwal, and Michael gamble. Communication works, (Boston: McGraw-Hill college, 1999) 6t
ed. p.4
27 Rosenblatt, Jack C, John Platt, and heidi plat, Dictionary of language Teaching and Applied Linguistics,

(Essex: Longman Group, 1992) p. x111
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People participate in social activities and endeavor to attain their goals. To
accomplish all of these goals they need to acquire sufficient communication
skills. 28 It is evident that, good communication skills are not innate, but it can be
enhanced by systematic efforts. Developing communication skills is a constant
process and its improvement greatly depends upon the amount of input efforts.
Thus, various kinds of communications are associated with a person from his
birth to the end of his life.2° Generally, a person gets plenty of opportunities to
improve his communication skills throughout his life socially or academically, yet
an organized intensive guideline can significantly help improve his

communication skills to an env iable level.

1.9 Process of communication

Communication is done through multiple processes and stages:

e Source
e Message

e Encoding

e Channel
e Decoding
e Receiver
e Feedback
e Context

At every single part of this process there are some potential problems or barriers
that may arise. This process of communication can be presented in the following

figure:

28 Cunningham, Murray. Communication from principles to practice, (McGrwa-Hill Ryerson, 1978) p-VII
2% Gambile, teri kwal, and Michael gamble. Communication works, (Boston: McGraw-Hill college, 1999) 6t

ed. p.5
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Figure 1: The process of communication

Each of these elements has an integral role in the overall process of
communication. In the following portion these components will be explored one
by one:

a. Source

The source is imagination, creation and delivering the message. The source can
be a living person who is delivering his speech in a public speaking situation.
Where he/she shares his message with the audience. Along with the tone of
voice, the speaker delivers his message through his gesture, body language, and
with the choice of his clothing. The speaker begins it by selecting a message in
his mind and then the second step involves encoding the information by electing
the appropriate order or the exact words to convey the intended meaning. At
the final step, he/she send the information to the receiver and watch the
audience’s reaction. In this stage he tries to understand weather the message

has been sent to the receiver or not.

b. Message
“The message is the stimulus or meaning produced by the source for the receiver
or audience.” 3° When someone intends to deliver a speech or to compose a

report, his chosen words does not denote any meaning until he organizes them

30 McLean, S., The basics of interpersonal communication, (Boston: MA: Allyn & Bacon 2005) p. 10
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in a grammatically correct form. This organized form of words called message. A
message not only conveys its meaning through the structure of the sentence but
also consists the way of speech, tone of voice, body language and appearance of
the speaker. In case of report, writing style, the punctuation, the headings and
the formatting, all have an effect in conveying the message. Besides, the context
or the environment also has an impact on the meaning of message. For instance,
in a public speaking situation, if the speaker is aware of some important event
like a national game or something else that is going to happen that night, when
he addresses the audience mentioning that event, the audience become
interested in his speech and the speaker might be able to attract their attention.
Here his message will get into their mind easily because of the strategy of the

speaker, so environment also a crucial part of delivering message to the receiver.

c. Encoding

A sender has to respond in accordance with the stimuli by encoding his thoughts
and feeling into symbols. Smeltzer and Leonard think, meaning is not inherent
but encoder and decoder associate meaning with symbols. While the process of
encoding is done, choosing the correct symbol is the most complicated matter of
communication. 3! Since encoding is a sensitive work, so the encoder ought to

have rational perception of the relationship between meaning and symbol.

d. Channel

{o . . .

The channel is the way in which a message or messages travel between source
and receiver.” 32 to clarify the matter, we can take television as an example,
there are many channels in a television, these channels are digitally distributed

among the consumers through a cable network. Television has the capability to

31 Smeltzer, Larry R, and Donald J Leonard. Managerial Communication, (Boston: Irwin/McGraw-Hill 1994)
pp. 34-35

32 McLean, S., The basics of interpersonal communication, (Boston: MA: Allyn & Bacon 2005) p. 10
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deliver both the sound and picture. By both media it conveys message to the
receiver or audience. Without the sound only by watching the body language
sometimes one can understand the message or information. On the other hand,
only by sound one can understand what is going on without watching the picture.
So, it is easy to understand that both the sound and visual signal work as a
channel. Likewise, when someone speaks or writes, he also utilizing a channel to
carry the message. There are many types of channels namely, face to face
conversations, telephone conversations or voice mails, speeches, radio and so
on. Apart from these, letters, memorandumes, invoices, magazine articles, blogs,

e-mails, text messages etc. are also included into channels.

e. Decoding

Decoding or interpretation of a message is considered as a subjective action. It
depends upon many factors, for instance, reading, listening and logical skill of the
receiver. It also requires other secondary skills and abilities. Smeltzer and
Leonard defined decoding as a two-step process. Firstly, discerning the message
and secondly, interpreting all that has been discerned. They also added that the
communication process will only be successful, when the gap between the
sender and the receiver’s perception is above minimal perimeter. Usually people
pay selective attention to different messages.3® Thus, the way of sender’s
realization of the patterns of the receiver’s attention plays vital role in the

process of communication.

f. Receiver
“The receiver receives the message from the source, analyzing and interpreting

the message in ways both intended and unintended by the source.”3* We can

33 Smeltzer, Larry R, and Donald J Leonard, Managerial Communication, (Boston: Irwin/McGraw-Hill 1994)
p. 35

34 McLean, S., The basics of interpersonal communication, (Boston: MA: Allyn & Bacon 2005) p. 10
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compare this “receiver” with a receiver on a football team. The quarterback
throws the ball to a receiver, the receiver has to take a decision where to grab
the ball. The quarterback may want for receiver to grab his ball in one way, but
receiver may miss the ball due to wrong angle of his vision. Here we can replace
the “ball” with “message” that will help us to understand the concept of receiver
more clearly. A receiver receives the message through different senses, for
example; listening, seeing, smelling, touching and tasting. A speaker measures
his receiver or audience prior to take his stage or open his mouth and interact
with them in accordance with the situation of that place. So, communication is a

continuously changing process.

g. Feedback

Responding to the source intentionally or unintentionally is defined as feedback.
Feedback is comprised of the messages that are sent to the source. Feedback-
signals -whether they are verbal or nonverbal- let the source to see how
accurately or poorly the message was received. Delivering feedback gives the
receiver an opportunity to ask for further clarification and to agree or disagree
with the source or to suggest the source how he could make the message more
exciting. The accuracy of communication increases with the increasing of the

amount of feedback.3>

h. Context

“The context of the communication interaction involves the setting, scene, and
expectations of the individuals involved.”3® A professional communication
context generally includes environmental cues that effect expectations of

language and attitude among the participants. A discussion does not occur as an

35 Leavitt, H., & Mueller, R., Some effects of feedback on communication. (Human Relations 1951) 4, pp.
401-410.

36 Mclean, S., The basics of interpersonal communication, (Boston: MA: Allyn & Bacon 2005) p. 10
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individual event. There must be two or more people to have a discussion. If
something considered rude in one context, maybe the same thing considered as
normal in another context. Here we can give the example of a wedding
ceremony. Traditionally wedding ceremony is a formal event. In our own Bengali
context, it is a common norm to be silent when the Qazi or Muslim cleric recites
the verses of the holy Quran in a marriage event. But after completing the
marriage if someone sits keeping his face down and does not look happy, it will
be considered as an unsocial manner in such kind of public gathering. Context

plays a crucial role in communication and sometimes it is shaped by culture.

1.10 Types of communication

Primarily the communication can be divided into two parts:

a. Verbal communication

Verbal communication is exchanging information among individuals by using
speech. The persons who work in a business organization need to utilize verbal
communication that emphasizes such words which are readily understood by
every individual, as well as ensures that the expression, stress and tone of voice

are expressed in an appropriate manner.?’

b. Non-Verbal communication

Non-verbal communication is also crucial to get the exact meaning of the
message. A big portion of meaning of a message is derived from non-verbal cues.
Often a person intends to say one thing but when he communicates, he gives
something totally different through his vocal intonation and body language. This

kind of mixed signals can lead the receiver to choose between two meanings.

37 Online Dictionary, retrieved from http://www.businessdictionary.com/definition/verbal-

communication.html
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Most often, the receiver chooses the non-verbal one. 3 A same sentence can
deliver different message depending on non-verbal expression. For instance, if a
praising message is combined with a body language conveying annoyance, or a
statement of criticism accompanied by a smiling and cheerful face, the receiver
can get confused and misunderstand the sender. He also realizes that the
communicator is trying to hide something rather than being candid. So, to create
a friendly relation with a business partner, a person should know something
beyond the language which includes the facial expression and body language of

a given country and culture.

1.11 Types of communication from another aspect

After discussing about the process of communication and its primary divisions,
now it is important to look deeper into the impact of context on the way of
communication. It is very easy to notice that the conversation which occurs in a
family atmosphere is quite unlike from a discussion in a class-room environment.
Similarly, texting a message to a bosom friend is totally different experience from
writing a professional project paper or purchase-order. Each context is unrelated
to each other due to the influence of the context. Context can overlap and lead
to more dynamic process. However, the communication can also be classified

from another aspect that will be clear from the text below:

a. Intrapersonal Communication

Very often our mind gets stuck in the middle of listening to someone, while the
speaker is continuing but we are no longer listening. It happens during a phone
conversation as well, while we do not get any word to say of any question to ask

and we totally lose our mind. Actually, in such situation we are thinking in our

38 Stiff, J.B., Hale, J.L., Garlick, R., Rogan, R.G., Effect of Cue Incongruence and Social Normative Influences
on Individual Judgements of Honesty and Deceit, (Southern Speech Communication Journal 55, 1990) pp.

206-229
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mind and talking to ourselves. Sometimes, after writing a document or
assignment we talk to ourselves describing how good we performed. Getting
engaged in such type of “talk to ourselves” is known as intrapersonal
communication. Intrapersonal communication involves only one individual and
it is often termed as “self-talk” 3° Donna Vocate’s book on intrapersonal
communication describes how our own language reflects on our experiences
when we talk to ourselves in different situations. For instance, our inner voice
guides us saying, “keep going on! | can do it!” when we put ourselves into a
competitive game or something like that. Likewise, our mind inspires us telling

that “This assignment | have written is quite good”.

An interpersonal communication can be positive or negative and it has an
influence while we communicate with others. The perception of a person in the
time of communication is greatly influenced by his culture, native language and
his view about the world. The German Philosopher Jurgen Habermas said, “Every
process of reaching understanding takes places against the background of a

culturally ingrained preunderstanding” 4°

b. Interpersonal communication

This is the second most important context in the field of communication.
Interpersonal communication generally incorporates two persons and can range
from intimate to very personal to formal and informal. Interpersonal
communication may occur in different levels of intimacy, for instance, a person
involves in a conversation with his beloved one sharing a serious matter. Next,
the person may have a concise conversation about the weather of the day with
his neighbor on his way to office. The both situations require interpersonal

conversation but the degree of intimacy is pretty different. The first one denotes

39 Wood, J., Communication in our lives, (Boston: MA: Wadsworth 1997) p. 22

40 Habermas, J., The theory of communicative action, (Boston: MA: Beacon Press, 1984) Vol. 1, p. 100
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a caring intimate relationship, while the second one implies only just a previous
familiarity and is really more about acknowledging each other than any exchange
of information. Interpersonal communication can take different shapes in
accordance with the context, and the major factors that influence in
interpersonal communication are, the nature of the audience, relationship,
medium of communication etc.*! Interpersonal communication covers the most
of the communications, so the field of this genre of communication is very
extensive and it is not the main focus of this thesis paper. That is why, the

researcher does not want to discuss about this genre more elaborately.

¢. Group communication

It is very common scenario in educational institutes that a small group of
students always try to sit together. It indicates that they have similar mindset
that made them close to each other and it is obvious that they engage in group
communication very often. “group communication is a dynamic process where a
small number of people engage in conversation.” *> Generally, in a group
communication there are three to eight people. The larger the size of the group,
the more likely it is to break down into smaller groups. Many factors can cause
to form a new group, for example, age, education, sex, preferences and so on. A
business communicator can effectively communicate with a given group to

expand his likelihood of business opportunity.

d. Public communication

Public communication can be done both in oral form or in a written form. When
a person speaks to group of people is called public communication. Similarly,
when a message is written by a person and read by a group of people it is also

defined as public communication. The speaker may ask questions and engage the

41 peter Hartley, interpersonal communication, (London and New York: Routledge 1993) page 3-4

42 McLean, S., The basics of interpersonal communication, (Boston: MA: Allyn & Bacon 2005) p. 14
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audience in a discussion and in case of writing the readers may get involved in an
e-mail discussion. Public communication is distinct from group communication
in a way that the dynamics of conversation is different. In public communication,
generally, a person speaks and the listeners listen to him without any

interruption. 43

e. Mass communication

By mass communication generally we refer to that communication that reach
many people, even millions of people and sometimes it happens simultaneously.
In mass communication the sender sends messages to communicate with people
through mass-media. Mass communication basically depends on quantity than
quality, opposite to interpersonal communication, which relies more on quality
than quantity. Mass communication can reach numerous people at a time
compared to interpersonal communication. For example, the January 20, 2009
presidential inauguration of Barack Obama drew 37.8 million television viewers
in the United States. Nowadays, nearly any event can be transmitted throughout
the world instantly via mass media. Global electronic media also allow
newspapers and newsmagazines to print stories as they happen, but due to time
lag the print media cannot deliver the information at the time it happens.
Nevertheless, the quality of mass communication is not comparable to the
quality of interpersonal communication. Interpersonal communication generally
occurs between two individuals or within a group. One of the key differences
between interpersonal communications and mass communications is that the
sender is much more likely to have feedback in interpersonal communications
than he is in mass communications.** Mass media is an indispensable part of
business communication as the success of a business farm mostly relies on mass

communication.

43 Scott Mclean, Business communication for success, (University of Minnesota Libraries Publishing
edition 2015) p. 18
44 peyton Paxson, Mass communications and media studies, an introduction, (New York: The Continuum

International Publishing Group 2010) P. 3
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1.12 The factors affecting communication
Because of some barriers the communication process can be disturbed and
broken down. There are four major barriers that can interrupt the way of

successful communication:

a. Process Barriers

» Sender barrier: a newly appointed trainee executive with a
novel idea fails to speak confidently at a meeting, presided
by senior executive, due to the fear of criticism.

» Encoding barrier: An Arabic speaking staff cannot follow an
English-speaking administrator to understand an objection
about working conditions.

» Medium barrier: An extremely upset staff member sends an
emotional letter to the leader instead of expressing his
feelings face-to-face.

» Decoding barrier: An elderly boss is confused what a young
executive denotes when he refers to a staff as “spaced out”.

» Receiver barrier: A chairman of a department asks his
administrative office to repeat a statement, as he was not
attentive to the conversation.

» Feedback barrier: During a math class, failure of students to
ask any clarification makes the teacher to wonder if any real

understanding has taken place.
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b. Physical barriers

Any types of physical blockades can interfere with the effectiveness of
communication, for example, telephone call, distances between people, drop-in-
visitors, wall and so on. Physical barriers can be minimized in many ways. By

choosing an appropriate media distance barrier can be removed.

c. Semantic Barriers

The way of using a word or the meaning we attach with a word often causes
communication barriers. This sort of problem is defined as semantic barriers.
Everyone does not use the same word in the same meaning. Words and phrases
may have different meanings to different people. In most of the cases, semantic
barriers arise due to cultural diversities. For instance, in Indian sub-continent
people use the word “maktab” to denote religious elementary school, but in the
Arab world this word is used to mean office. So, if someone from the Arab world
visits Bangladesh and hear this word, he will get wrong meaning because of

semantic barrier.

d. Psychological barrier

There are three most important concepts that are attached with psychological
and social barrier. They are fields of experience, filtering and psychological
distance. Fields of experience incorporates expectations of a person, his
perception, needs, biases, values, backgrounds etc. Field of experience has
tremendous impact on encoding and decoding of message. When the field of
experience of a sender overlaps very little with the field of experience of a
receiver, the quality of communication weakens. The more often we see and
hear what we are psychologically tuned in to see and hear rather than what is
actually going on. This kind of filtering is triggered by our own needs and
interests, which influence our listening. Psychological distance is also a barrier
to communication. For instance, a head master of a school talks down to a staff
member, who resents this attitude and this resentment creates a distance

between them and thereby a psychological barrier occurs.*

% Fred C. Lunenburg, Communication: The process, Barriers, and Improving Effectiveness,

(Communication schooling, Sam Houston State University, 2010) Vol. 1 pp. 3-5
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1.13 Business communication

A skillful communication is an essential prerequisite to be success in any business
of this contemporary world. Communication among individuals and
organizations for business purposes, whether direct or indirect, is defined as
business communication. Business communication encompasses all forms of
communication at every level. The progress or retrogression of an organization
as well as its structure mostly depends on the effectiveness of communication.
According to Murphy, Hildebrandt and Thomas, communicating effectively in
speaking and writing is a highly valued skill. It is a ‘need’ for every individual in a
business organization. Organization will be paralyzed without open and effective
communication.*®

Organizations have to spend a considerable amount of time, capital and energy
on communication. Many studies show that the workers in organization spend
70% to 85% of their work time in communication activities as an indispensable
part of their working. #” According to Smeltzer and Leonard “Managers spend
about 75 percent of their time communicating; and the higher up managers go

in the managerial hierarchy, the more time they spend communicating”*®

1.14 Organizational communication and its development

Prior to discuss about organization we should look into the definition of
organizational communication. “An organization is a group of people associated
for business, political, professional, religious, athletic, social, or other

purposes”4?

4 Murphy, Herta A, Herbert W Hildebrandt, and Jane P Thomas., Effective Business Communication, (New
York: McGraw-Hill 1997) 7th ed., p.4

47 Locker, Kitty O. Business Administration Communication, (Homewood il:Irwin 1989) p.6

48 Smeltzer, Larry R, and Donald J Leonard, Managerial Communication, (Boston: Irwin/McGraw-Hill 1994)
p.91

4 Murphy, Herta A, Herbert W Hildebrandt, and Jane P Thomas, Effective Business Communication, (New

York: McGraw-Hill 1997) 7th ed. p. 4
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White et al define organizations in the following way:

“They consist of a network of relationships among the individuals who regard
themselves as belonging to that organization. These relationships will be
variously directed towards the achievement of the goals of the organization,
towards maintaining the organization as a social unit, and towards fulfilling the
personal needs of the individuals.” >°

So, an organization is any goal-oriented group of people and this goal could be
any kind of movement from wide ranging activities of human life. Business
organizations are also one group of organizations who have some common
features and structures. Organizational communication was considered as a
distinct field of study since the second half of the twentieth century. Business
communication is a part of this organizational communication. Business
communication needs to be optimally effective. This effectiveness determines
the component of the process to the parties involved in communication.
Although there are some common criteria for effective communication, it varies
from culture to culture. After phenomenal growth of the international trade,
Murphy, Hildebrandt and Thomas think that it is also required to “understand
intercultural communication-the ability to speak and write in ways that are
sensitive to cognizant of the factors in different cultural contexts” °?

The rules of effective business communication differ in number, according to
significance and emphasis. However, there are at least three essential traits for

effective business communication: economy, clarity and authenticity.

1.15 Patterns of Business Communication
The process of communication is done in a sequence and it follows a number of

patterns: direct, indirect, simple or complex. All of these patterns happen in the

50 White, Ron, Mervyn Martin, Mike Stimson, and Robert Hodge, (Management in English Language
Teaching 1991) p.6
51 Murphy, Herta A, Herbert W Hildebrandt, and Jane P Thomas, Effective Business Communication, (New

York: McGraw-Hill 1997) 7th ed. p. 4
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channel of communication. According to Locker, shorter communication
channels are more accurate than longer ones. All channel patterns, where
everyone can communicate with everyone else, will bring better decisions and

more satisfactory results.>?

a. Intra-Organizational Communication

Intra-organizational communication is the initiation of the communication
process in an organization is for its internal usage. “A vital means of attending to
company concerns is through effective internal communication — downward,
upward and horizontal. It helps increase job satisfaction, safety, productivity and
profits and decreases absenteeism, grievances, and turnover” One of the
fundamental requirements of an organization is to establish multidirectional
internal communication. The strength of an organization greatly depends on the
effectiveness of intra-organizational communication.

b. Inter-Organizational Communication

An organization’s ultimate success mostly comes from inter-organizational
communication. This term refers to external communication where the
organization communicates with other organizations or organized groups. In this
process on the receiving end, a large group with more or less similarities, is
influenced. It is relatively more significant to the success of a business
organization. In inter-organizational communication the audience is more easily
predictable than in generalized communication. Effectiveness of this kind of
communication primarily establishes the reputation of the organization.

c. Generalized communication

Communication is generalized when organizations communicate with external
mass receiver. It is complicated and difficult to predict. Mostly it is
communication of the same message to a variety of people. It is direct and
communicated through short channels. Locker illustrates examples of
communication patterns in organizations:>3

52 Locker, Kitty O. Business and Administrative Communication, (Homewood IL: Irwin 1968) p.46

53 Locker, Kitty O. Business and Administrative Communication, (Homewood IL: Irwin 1968) p.47
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| I
B B

. A must go through other people to get to B
Direct channel from A to B

A
A
E B
A can send messages to four people simultaneously. A can send messages to four people simultaneously.
They must go through A to send messages to each other. They can send messages directly to each other.

Figure 2: Examples of communication patterns in organizations

1.16 Dynamics of Business communication
There are various factors in the dynamics of business communication that affect

the communication process. These are demonstrated below:

a. Audience Analysis

When a message is delivered to the receiver(s), The first step is to consider the
receivers to set the strategy and dimensions of the message. Secondly, a
message is exclusively for the audience. “Audience analysis, like the

development of an objective, is a step necessary to any properly planned and
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executed attempt to communicate regardless of form, medium or method” >* To
determine audience similarity works as a comprehensive base and it is really a
very difficult task to make an assumption if there are multiple-types of audiences.
Analyzing weakness and strength as well as perception and prejudice of the
audience helps the sender to realize the audiences. Mambert suggests in this
process, “allow your first impression to prevail if you like. But from as objectively
and realistically as you can, always including the possibility that you could be
totally or partially wrong” >° It is very unrealistic to suggest any definite system
of audience analysis. Nevertheless, the following fundamental factors can be

applied to this analysis:

» Sufficient significant information: the minimal
information to develop an image
» Obijectivity: objective approach of the sender

» Sensitivity: sensitivities of the audience

b. Communication strategies

“strategy is the result of skillful planning”>® Therefore, using a proper strategy is
itself a skill of great consequence. Smeltzer and Leonard reveal that
“communication can rarely be intuitively implemented; rather, it must be
planned and strategically implemented” >’ There are many strategies that may
be suitable in different situations. Smeltzer and Leonard have presented six
strategies applicable to various levels of communication. Firstly, it is controlling
strategies in which the sender leads the action or thoughts to others. It is “one-
way dictate” in emergency and for inexpert subordinates. Secondly, in

equilibrium strategy, the sender does not play the role of an expert, but receives

54 Mambert, W A, The Elements of effective Communication, (Washington: Acropolis 1971) p.39

55 Mambert, W A The Elements of effective Communication, (Washington: Acropolis 1971) p.43

56 Andrews, Kenneth R., The Concept of Corporate Strategy, (Homewood IL: Irwin 1987) 3rd ed. p.13

57 Smeltzer, Larry R, and Donald J Leonard, Managerial Communication, (Boston: Irwin/McGraw-Hill 1994)

p.35

47



and gives information. It has a two-way flow of information, and involves the
other person in communication as well as improves understanding. Thirdly,
structure strategy and it is used to launch order, organize, schedule, and to
structure through communication process. It succeeds more in a complex
circumstance, and is not appropriate for highly sensitive or emotional topics.
Fourthly, dynamic strategy is for the messages with pragmatic and action-
oriented contents. It is suitable for fast moving environment. Fifthly,
relinquishing strategy is implemented to submit to the desires of another, and to
follow the other person’s views. It is used with the intention of counselling or
boosting the confidence. Sixthly, withdrawal strategy and it is used to escape a

subject. It has limited applications.>®

¢. Message Presentation

Preparation of message is a multi-step process. From preparing it in the ultimate
shape to its dispatch to the audience, it is a penetrating procedure. It can fortify
or weaken the strength and effectiveness of the message. Verbal communication
has different pattern than the written one. According to Gregogy, “Speakers who
lack professional polish and training, but who care deeply about conveying their
ideas to audience, almost always do an adequate job with their delivery” °°
Presentation contains the method of speaking, voice, and non-verbal
communication. A well-structured message, through an appropriate
presentation, will have more probabilities of being effective.

In written messages, choosing the suitable channels is equally important.

Moreover, the physical dispatch of the message to the right person at the right

time is the last but not least step of effective business communication. The first

8 Smeltzer, Larry R, and Donald J Leonard, Managerial Communication, (Boston: Irwin/McGraw-Hill 1994)
pp. 75-79

59 Gregory, Hamilton. Public Speaking for College a Career, (Boston: McGraw-Hill College 1999) 5th ed.
p.315
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encounter of the audience with the message creates an initial reaction. Maki and
Schilling argue, “Some documents invite readers’ attention and encourage them
to take the message seriously. Others make readers turn away. A clumsy format
can even mislead readers, causing them to misread a message”®® Effective
communication also requires development of nonlinguistic skills like
communication strategies and presentation. The acquisition of linguistic skills
does not essentially guarantee the consequent acquisition of communicative

abilities in a language.

1.17 What is pedagogy

In linguistics pedagogy refers to “the integration in practice of particular
curriculum content and design, classroom strategies and techniques, a time and
space for the practice of those strategies and evaluation purposes and
methods”.®! According to Merriam Webster dictionary “pedagogy is often
described as the act of teaching”. %2 So, here the researcher intended to show a
pedagogical approach for teaching Business Arabic to the Bengali learners by

following the current trend in Applied Linguistics.

60 Maki, Peggy and Carol Schilling. Writing in Organizations, (New York: McGraw-Hill 1987) p.83
61 Guofeng Li, Culturally contested pedagogy, (State university of New York press, Albany 2006) p.21

52 Online dictionary, Retrieved on 9 January 2019 from www.merriam-webster.com.
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Review of literature
This chapter will discuss the related literature about Language for Specific
Purposes (LPS), Business Arabic Teaching (BAT) and other relevant topics. As this
paper focuses first of all on the necessity and implications of business Arabic and
secondly on illustrating a guideline for Business Arabic pedagogy, this section of
the paper will try to discuss both of them elaborately. As far as the researcher
concerned, the term Business Arabic is a very new topic in the context of
Bangladesh. Still most of the people of this country cannot think about teaching
Arabic beyond a religious objective. It is unnecessary to mention that Arabic is an
indispensable part of Islamic knowledge, since no one can reveal the Islamic
scriptures without having profound understanding of the Classical Arabic. But
this dissertation chiefly concentrates on MSA or more precisely teaching MSA for

specific purpose.

In these days of rapid communication technology, people do not learn any
language merely quenching their thirst of knowledge, rather they focus on
getting financial benefits from it. So, the linguists are trying to innovate new ways
of teaching foreign languages to make the knowledge of language more empirical
and rewarding. To facilitate the teaching foreign language, they coined a new
term called “Teaching language for Specific Purpose or LSP. This mode of
teaching is actually a brainchild of Applied Linguistics. Applied Linguistics is a new
emerging area of teaching foreign language in Bangladesh. It is comparatively a
new field of study in the universities of Bangladesh. Some universities have
already introduced this specialization in their English departments. Beyond the
English department only the Department of Arabic, University of Dhaka has this
specialization degree in Master’s level. Therefore, there is a scarcity of relevant
literature on this subject including research papers, books and theses. Though
there may be some research papers and theses on Business English, but any

research paper on Business Arabic is absolutely unavailable. So, this review
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surveys mostly international literature concerning approaches and development
of this area. Materials used in this paper are overwhelmingly taken from available
international resources. Currently, reliance on electronic resources in all subjects
is heavily increasing. That is why the researcher also tries to get benefit from

electronic resources while writing this thesis.

2.1 Language for Specific Purpose

According to Norris the goal of learning any foreign language (FL) generally
moves around three major components. First of all, the achievement of the
knowledge of language skills for the purpose of general communication.
Secondly, exposing learners to other customs and cultures and thirdly nurturing
the appreciation of differences in different cultures and their aspects of thinking.
Apparently, each of these are unquestionably noble outcomes and likely meet
the needs of the majority of university level FL learners, they remain rather
extensive in terms of what the learners will actually be able to do with the
language once they have left the classroom. It appears more discernibly when
learners need immediately specific kind of language that requires more than
generalized or dispositional knowledge alone. For these groups of students
“Language for Specific Purpose” courses provide a distinct alternative or

supplement to general language courses.®?

Language for specific purpose (LSP) courses refer to those courses which include
such methodology, objectives, materials, teachings and assessment practices
that stem from specific and target language uses based on a recognized set of
particular needs. For example, Arabic for business, Spanish for doctors,
Mandarin for tourism, English for Air-traffic controllers and so on. In all of these

conditions, the content and concentration of the language instruction is confined

53 Norris, J. M. (2006). The why (and how) of assessing student learning outcomes in college foreign

language programs, (Modern Language Journal) 90 (4), 576-583.
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to a specific framework or even a particular subset of tasks and skills. Most
notably, the context and the people involved (e.g learners, professionals) drive
LSP curriculum — contrast to the general-purpose language teaching, which is

often determined by theory alone.®

The history of LSP in the literature of Applied Linguistics is not that much overly
long or detailed. We can definitely assume that LSP instruction, in either form,
has existed for as long as language instruction itself, only a limited number of
direct references are made to its practice before Strevens (1977).%> Even that
time, most of the research has been exclusively on the dominion of English for
Specific Purpose (ESP) instruction.®® It is obvious that the definition of LSP
basically comes from the definition of ESP mentioned by Strevens (1988).
Strevens thinks that the crucial features of specific purpose instruction are that
it: “Comprised of (teaching) which is: designed to meet specific needs of the
learner; related in content to particular disciplines, occupations, and activities;
centered on the language appropriate to those activities, in syntax, lexis,
discourse, semantics, etc”.®’” So it is clear that LSP and ESP integrates both
linguistics and content area of a specific language to precise context grounded in
the requirements of the learners. LSP can also be defined by contrasting it against
what it is not, as very often LSP is put as the contrary to Language for General

Purpose (LGP).

64 H.G. Widdowson, Learning Purpose and Language Use, (Oxford University Press 1983) p. 122

85 Strevens, P., Special purpose language learning: A perspective, (Language Teaching and Linguistics
Abstracts 1977) 10, 145-163.

% Johns, A. M., & Dudley-Evans, T., English for specific purposes: International in scope, specific in
purpose, (TESOL Quarterly 1991) 25(2), 297-314.

57 Strevens, P., ESP after twenty-years: A re-appraisal. In M. Tickoo (Ed.), ESP: State of the art (Singapore:
SEAMEO Regional Language Centre 1988) pp, 1-13
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2.2 Designing an LSP course
Some may misunderstand that the development of an LSP course is different
from the development of any other sort of language course. It is undeniable that
there are some challenges and also have some areas of focus, but it is obvious
that LSP curriculum development involves the same types of procedures as any
other language course. Here what is most crucial is that it has to be methodical,
reasonable, and suitable to meet the needs of the people involved with the
course. Here the proposals illustrated in a model mentioned by Brown (1995) in
his work on developing curriculum for teaching language.
Brown described the approach of developing a curriculum in six key steps
namely:

(1) needs analysis

(2) goals and objectives

(c) assessment

(d) materials selection and development

(e) teaching and

(f) program evaluation.

The formation of each element of the curriculum occurs in interaction with other
elements, yet in a systematic way the ever-evolving nature of curriculum must
be taken into account. In other words, though traditionally the process of
developing curriculum might begin with a needs analysis to determine the
potential objectives, upon which materials, teaching practices and assessments
can be established, the model also identifies that this is not a purely linear
process. While developing a curriculum it might be essential to go back at any
stage of the development to collect more information, generate new objectives,

or review and readjust.®®

8 Brown, J. D., The elements of language curriculum, (Boston: MA: Heinle & Heinle 1995) p.20
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2.3 Needs analysis of LSP
Needs analysis is the most crucial component of LSP course design. Therefore,
we should know the basics of the process of needs analysis. Language for specific
purpose course Irrespective of language or purpose, begins with an
acknowledgement that the curriculum as well as the course, is a reflection of the
need. This need may be from the side of the learners, the society, the program
itself, the university, international trends or any other factors or combination of
several factors. This may also be a fact that the need, learning a language, and
specific purpose, all of them are close to each other and indeed the notion of
needs analysis and assessment in education is associated with the very
beginnings of LSP.®°
Brown defines needs analysis in the following manner:
“The systematic collection and analysis of all subjective and
objective information necessary to define and validate
defensible curriculum purposes that satisfy the language
learning requirements of students within the context of
particular institutions that influence the learning and teaching
770

situation.

The inner meaning of this definition is that the process of gathering information
about the requirements of a specific program or course needs that this
information derives from several different sources and perspectives. For
example, the stakeholders, potential or past learners, administrators, instructors
and employers. This data and information should be collected using a number of
complementary methods, for instance, surveys, interviews, document analysis
and focus group. The need analysis should be valid and representative of the
actual requirements of the program with the intention of creating defensible and

reasonable curriculum.

% Halliday, M. A. K., Mclntosh, A., & Strevens, P., The linguistic science and language teaching, (London:
Longman 1964) p.120

70 Brown, J. D. The elements of language curriculum, (Boston: MA: Heinle & Heinle 1995) p.36
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Needs analysis has been used as a very common process to make effective
curriculum for the learners of specific language. focusing on LSP, Upton describes
four significant actions in needs analysis that have ascended in LSP research.’?
Needs analysis in the previous period were mostly involved in language needs
alone, regarding the specific, focused language and grammar that students
required to achieve in the particular LSP. 72 This mirrored early tendency in LSP
curriculum where the concentration was on the education of vocabulary and
structures alone. After that, when LSP curriculum design moved forward to more
discourse-based approaches, needs analysis also turned to focus on detecting
the exact reasons why learners needed LSP as well as on previous version of
identifying target language uses.”® As genre-based methods came in the support
of LSP, needs also moved to looking both at language uses and at the learners

themselves, which is the current trends of needs analysis.”*

Once needs are recognized, learning outcomes or objectives can be mentioned
to clarify what those needs are and what will be the role of students at the end
of instruction. To what extent the outcomes are attained, assessments can be
designed and from there, syllabus, teaching methods and materials can be
selected that will facilitate learners for those assessments. At the same time,
with every single step while implementing the course, evaluation will take place

about the effectiveness of the curriculum.” Besides, if needs analysis is done at

" Upton, T. A. (2012). LSP at 50: Looking back, looking forward, (London: Iberica 2012) 23, p.14.

72 Halliday, M. A. K., MclIntosh, A., & Strevens, P., The linguistic science and language teaching, (London:
Longman 1964) P. 121

73 Strevens, P., Special purpose language learning: A perspective, (Language Teaching and Linguistics
Abstracts 1997) 10, 145-163.

74 Dudley-Evans, T., & St. John, M. J., Developments in English for specific purposes: A multi-disciplinary
approach (Cambridge: Cambridge University 1998) p.87

7> Brown, J. D., The elements of language curriculum, (Boston: MA: Heinle & Heinle 1995) p.20
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the beginning of the process, every single component will affect each another

and will be a continuously progressive work rather than an accomplished project.

2.4 Potential limitations to LSP

In the development of LSP curriculum, several limitations have been identified.
The researchers have faced some issues while implementing LSP, so some of the
larger issues which are addressed by the researchers are worth mentioning.

Current study seems to have identified 3 key areas that require close attention:

(a) The level of specialization of the language taught
(b) The approach and focus of instruction

(c) The role of power and values in LSP instruction

a. The level of specialization of the language taught

The specificity in LSP is a controversial issue for many decades. How specific the
language instruction should be in LSP is a matter of debate among researchers.
The crux of the issue is the extent to which LSP ought to be restrictive concerning
linguistic features and strategy instruction. ’® Narrower views of LSP think that
the curriculum should be concentrated on a limited set of language uses and
features.”” Fearing that a wider set of language may put the LSP too close to
general purpose curriculum and consequently overthrow the quality of being

specific in the original place.

Wider views criticize the idea of narrow views asserting that they

characteristically limit the functionality of language and therefore de-

76 Johns, A. M., & Dudley-Evans, T., English for specific purposes: International in scope, specific in
purpose (TESOL Quarterly 1991) 25(2), 297-314.

77 Hyland, K., Specificity revisited: How far should we go now? (English for Specific Purposes 2002) 21,
385-395.
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authenticate the language for students.”® This view believe that LSP can apply a
common principle of specific language and strategy instruction that can be
employed to various domains at the same time it will not be so extensive as to
be imperceptible. Traditionally this sort of instruction is available in English for
Academic purpose (EAP) contexts, as in this kind of course students come from
a wide spectrum of academic domains, though all of them gathered into a

common classroom.

Another observation of specificity is that for having both the linguistic instruction
as well as content instruction in LSP curriculum, ultimately the teaching quality
may suffer due to the insufficiency of teacher who are expert in both.” However,
the researchers nowadays support more moderate position which is a kind of

balanced curriculum between narrow and wide views.2°

b. The approach and focus of instruction

Next issue is regarding the approach of LSP course and more specifically the
association between the target language uses and linguistic content. The content
of LSP day by day has been shifting from a mostly language-related concentration
to language use in context.®! Initial views of LSP curriculum were focused on

linguistic features from a more structural and lexical viewpoint.?? Latterly, this

78 Spack, R., Initiating ESL students into the academic discourse community: How far should we go?
(TESOL Quarterly 1988) 22, 29-52

® Anthony, L., Why ESP practitioners do not need to be subject specialists, (In Proceedings of the 2011
international conference and workshop on English for specific purposes Taichung, Taiwan: Crane.) pp. 9-
52

80 Belcher, D., English for specific purposes: Teaching to perceived needs and imagined futures in worlds
of work, study, and everyday life, (TESOL Quarterly 2006) 40, 133—-156.

81 Swales, J. M., Languages for specific purposes, (Annual Review of Applied Linguistics 2000) 20, 59-76.
82 Halliday, M. A. K., MclIntosh, A., & Strevens, P., The linguistic science and language teaching, (London:

Longman 1964) p. 121
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viewpoint was changed with the introduction of discourse-based approaches.®3
Which emphasizes communicative approach on the basis of usage, but this
approach was also confined to rhetorical structures and functions. Later on, this

4 which once more

approach was transformed to genre-based approaches.®
emphasized the usage of language as it is placed within various texts. EAP

contexts still follow the Genre-based approaches.

When it comes to non-English LSP contexts (e.g. Arabic context), if the focus is
not on international communication rather some sort of incorporation into the
L2 context or exposing to the concerned culture is the need of learner, the
current approach in LSP curriculum is to accept the idea of contextualized
language use. This approach incorporates strategy-based, task-based and

sociocultural methods to meet the both linguistics and extra-linguistic needs.®”

c. The role of power and values in LSP instruction

The last but not least issue is regarding the LSP deals with the concept of critical
LSP, or more precisely the ostensible lack of critical pedagogy in relation to LSP.8®
The key outcome of a critical perspective is to meet the needs of the learners in
such a manner that authorizes learners rather than disqualifies them. Tollefson
gave example of this issue stating that whether or not proposing a course of a
specific language for hospitality services that limits learners to low-paying service
jobs by educating them merely what is required to succeed at one level, in

comparison to offering them the skills to progress in their future careers.

83 Strevens, P., (Special purpose language learning: A perspective. Language Teaching and Linguistics
Abstracts 1977) 10, 145-163.

84 Swales, J. M., Languages for specific purposes, (Annual Review of Applied Linguistics 2000) 20, 59-76.
85 Northcott, J., Methods for Language for Specific Purposes, (In C. A. Chapelle, The encyclopedia of
applied linguistics. Oxford: Blackwell 2013) p.23

86 Belcher, D., English for specific purposes: Teaching to perceived needs and imagined futures in worlds

of work, study, and everyday life, (TESOL Quarterly 2006) 40, 133—-156.
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To overcome these issues the curriculum developers should consider the power-
based perspectives. While performing needs analysis or creating objectives, the
LSP curriculum designers must reflect necessity of the learners as well as the
program, stakeholders and administrators.®” But still there is an ambiguity, how
reliable or capable are the learners when they define their needs? However, the
developers should apply their own sense when they develop the curriculum but

not ignoring the students’ opinions.

2.5 MSA for different purposes
From the previous generalized discussion, now it has been clear that Modern

Standard Arabic basically can be divided into two divisions:

a) Arabic for academic purposes (AAP)

b) Arabic for occupational purposes (AOP)

But this division is actually on the basis of concentration as it is difficult to make
definite distinction between these two categories. Arabic that has been learnt
for academic purposes can also be used in workplace. However, AOP deals
primarily with occupational language. When a language like Arabic is learnt for
exclusively occupational purposes, it may have different strictures that are kept
in the syllabus to serve some special occupational purposes but still it can
enhance one’s general need of Arabic language. AOP has very broad array as it
deals with various kinds of job contexts, from medicine to engineering and air
ticketing to business management. This kind of organizational communication
relates to occupational settings for example, manager, senior executive,
secretarial worker, merchandizer and so on. Though most of the international
organization in Bangladesh uses English language, the inauguration of Business
Arabic can reveal a new prospect for this country if it is employed in a systematic

way.

87 Upton, T. A., LSP at 50: Looking back, looking forward. (London: Iberica 2012) 23, p.14.
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2.6 Prerequisites for occupational communication
Effective communication, particularly in organizational settings, requires a set of
skills. Gatehouse considers three essential abilities for effective occupational

communication. These include the ability to use:

» The particular jargon of an occupational position as well as of the
occupation

» General academic skills like research and responding to a letter

» Everyday language to communicate effectively, regardless of the

occupational context, like informal and personal communication®®

These three skills are vital to successful communication in professional settings.
Though the author mentioned them in the context of EOP, but it can be
generalized in the field of AOP as well. An AOP course should incorporate

activities that contribute to the acquisition and development of these abilities.

2.7 Approaches to AOP instruction

As | discussed before, the materials for AOP is not available enough in Bangladesh
even in the Arab world as well. So, to write the approaches to AOP instructions
the researcher primarily depends on the approaches to EOP instructions which
are relatively more common in the field of Applied Linguistics. In fact, the
Language for Special Purpose or LSP actually emerged from ESP or EOP, so it will
not be irrelevant to rely upon EOP while creating approaches to AOP instructions.
In case of LSP or more precisely AOP course, the functional objectives always
remain specific to an occupation. It will be more effective if the teaching-leaning
process replicates some occupational activities in the classroom environment. It
will provide the learners with empirical experience that may help them in future

when they will get involved in occupational communication in real life situation.

88 Gatehouse, Kristen, key issues in English for specific purposes (ESP) curriculum Development, (The

internet TESL Journal 2001) VI1.10:1-11
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McDonough mentions that the function of simulations is to prepare for the target
situation. There are two key features of a simulation. First of all, the goal of
simulation is to set up an environment as similar as possible to the real-world
situations in which the learner can train himself to work. Within this outline, there
can be approximations to the real situations in terms of topics, language choice,
roles and types of activities, as well as procedures of communication. Secondly, a
simulation is, pedagogically, based on problem solving techniques.®® In the
context of the target occupation, simulation can assist the learners in many ways
to develop professional language proficiency. It brings the process of language
learning much closer to the actual field needs for the students. Usually,
simulations involve listening and speaking skills, but these can also be applicable
to other skills. Simulations address the three skills for occupational

communication mentioned earlier.

2.8 Existing study on Business Arabic around the world

Though there are few textbooks on Business Arabic, but a complete pedagogical
approach to teaching Business Arabic is very rare. The researcher tried to find a
single literature on this issue but he could not find anything. Nevertheless, two
studies were found which are related to the current study from some aspects.
The first one is entitled “A comparative study of metaphor in Arabic and English
general business writing with teaching implications”*®, where the author
describes the similarity and difference between English and Arabic business
metaphor. That research tried to reveal the impact of culture in metaphorical
thinking, where it followed a holistic approach, using textual analysis,

conversation meetings, participants’ writing and questionnaire responses.

Gathering this diversified data, the author found out some interesting intuitions

89 McDonough, Jo., ESP in Perspective: A Practical Guide, (London: Collins ELT, 1984)
% A comparative study of metaphor in Arabic and English general business writing with teaching

implications, (PhD dissertation by Fahad H. Al Jumah, Indiana University of Pennsylvania, May 2007)
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into the conceptualization and processing of non-literal language. Apart from
these, the study also unveiled the key metaphorical fields that were identified
within the discussion of the participants. In the study, the students or the
participants disclosed parallels and divergences in Arabic metaphorical usage
and comprehension. The study highlighted that the lack of mastery in non-literal
English language is the chief reason of confusion encountered by Arab students
while they express themselves metaphorically in English. It also found out that
the firms, who hire overseas workers for their company, can be benefited more,
if they educate them cross cultural matters or the sense of linguistic diversity as

well as the metaphors commonly used in business organizations.

The second study was conducted by Mai Zaki from American University of
Sharjah on Business Arabic corpus analysis. In the study the author defines the
corpus and corpora and describes the benefits of corpora in teaching foreign
language. The research also shows the approach to using corpora in foreign

language study along with the challenges that may be faced by the teachers.

2.9 What is corpus/corpora:

Corpora is the plural form of corpus. Corpora is a very common terminology in
the field of Applied Linguistics. According to oxford online dictionary, “a corpus
is a collection of texts of written (or spoken) language presented in electronic
form. It provides the suggestion of how language is used in actual conditions,
from which lexicographers can compose accurate and meaningful dictionary
entries. By analyzing the corpus and using special software, we can see words in
context and find out how new words and senses are emerging, as well as spotting
other trends in usage, spelling, and so on. Using the corpus enables
lexicographers to examine a word in detail by looking at all the different contexts

in which it occurs.”??

91 Online dictionary, retrieved from https://en.oxforddictionaries.com/explore/what-is-a-corpus
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Corpora or corpus technology has drawn considerable attention of the language
teachers and pedagogues who are involved in creating cutting edge teaching
materials. This specific way of analyzing vocabulary is actually related to corpus
linguistics. Corpus Linguistics is the pragmatic study of language by means of
computer-assisted techniques to examine large databases of naturally occurring
language. Apparently, the term seems to be a new one, but the methodology is
not. Nonetheless, to create a language pedagogy, implementing corpus-based
methodology is a new trend which has gained popularly around the world in

every language.

2.10 The usefulness of corpora

Corpora are considered as very rich source for the teachers of foreign language.
Corpora not only expose the patterns of actual language in a methodical way,
but also support or refute intuition-based accounts of language. It is evident that
corpora have revealed a new prospect in the study of linguistics and language
teaching, as pedagogues in both domains try to comprehend the theoretical and
empirical implications of language using corpora. The degree of that implications
is extensive, since it has virtually led ‘us to rethink language pedagogy from a

corpus perspective.” 9

Corpus education always emphasizes providing learners with authentic language
examples. Kennedy, for instance, has warned that “devised examples can
present an inaccurate form of typicality or an over-organized image of the
system.”9® O’Keeffee et al have also reiterated that “corpora have also brought

to light features about language which had evaded our insight”.°* However, there

92 Bernardini In J. Sinclair, How to Use Corpora in Language Teaching, (Amsterdam: John Benjamins 2004)
9 Kennedy, G., An Introduction to Corpus Linguistics, (London: Longman 1992)
9 O'Keeffe, A. and Farr, F., Using Language Corpora in Initial Teacher Education: Pedagogic Issues and

Practical Applications, (TESOL Quarterly 2003) 37: 3, pp. 389-418.
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are undeniably some other sources of language facts rather than the corpora.
Hence, while exploring language regularities and irregularities, other factors also
should be taken into account. Kaltenbock and Mehrmauer-Larcher think that
there are two other sources: the first one is introspection and the second one is
elicitation. Introspection, as it is defined, relies on the perception of a person. On
the other hand, Elicitation depends on informants’ responses to extremely
specific questions. The both approaches have several limitations, even though
some believe that they still serve specific purposes.®> However, the key benefit
of utilizing corpora is that they provide an authentic source of what people have
actually said, not what they can or would say. To strengthen the authenticity of
corpora Kaltenbock and Mehrmauer-Larcher said that “The externalized nature
of corpus data also provides a protection against possible idiolectal bases on the

part of the researchers, thus ensuring a certain amount of objectivity.” %

The concept of objectivity, along with the authentic characteristics of corpus data
reverberate positively with the communicative approach to language teaching.
Additionally, these two characters evidenced to be dynamic for the formation of
a tendency of available corpus-based reference works and textbooks. Romer,
elucidates that, “thanks to the corpus revolution, language learners can now
choose from a variety of reference works that are thoroughly corpus-based and
that offer enhanced representations of the language they want to study”.%’

There is vast amount of corpus-based resources for English that include all types

of English pedagogy. But in case of Arabic, although advancement in corpus-

based reference books is not closely equivalent to English, the book of

9 Kaltenbock, G. and Mehelmauer-Larcher, B., Computer corpora and the language classroom: On the
potential and limitations of computer corpora in language teaching, (ReCALL 17 2005) (1): 65—84.

% Kaltenbock, G. and Mehelmauer-Larcher, B., Computer corpora and the language classroom: On the
potential and limitations of computer corpora in language teaching, (ReCALL 17 2005) (1): 68.

97 Rémer, U., Corpus Research Applications in Second Language Teaching, (Annual Review of Applied

Linguistics 2005), 31: 205-225.

65



Buckwalter and Parkinson’s “A Frequency Dictionary of Arabic” (2011) is thought
to be a breakthrough for corpus-based dictionaries of the Arabic language.
Nevertheless, whether a researcher is utilizing a corpus-based lexicon or
retrieving a corpus directly, there re-contextualizing corpus-data in a pedagogical
setting still remains the key issue to make them pertinent for specific purposes
in the language classroom. This is what is the main issue of making corpora useful

to learners.

2.11 Utilization of corpora and the possible complications

In a language classroom having a computer and access to the relevant corpus
does not guarantee the optimal utilization of corpora. Students and teachers only
will get the actual advantage of corpora when this resource will be effectively
integrated into practical teaching materials. Therefore, the resource has to be
chosen meticulously to make it more understandable and correct. Here the

implication of the language pedagogy definitely depends on the course teacher.

Now it is obvious to every pedagogue and linguist that the assessment of large
quantities of spoken and written language data has exposed language patterns
and outlines which was previously shaped by a complete dependence on simple
personal perception or rigid attitudes. Yet, when it comes to classroom teaching
approach, the scenery is not that much tidy. Bernardini says that “corpora seem
to have entered the classroom from the backdoor”®® This statement echoes the
complications that faces teachers in language classrooms who try to integrate
corpora empirically. Even though, when in the developed world using corpora is
no longer a novel idea, in the developing country like ours, it is an unknown term

that most of the language teachers themselves do not have any idea about it.

%8 Bernardini, (2004). In J. Sinclair, (How to Use Corpora in Language Teaching, (Amsterdam: John

Benjamins 2004) p.15
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O’Keeffe and Farr think that the complication begins with the training of
teachers, as majority of educators themselves have not had wide understanding
about corpora. So, they do not have any intention to incorporate corpus
linguistics into language courses. However, when corpora will be included into
the course, the researchers must detect the main problems that teachers need
to be more aware of when they apply corpus-based actions in their classroom
environment. These issues could be summarized in three key points: %

(a) selecting the most suitable corpus for the learners to meet

the required pedagogical goals

(b) they should have talent to develop corpus-informed

teaching activities whether directly or indirectly

(c) they must have serious awareness of what corpus-based

activities represent for the students

Concerning the first point, it is obvious that the selection of appropriate corpora
is prerequisite for successful corpus-based activity. Therefore, the choice should
not be randomly selected bunch of digital data, rather it should rely on an
awareness about what a corpus is. An ideal corpus should be aware of some
crucial aspects, for example, representativeness, types of texts, period of the
course, size of the class, age, sex, education of the participants, etc. It will also
incorporate a precise guideline for the teachers, so that a teacher of a business
Arabic course does not use a corpus of modern literature Arabic texts. An
incorrect selection of corpus could be both puzzling and vague for the teacher

and the learners.

The second point requires the teacher to have the basic literacy of information

technology. Since the exploration of corpus needs the skill of using a software to

9 O'Keeffe, A. and Farr, F., Using Language Corpora in Initial Teacher Education: Pedagogic Issues and

Practical Applications, (TESOL Quarterly 2003) 37: 3, p. 392
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analyze the relevant corpus. Reppen says that a corpus “could be analyzed at
different stages depending on the goals of the analyses”.1%° Factors for instance,
key word in context search, word frequency lists, collocations, concordances,
part of speech tagging etc. are significant concepts in corpus study that a teacher

has to be familiar with so as to ensure the optimal use of a corpus.

The last not the least step in this procedure is to comprehend the corpus findings.
Concordance-based investigations can deliver many intuitions into the lexical
patterns and usage of grammatical structures and collocations, but the most vital
matter is how to explain those findings so that it explains the learners’ queries.
It is worth mentioning that corpus outcomes should never be considered as
absolute facts. So, to make the corpus more effective the teachers should go back
to the basics and assess the pedagogical goal for which they intended the corpus.
That is why, O’Keeffe and Farr remark that “the more teachers know about
corpora and how to use them, the more they will be authorized to evaluate

corpus-based resources more empirically”.1%*

2.12 Arabic corpora

Truly speaking there are fewer Arabic corpora currently accessible for the
linguistic researchers in comparison to other languages such as English. Study in
Arabic corpus linguistics is still in its initial phases. Consequently, academics in
Arabic corpus linguistics face the problems of finding reliable resources that are
easily available, and can deal effectively with the distinct structures of the Arabic
language. Some of the key Arabic language corpora available in the market are:
ELRA (European Language Resources Association), which delivers Arabic corpora

for instance, Al-Hayat Arabic Corpus (18 milion words), AFP corpus, and NEMLAR

100 Reppen, R., Using Corpora in the Language Classroom, (Cambridge: CUP 2010)
101 O'Keeffe, A. and Farr, F., Using Language Corpora in Initial Teacher Education: Pedagogic Issues and

Practical Applications, (TESOL Quarterly 2003), 37: 3, p. 412.

68



written corpus (half a million words), Al-Nahar text corpus (24 million words).
The LDC (Linguistic Data Consortium) provides Arabic corpora such as Arabic
Gigaword (400 million words), RDI (Research and Development International)
also provides several Arabic corpora as well as some essential Arabic corpus tools
which contain Arabic morphological analysis, phonetic transcription, and lexical
semantic labeling. Lastly, there is also the ICA (International Corpus of Arabic),
which has a 100-million-word corpus available at the Bibliotheca Alexandrina in
Egypt. This list of Arabic corpora is not that much extensive by any means, rather

it shows the progress in the field of Arabic corpus linguistics.102

2.13 Arabic corpora for Business pedagogy

Observing the literature on corpus-based education it has been clear that the
implementation of corpora in the language classroom includes two chief
domains: first of all, the use of corpus tools, and secondly the use of corpus
method.®® Corpus apparatuses are the authentic text collections and software
facilities that enable users to get access to related corpus on a computer,
whether online or offline. On the other hand, Corpus methods are related to the
analytical procedures that are applied when working with corpus data for

teaching purposes.

Finding Business Arabic corpora is a difficult task around the world. What is easier
to find on the web are newspaper-based corpora. Those who gather such kind of
collection of texts, usually divide them in different categories, out of these

categories business or economic news is the crucial one. If we look at Mourad

102 Mai Zaki, Business Arabic and corpus-based teaching: Theoretical and practical perspective,
unpublished article, (American University of Sharjah)
103 Rémer, U., Corpus Research Applications in Second Language Teaching, (Annual Review of Applied

Linguistics 2011) 31: 205-225.
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Abbas Arabic corpus,'® we see it is generally based on the vocabulary of articles
from two major sources namely Al-Khaleej newspaper and Al-Watan newspaper.
Apart from this, another good source is “OSAC” (Open Source Arabic Corpora) 19
developed by Motaz Saad, which is comprised of two sub-corpora: BBC Arabic
and CNN Arabic and it has a category of Business Arabic corpora, which is actually

collected from financial news.

Corpora not only provide useful vocabulary for the teachers but also facilitate
the learning process of sentence structures as well as word collocations. So,
when designing a Business Arabic pedagogy, a well-organized corpus can
accelerate the learning process of the learners in classroom environment. The
following section will discuss deep into the practical use of corpora in teaching

business Arabic.

2.14 Educating Business Arabic using corpora

When teaching Business Arabic, application of corpus can create significant
distinction based on the process, as it can be applied directly or indirectly. Romer
suggests that the indirect applications related to the question of “what” to teach
and “when” to teach it. Whereas direct applications deal with the question of
“how” something is taught and learned.'% Here the latter type of applications is
the key focus, that is to say, how corpus-based activities can be used in teaching

certain aspects of Business Arabic.

Educating Business Arabic chiefly relies on two main aspects like any other kind

of specific language teaching, they are: vocabulary and grammatically correct

104 Retrieved from https://sites.google.com/site/mouradabbas9/corpora
105 Retrieved from https://sites.google.com/site/motazsite/arabic/osac
106 Rémer, U., Corpus Research Applications in Second Language Teaching, (Annual Review of Applied

Linguistics 2011) 207
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sentences in the context of business. There is no doubt that the type of language
found in modern Arabic literature must be distinct in many ways from the kind
of language found in business letters. The corpus analysis made it easier to
integrate the teaching of business vocabulary within applicable grammatical
structures. The concordance of vocabulary now can be used to teach students
the exact usage of sentences by native users not the unrealistic sentences from

a teacher’s own intuition.

Now it is time to give some practical examples of business Arabic corpus
utilization in classroom environment. If a teacher of business Arabic wants to
teach a word “_»Jau=3” in an appropriate concordance, he can take assistant from
an online Arabic corpus like http://arabicorpus.byu.edu. It not only
demonstrates the frequency of the given word used in a specific domain but also

provides its different forms and the usage with other words before and after.
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Figure: 3 — The word “_»x<= in a naturally occurred concordance
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Figure: 4 — Usage of the word “_»x<ai with various words before and after

Depending on available data a Business Arabic teacher can choose his necessary
high frequency words and sentence structures according to the level of his
students. Besides, a teacher can give home task to his students to find out certain
business vocabulary in different context from online corpora. Thus, in the next
class the teacher can tell them to write those words in their own sentences
implementing the appropriate expression. This kind of instruction is very
effective to create a true sense of native expression in real context which was
not possible before the invention of corpus linguistics. For this reason, Conrad
remarks that “one of the benefits of corpus-based educations is that, when
students query problematic questions about language use, we do not have to

depend on our perception for giving answers”.%’

2.15 Which pedagogy is most suitable for business Arabic?
As it is mentioned previously that the research on Business Arabic is very rare
worldwide and in the context of Bangladesh it is entirely unavailable. The

researcher could not find any study on needs analysis for Business Arabic

107 Conrad, S.,The importance of corpus-based research for language teachers, (System 1999) 27:1, pp. 1-

18.

72



pedagogy in Bangladesh. It is obvious that the native Arab people do not require
any needs analysis to produce materials for Business Arabic to run business with
non-native Arabic speakers. Considering this fact, in the current study the
researcher has depended on needs analysis of Business English that was
conducted by non-native English speakers. Because, the needs analysis for
Business English is easily applicable for Business Arabic as well. Here to create an
inclusive Business Arabic pedagogy, the researcher will briefly review a study that
was performed in Korean business context to identify frequently used Business

English tasks by business professionals.

That task-based needs analysis was conducted to create materials for ELT
Business English course with a view to improve learner’s general business English
communication skills. The aim of this study was to identify Business English target
tasks that are frequently required by Korean Businessmen. Besides, the previous
learning experiences of Korean business professionals were also explored along
with their attitudes and demands concerning the courses. Before accumulating
data, the literature on business English was studied. After that, semi-structured
interviews and a questionnaire survey were implemented as the approaches of
the needs analysis. As a basis for this research, Korean business professionals,
previous learners as well as potential learners of the targeted course were

involved as the field specialists of the Korean business contexts.

Altogether, 75 Korean business professionals from 13 different companies
contributed to the study. By means of interviews and the questionnaire survey,
26 business English target tasks were identified together with their usage-
frequency. These tasks were categorized into more abstract and super-ordinate
target task types. Regarding the previous involvements and attitudes toward
business English courses, only a few Korean business professionals appeared to

have taken business English courses, while more than half of them were eager to
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take such courses. The outcomes of this study provided a comprehensive basis
and valuable implications for curriculum designers and teachers in developing
business English courses which can also be applicable to other business language

like Arabic.1%®

The focus of the course was on reading and writing business documents, business
interaction, job applications, interviews, business presentation by introducing a
series of tasks etc. The tasks were developed based on the current need analysis
outcomes. It was also anticipated that the students can have access to learn
business-related vocabulary and idioms and comprehend cultural diversities by
learning proper business customs and etiquettes while acting the tasks. Interms
of competence level, the course was designed for higher intermediate and
advanced students. Keeping the level of learners in mind, the course was
developed on the basis of content, but a task-based approach was adopted to
design the syllabus. Although, the content based and task-based method are
regarded as different methods, both of them appear to be well applicable for the
targeted course from theoretical and practical viewpoints. In fact, the task -
based syllabus almost fulfills the most of the rationales of content-based
instruction. Brinton, Snow and Wesche summarized five implicit rationales of
content-based instructions: 1%

(a) considering the ultimate usage of the target language

(b) growing motivation by using content relevant to learners

(c) building the materials on the earlier experience of the learner

(d) including contextualized use of the target language

(e) providing understandable input

108 Sorin Huh, a task-based needs analysis for a business English course, (University of Hawai’l at Manoa)
109 Krashen, S., The input hypothesis: Issues and implications, (London, Longman 1985)

Krashen, S., Input in second language acquisition, (Oxford, Pergamon 1958)
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The task-based syllabus fulfills at least four points of the above rationales.

e First of all, it promotes ultimate usage of target language by highlighting
the real-world tasks.

e Secondly, the tasks found from the needs analysis increases learners’

concentration and motivation.!°

e Thirdly, while executing tasks, students can learn the target language
through contextualized and empirical use of the language rather than
learning only the sentence-level usage of the language.

e Fourthly, gradually complicated tasks provide rich, elaborated and

coherent input for the language acquisition to occur.!!?

The task-based approach has also been widely applied in English for Specific
Purposes (ESP) courses, including Business English courses, as the requirement
for real-world target tasks matches well with the task-based approach.
Furthermore, this method for teaching language has been considered more
efficient than other conventional language teaching methods for teaching cross-
cultural aspects of business English, which this particular course also intends to
teach. Gimenez recommended in his study on cross-cultural discussions: in the
same way, it appears practical to recommend that teaching negotiations to
business English students could be more efficiently undertaken by a task-based
approach. Tasks which offer cross-cultural representations to study and examine,
can be more useful than rigid representations of business negotiations. Such
tasks would also inform learners about the risks of transferring “ready-made”

mockups to international circumstances and situations.!2

110 Robinson, P., Task complexity, cognitive resources, and syllabus design: a triadic framework for
examining task influences on SLA. In Robinson, P. (Ed.), Cognition and Second Language Instruction (pp.
287-318), (Cambridge: Cambridge University 2011)
111 Doughty, C. & Long, M., Optimal psycholinguistic environments for distance foreign language learning,
(Language learning and Technology 2003) 7, 50-80.
112 Gimenez, J., Ethnographic observations in cross-cultural business negotiations between non-native

speakers of English: an exploratory study, (English for Specific Purposes 2001) p. 187
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Long also asserts that the task-based need analysis has advantages over other
conventional need analysis approaches as: 113

(a) task based-needs analysis delivers more effective data on the target
tasks by analyzing the knowledge of domain experts rather than outsiders’
such as language teachers and applied linguists.

(b) Task-based needs analysis perceives the real-world usage of the target
language and the dynamic qualities of the target discourse, while
conventional linguistically based needs analysis offers a list of
decontextualized structural items.

(c) the findings of task-based needs analysis can be readily utilized as input

for the both task-based or content-based course design.

The significance of task-based needs analysis is well demonstrated in the six
stages to develop a task-based language teaching (TBLT) program suggested by
Long and Norris: 1

1. Conduct task-based needs analysis to detect target tasks.

2. Categorize the target tasks into target task types.

3. Formulate pedagogic tasks.

4. Order pedagogic tasks.

5. Implement program with suitable methodology and pedagogy.

6. Evaluate student attainment using task-based, criterion-referenced

performa nce tests.

113 L ong, M., Methodological issues in learner needs analysis. In Long, M. (Ed.), Second language needs
analysis, (Cambridge: Cambridge University 2005) p.76

Long, M., & Norris, J., Task-based teaching and assessment. In Byram, M (Ed.), Routledge encyclopedia
of language teaching and learning, (London: Routledge 2000) pp. 597-603

114 L ong, M., & Norris, J., Task-based teaching and assessment. In Byram, M (Ed.), Routledge encyclopedia

of language teaching and learning, (London: Routledge 2000) pp. 597-603
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As English is considered as a lingua franca in the international business, most of
the researches of Business English have been conducted on genre analysis of
business writings and discourse analysis of business communication rather than
needs analysis of business English tasks. However, to study the target tasks of
the Korean business professionals the researcher of that survey reviewed some
literature concerning this study. The key purpose of the study was to recognize
the target tasks for a business English course and to categorize the identified
tasks into target task types.

So, in the aforementioned research, there were in total 75 Korean business
professionals who participated in the study. Among them 5 participants were for
the semi-structured interviews and 73 were for questionnaire survey. On the
other hand, 3 of them took part in both the semi-structured interviews and the
questionnaire survey. In order to conduct semi-structured interviews, 13
business professionals from 13 different companies were selected as potential
interviewees and personally contacted by the researcher. Among them,
however, five business professionals were excluded due to lack of English use at
workplace, and another three were not able to participate during the interview
periods due to their busy work schedules. Therefore, five Korean business

professionals participated in the semi structured interviews.'*®

In the survey questionnaire, 73 Korean business professionals participated.
There were 48-male and 25-female business professionals ranging their age from
25 to 48. They had worked in their companies for an average of 5.21 years,
ranging from 1 month to 20 years. In order to keep the results of the study free
from bias to certain kinds of companies, 8 different Korean companies were
selected for the study. Initially business professionals from ten companies were

personally contacted by the researcher and asked whether they could assist with

115 Sorin Huh, A task-based needs analysis for a business English course, (University of Hawai’l at Manoa)

p.19
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conducting the survey in their companies. Among them, two companies were
not available to participate in the study, thus resulting in eight companies in
total. As English is not the chief language in every department of certain domestic
companies, only the employees working in the department where English is
necessary were included. From each company, 5 to 13 employees participated.
On average, there were about nine participants from each company. A detailed

description of each company is shown in table below.!®

No of com. | Company type Domestic/Foreign | Location ::rtoif:ipants
Company 1 | Manufacturing Domestic Suwon 08
Company 2 | Manufacturing Foreign Gunsan | 12
Company 3 | Manufacturing Domestic Seoul 10
Company 4 | Manufacturing Foreign Seoul 05
Company 5 | Financial Domestic Seoul 09
Company 6 | Financial Foreign Seoul 06
Company 7 | Telecommunication | Domestic Koyang | 13
Company 8 | Advertising Foreign Seoul 10

Table 1: Description of participants
A number of questions was made for the semi-structured interviews. These
questions can be divided into 3 major categories: (a) bio-data, (b) business
English tasks (c) Business English classes. The participants were first requested to
describe about their backgrounds and the tasks that they performed at their
work using English. For each task they described, the researcher requested them
to narrate the task in detail, and additional questions concerning the frequency
and difficulty of the tasks were also followed if time allowed. Afterwards,
questions regarding business English classes were asked. But here in this
research about business Arabic it is irrelevant, So the researcher ignored the

section.

116 Sorin Huh, A task-based needs analysis for a business English course, (University of Hawai’l at Manoa)

pp.20-21
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Based on the interview results, a questionnaire was developed for further survey
purposes. The questionnaire was comprised of four major sections: (a)
background information, (b) getting a job, (c) business English tasks, and (d)
business English courses. Questions concerning company name,
department/team name, company type, work experience, and language

proficiency were included as background information questions.

In Section B, the participants were asked to answer yes-no questions regarding
the tasks they performed in English when they applied for a job. Section C
investigated how frequently the business English tasks identified through the
semi-structured interviews were performed by the respondents. In total, 26
business English target tasks classified into ten target task types were included.
Here in this research paper about Business Arabic only business English tasks and
frequency of those tasks are worth mentioning. So other parts of this study will

be ignored intentionally.

However, the participants were questioned to specify the appropriate frequency
for each task on a Likert Scale. Each question had a five-point scale: ‘never’ (0),
‘rarely’ (1), ‘sometimes’ (2), ‘often’ (3), and ‘everyday’ (4). Following questions
on business English tasks, two open-ended questions were included on the
importance of English in performing jobs and advice to future job applicants. The
guestionnaire was composed in English. To make sure that the questions were
comprehensible and clear to the participants, the questionnaire was pilot tested
with two Korean business professionals as well as two non-business native
Korean speakers. As face-to-face interviews were impossible because of
distance, an internet chat tool, MSN Messenger, was used as a medium for the

interviews.
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All the interview discussions were automatically saved as XML documents by
MSN Messenger. The researcher prudently read through the interview
discourses and observed the business English tasks stated during the interviews.
All the tasks that the interviewees stated having performed in English at work
were identified as target tasks, and groups of similar target tasks were
categorized into more abstract and superordinate target task types using
Microsoft Excel software. Since there was no previous work done on business
English target task types to refer to, the researcher developed the target task
types mainly based on the target tasks identified through the semi-structured
interviews, but also took into consideration the tasks mentioned in the other

studies.

Through the interviews, a variety of tasks were identified and classified into
relevant target task types as shown in Table 2. The target tasks that each
interviewee listed were slightly different from one another, depending on their
company types and job responsibilities. All the tasks that the interviewees listed
were taken into consideration for the purpose of developing a questionnaire that
captured various target business tasks as much as possible. It should be noted
that although the identified tasks were classified into the most appropriate
target task types, many tasks were in fact combined and occurred concurrently
with the tasks from other target task types. For instance, when a company
received a foreign guest, it did not involve just picking up the guest and offering
him or her a guide for sightseeing. In addition, negotiations, presentations, and

writing a contract could also take place while attending to the guest.
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Target tasks identified in the interview

Target Task Types Target Tasks

Getting job Writing a resume and cover letter, job
interviews, translation, free talking,
presentation

Correspondence Email, phone calls, faxes

Writing a document

Memorandum, proposal, report, contract/
agreement, business letter, order, claim,
annual report, evaluation form, international

relations materials, summary of meetings

Order/customer

satisfaction

Placing and receiving an order, purchasing,

dealing with claims

Business meeting

Meetings, conferences, seminars, social
meetings, briefing, presentation, Q&A,
negotiations, video conferences,

teleconferences

Business trip

Making a reservation, business meetings,
sightseeing, finding directions, visiting other

companies or factories, social meetings

Attending foreign guests

Pick-up, sightseeing guide, interpreting

Interpretation

Business meetings, company ceremonies

Translation

Documents, booklets, brochures, books

Market research

Visiting other companies’ homepages, asking

guestions using Q & A board

Reading

Reading articles and magazines related to job

Others

Social talks with foreign colleagues or foreign
guests, making an English homepage,

proofreading, making presentation materials

Table 2: Target tasks identified by the participants
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In Section B and C, questions were asked with regard to the frequency of business
English tasks performed by the Korean business professionals. In Section B, the
tasks related to job applications were investigated, and the other business
English tasks performed in regular work situations were included in Section C.
The results of the two sections follow in detail. Getting a job. In Section B, three
tasks were included in relation to applying for a job: writing a resume, writing a
cover letter, and having a job interview. As shown in Table 2, all three tasks were
performed by approximately half of the respondents, and the job interview was
the most frequently performed task among the three tasks by the respondents
when they applied for a job. In detail, 43 participants (58.9%) performed one of
the three tasks and 31 participants (42.5%) performed all three tasks. Besides the
three tasks, “phone test of spoken English” (by four participants), presentation
(2), and self-introduction (1) were also mentioned in the “other” section. In
addition, there were two respondents who mentioned that they had submitted

English proficiency test scores instead of performing those tasks.

From the above review of literature now it has been clear that what should be
included in Business Arabic pedagogy. Now depending on the target tasks found
above, the researcher will demonstrate a precise Business Arabic pedagogy in a

separate chapter.
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Methodology
3.1 Methods and procedure
This dissertation has been compiled on the basis of mixed research methodology.
Though most of the part of this research followed qualitative research methods,
but in some places the researcher used quantitative information as well. The

cited references of this study have been written in Vancouver style.

3.2 The Data sources
The data and information that have been used in this dissertation are authentic
and reliable. they are collected from various sources whether they are printed or

virtual. So, the data sources are as follows:

e Authentic books

e Research journals
e Newspapers

e Reliable webpages

e Authentic dictionary

3.3 The procedure

The researcher has tried to demonstrate how crucial it is to introduce Business
Arabic as an academic subject in the tertiary level in Bangladesh. First of all, he
tried to prove the necessity and implications of Business Arabic in the perspective
of Bangladesh by providing examples of other countries who are currently doing
very well in this domain. He also showed the prospects of Arab countries in the
Middle East and in North Africa by illustrating their potential consumer markets

as well as GDP in a quantitative approach.

As a background study the researcher discussed the short history of emerging
Business Arabic from Classical Arabic through different stages. Besides, since

Arabic language is a media of communication, so here discussing the means of
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successful communication is relevant. That is why, the researcher wrote a
considerable part of the research on how to make a successful business

communication.

Secondly, he reviewed some literatures to get assistance to create an effective
Business Arabic pedagogy. In that part he presented some available relevant

studies that have been found throughout the world.

Thirdly, the researcher explained how cross-cultural communication is done and
how to make it effective by following different techniques. As it is related to
Arabic language, so a substantial part of this paper discussed about Arab

tradition and culture in the field of trade and commerce.

Finally, the researcher presented a pedagogical approach to teach Business
Arabic following trendy approach of Applied Linguistics, for instance, Language
for specific purpose (LSP) and Task based Language Teaching (TBLT). While
discussing the pedagogy, he also provided some precise course materials as

examples to teach Business Arabic to the Bengali learners.
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The necessity and implications of business Arabic
Arabic is one of the most spoken languages among the modern languages and it
is also one of the most popular languages in the world. There are 295 million
people who use this language as their mother tongue while 290 million people
use this as their official language.!?” This language specifically the classical
version of this language is considered sacred and respected to the Muslims as it
is the language of the holy Quran and Hadith and a ritual language for Muslims’
prayers. In addition to this religious value this language has a great economic
value too, since it is used as official language in the Middle East which is very rich
in mineral resources. Thanks to the prospect of this area, Arabic language has
gained popularity in some non-Muslim countries like the Unities states, China
and India. At present, many countries from all over the world are still trying to
create business relations with oil-rich gulf countries namely Saudi Arabia, United
Arab Emirates, Kuwait and the state of Qatar and son on. Although, English is
considered as lingua franca in international business, currently some countries
are trying to communicate with Arab countries through Arabic language to make

their relations more successful and effective.

In Bangladesh there are many erudite scholars who have deep knowledge in
classical Arabic, but the bitter truth is that most of them are not good in modern
standard Arabic as well as in Business Arabic. Even they are not aware of the
economic value of this genera of language. On the other hand, due to the lack of
subject related job sectors the students of Arabic from different public
universities become frustrated after their graduation. So, it is time to think about
this reality and create job opportunities for Arabic graduates in national and
international sectors. To ease their way to get lucrative jobs and to expand their

opportunities, the authority should think to introduce business Arabic in

117 Retrieved from https://en.wikipedia.org/wiki/List_of languages_by total number_of speakers
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Bangladesh, so that the students can work in the fields related to their academic
background inside as well as outside of the country with sufficient remuneration.
It is evident that promoting Business Arabic will not only play a crucial role to
generate new work fields for the Arabic graduates but the country will also be
benefited from different aspects, for instance, enhancing the existing relation
with Arab countries and increasing the flow of foreign currency from the Arab

world to our country.

4.1 The role of foreign language in the field of business communications

Effective communication is a vital tool in trade and business whether it is
international or domestic. There are many companies who conduct international
business all over the world, where foreign language plays a key role in their
business communication. In past, people used to learn foreign language either
for the purpose of religion or to acquire new knowledge of literature and science.
At that time, the ability to read and translate a foreign language into the mother
tongue was a crucial skill. But in this era of globalization, the world has become
so small- thanks to sophisticated communication technology- that each country
lives like a neighbor in one village, because we can know the news of other
remote countries along with their videos within a few seconds. So, at present,
merely the ability to read foreign language and to translate it, is not a sufficient
skill, because now people have to communicate with foreign countries for
various purposes and among them business is the most crucial one. It is obvious
that International trade and business cannot be administered without successful

communication in a foreign language.

There are many languages in this world, but in the domain of international
business English language is considered as Lingua Franca. Although, English
dominates over other languages, still most of the people of this universe do not

speak English. Therefore, it can easily be said that English is not only one
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language of business communication, but any other language can also be used
depending on the language of the customers and the nature of the trade and the
related market. Rather using local language is more successful and effective
because customers can get their required products or services without any
difficulty. On the other hand, due to unsuccessful communication in a foreign
language, customers may face problems for not getting the required products.
Tough it appears to be a simple problem but it may turn to a very serious one if
it happens frequently. Language creates a sense of satisfaction in the hearts of
customers and that is what leads to competition. Competitiveness cannot be
happened without the ability to deal with customers well.**® For this reason,
many universities now have realized the importance of offering a foreign
language program other than English because students who speak more than
one foreign language are more marketable. Many business companies now look
for employees who can speak a foreign language fluently. Foreign language skills
provide a competitive advantage for career choices in contemporary job

market.1?

It is well known to us that language does not have any value in itself, rather the
value of a language depends on the economic condition of the country where
that language is spoken. The countries where Arabic is official language, many of
them are now rich countries, especially the Gulf countries in the Middle East.
Now if we try to find out which country has the highest GDP per-capita in 20157?
We will find an Arab country named the State of Qatar.'?® If anyone asks where

the tallest tower of the world is situated, the answer will be ‘Burj Khalifa’ located

118 Crystal, D., The Cambridge Encyclopedia of Language, (Cambridge: Cambridge University Press 1989)
119 Epling, S., Why your child should study foreign languages, (Learning Beyond, September 2005)
Retrieved August 15, 2009, from http://www.achieveefs.org/documents/achieve_news_sept05.pdf

120 Retrieved from https://en.wikipedia.org/wiki/List_of _countries_by GDP_(PPP)_per_capita
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in Dubai, United Arab Emirates.'?! Similarly when we think about the world's
second-largest oil reserves, we see it is also located in an Arab country called the
Kingdom of Saudi Arabia. Beyond these narrative observations, one thing is
certain: the Arab world, with a population of 390 million, is still growing at a rate
of 2.3% per year, and 60% of those inhabitants are under the age of 25 years,
with huge natural resources and increasing financial resources, must play an
important role in the economy of this twenty-first century as a gigantic market
and an active party. For these prospects and possibilities of this language many
universities in non-Arab countries have introduced Arabic language programs to
their students. There are many universities and colleges in the United States of
America and in European countries who offer graduate studies in Arabic. in
addition, Arabic is the fastest growing foreign language taught in US universities
and colleges.’??> Some colleges offer Arabic language to business students to
expand their career in the Middle East. So, now It has been proved that teaching

Business Arabic in the universities of Bangladesh is the demand of current time.

In this new era of globalization, economists consider foreign language as a non-
material commodity for its economic value as it represents a crucial factor in the
development of economic infrastructure of a country. Thanks to the high-speed
Internet throughout the world, the doors of trade and commerce have opened
up for each country, though the country is on the far reaches of the globe. The
modern digital economy is based on language as it plays an effective role in
customer’s decision-making and self-persuasion when purchasing goods.
Customers now want to know about goods through the information available on
e-commerce sites. Therefore, providing websites with the necessary information

in multiple languages is imperative and has an added economic value that

121 Retrieved from https://en.wikipedia.org/wiki/List_of_tallest_buildings
122 Retrieved from http://www.thegazette.com/2010/03/25/arabic-is-fastest-growing-language-at-u-s-

colleges
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promotes the competitiveness of individuals and the trading companies in the
new digital market. Language economics research has shown that knowledge of
a secondary language is clearly reflected in significant increase of productivity
levels when employing that language.?®> Some Arab countries have made a
decision to use Arabic as an official language in every document. The Dubai
Department of Economic Development (DED) has launched a new initiative that
all businesses in Dubai will use Arabic as a major language in their bills and
receipts as well as in call centers and reception centers.'>* So Arabic can be
effectively used as a Business language instead of English when we trade with
those Arab countries, and it will certainly be more effective to attract the
attention of Arab consumers to the products that we want to export to those

countries.

4.2 Possibilities to Launch Business Arabic in Bangladesh

Bangladesh is a small country with few natural resources compared to other
countries. It is one of the most crowded countries all over the world. The
population of Bangladesh are the chief resource, if they can be employed in an
organized manner. Although its natural resources are limited, thanks to cheap
labor, the country is now considered as least developed country. This progress
has been made through the export of ready-made garments to foreign countries,
particularly to the United States and Germany.?® It is clear that the business
persons in our country use English as their language of communication in
international trade, because most of the trades in Bangladesh are conducted

with Western countries. At present, some of the companies have started their

123 yaillancourt, F., Difference in Earnings by Language Groups In Quebec, An Economic Analysis, (Ph.D.
Thesis, 1978). (Québec: Centre international de recherche sur le bilinguisme, publication B-90,1980)

124 http://www.emirates247.com/news/arabic-to-be-primary-language-for-dubai-businesses-2016-05-
15-1.630034

125 Retrieved from http://bgmea.com.bd/home/pages/Tradelnformation
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business with Arab countries, for example Pran, Ifad, Danish, Romania, Shajeeb
group, Hashem foods and others export their products to the Middle East.??® It is
worth mentioning that most of the consumers of agricultural products that are
exported to the Middle East are Bangladeshi expatriates. Unfortunately,
Bangladesh has not yet been able to create a new market in the Middle East for
Arab consumers. The reason for this failure is either likely to be the lack of
businessmen who can speak Arabic to convince Arab traders or lack of high-
quality products. We have to think that despite the availability of hundreds of
thousands of experts in Arabic language in our country, we have not been able
to provide our country some qualified people who are able to deal with Arab
business partners in their first language. The reason for this backwardness is
probably the unawareness of economic value of the Business Arabic language.
There are several domains in our country that can be benefited by Business
Arabic, if it is included in the syllabi of the Arabic Departments at public
universities of Bangladesh. The domains that can be benefited from Business

Arabic are:

4.3 Readymade Garments Sector

The garment industry serves as the backbone of our economy and as a catalyst
for the development of our country. We are proud of this sector which brings
billions of dollars of export earnings and created job opportunities for millions of
people of this country. The tag "Made in Bangladesh" has brought glory to
Bangladesh making it a prestigious country all over the world. Bangladesh is the
country that was once called by the cynics " bottomless basket " but now it is a
"basket full of wonders." Our country now maintains an annual GDP growth rate
of 6.6% (World Bank 2015)*?” which has led to a remarkable social and human

development. It is clear that most of the profits from the garment sector come

126 Retrieved from https://archivel.ittefaq.com.bd/aboard/2017/11/14/135738.html

127 Retrieved from http://www.worldbank.org/en/country/bangladesh/overview
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from exports either to the United States of America or to EU countries such as
Germany, the United Kingdom, France, Spain and others.!?® The amount of
exports from Bangladesh to rich Arab countries are very less compared to the
neighboring countries such as Pakistan and India. The exports from these
countries to the Gulf countries are several times greater than our country. The

following tables demonstrate some information regarding this matter:12°

India Pakistan Bangladesh

2015 2014 2013 2015 2014 2013 2015 2014 2013

5,813,608 | 6,171,505 | 5,720,071 | 494,881 | 562,330 | 522,007 | 341,701 | 235,482 | 203,075

Table 3: The value of products exported to Saudi Arabia from Bangladesh and

some of its neighboring countries in $1000

India Pakistan Bangladesh

2015 2014 2013 2015 2014 2013 2015 2014 2013

1,215,772 | 1,167,536 | 894,213 | 94,786 | 104,487 | 104,552 | 47,723 | 42,186 | 43,512

Table 4: The value of products exported to Qatar from Bangladesh and some of

its neighboring countries in $1000

128 Retrieved from https://www.bb.org.bd/econdata/export/exp_rcpt_country_commodity.php

129 Retrieved from http://wits.worldbank.org
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India Pakistan Bangladesh
2015 2014 2013 2015 2014 2013 2015 2014 | 2013
1,394,166 | 1,307,828 | 1,162,316 | 188,864 | 171,176 | 145,214 | 73,244 | 70,096 | 72,791

Table 5: The value of products exported to Kuwait from Bangladesh and some

of its neighboring countries in $1000

India Pakistan Bangladesh
2014 2013 2014 2013 2014 2013
22,088,029 24,418,686 1,129,496 1,390,910 452,666 389,915

Table 6: The value of products exported to UAE from Bangladesh and some of

its neighboring countries in $1000

These statistics can also be presented in a chart to facilitate the comparison of

figures:
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A graph of the value of products exported to UAE from some

neighboring countries of Bangladesh in thousand US dollars
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Figure 8: value of products exported to UAE

From the information above it has been clear that the total export of products
from our country to Gulf countries is much lower than Pakistan and India. Here
the statistics of export from China to those countries have been ignored
deliberately, because, China dominates the entire Middle East and the amount
of their exports to those countries are so massive that cannot be compared to
Bangladesh, since the Arab countries in the Middle East and North Africa import
most of their products from China.'*° The following graph illustrates the business
partners of the Middle East and North African countries in readymade garment

sector:

130 Retrieved from http://wits.worldbank.org/CountryProfile/en/Country/MEA/Year/2015/TradeFlow/
port/Partner/all/Product/Total
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Other countries (208)

Figure: 9 Graph of readymade garment exporting countries to Middle East and North Africa

In the above graph we see that in 2015 this region imported the most of their
garments from China which is worth of 8,240,960 thousand US dollars. The
second largest business partner of this region is Turkey. They imported from
Turkey the same product which is worth of $2,378,171. The third largest
exporter of ready-made garments to that area is India, which exports ready-
made garments of $1,779,104. Then come lItaly, Spain and other countries. How
these countries succeeded in trade and business with those Arab countries will

be clear from the following information:

4.4 The countries gained progress in trade & business with the Arab world

a. China

China gained success in trading with the Arab world through a diversified
strategy, the most important of that is creating specialists in the Arabic language
and culture. Currently there are more than 35 universities in China who offer
Arabic. It is evident that all these universities do not offer Arabic programs for
the purpose of religion, but there are many other reasons as well, the most
important one is to strengthen the trade and diplomatic relations with the Arab

countries. If we look back to the history, we find that the teaching of Arabic in
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China began long time ago, especially after the establishment of the People's
Republic of China in 1949, to implement the policy of their leader Mao Zedong
(1893-1976) to spread the Maoist ideology to the Arab world. They took initiative
to introduce Arabic in some Chinese universities to make some specialists in
politics, media, trade, economy, education and military affairs who speak Arabic
to represent their country in the Arab world. In addition, in 1956, China elected
some of its outstanding students and sent them to the Egyptian universities in
order to enhance their achievements in Arabic language and culture. In 1958,
China began to establish specialization in Arabic in many of its faculties such as
the Faculty of Foreign Affairs, the University of Economics and Foreign Trade, the

University of Foreign Studies in Beijing and some other areas.

However, China witnessed a great boom in teaching Arabic and its popularity
among Chinese people following the inauguration of their leader Deng Xiaoping
(1904-1997) for reforming economic policies and external pragmatic visions
beyond ideological slogans. This boom still continues and every day it is taking
modern shapes by the expansion policies of China in the Arab world in the
domain of trade, construction and investment. Since the eighties of the last
century, it has been noted that the Chinese leadership always gave their intense
attention to the graduates who have specialization in Arabic language and
culture to strengthen its diplomatic, economic, commercial and military activities
in the Arab world. The initiatives of China during the past few years have been
developed after launching master's and doctorate programs in Arabic language
and literature at its higher universities. It has developed more after employing
teachers from the Arab world to teach Arabic in Chinese universities and signing
memorandums of understanding with a number of Arab universities. Now there
are extreme enthusiasm among the young Chinese people for learning Arabic
who are seeking excellent salaries, because the proficiency in Arabic ensures that

they will get a good job as an interpreter for large Chinese companies who deal
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with the Arab world, or an interpreter for Arab businessmen or for international
media. A salary between a thousand or two thousand US dollars means several
times higher than what Chinese graduates in other specialization earn. In
summary, "Teaching Arabic in China has shifted from mosque education to
school education and has turned from fulfilling the requirements of Muslims to
achieving economic returns.” The evidence is that ten years ago, China had seven
universities offering Arabic language programs, while it is currently taught at

thirty-five universities.3!

b. India

The Arabic language in India started its journey long time ago and perhaps it was
there before the mission of Mohammed bin Qasim, when the ancient Arabs came
to this region for transactions and trade, and then elite Arab preachers
contributed to the spread of this language who came to India with a mission of
preaching Islam. Next it becomes more popular after the Islamic conquests by
the hands of Mohammed bin Qasim and Mahmoud Ghaznavi and others. At
present, in India this language is taught in many public universities as well as in
thousands of religious schools. There are also opportunities to obtain bachelor's,
master's and doctorate degrees in Arabic language and literature from Indian
universities in addition to diploma courses in translation and functional Arabic.
Although learning Arabic language and emphasizing on it began in India as a
language of the Islam, and as a strong component of the composition of the
Muslim personality, and as a component of Islamic unity, but at present the
motivation of learning this language has developed and expanded, which made
it a global language of great importance. Even in India it has great significance to
the Non-Muslims as some of them are eager to learn Arabic and to master in it.

Besides, the political and commercial factors to strengthen relations between

131 Retrieved from Y- )¢ e ¥ usYl ‘fl;)jl 840, http://www.alayam.com

99



the Arab world and other countries gave the Arabic language a great expansion
and development in this region. It proves that the Arabic language in India is not
only the language of Islam, but it combines two types of benefits, the benefit in
earthily life and the benefit in eternal life. this is a reality that cannot be
overlooked in any case.'3? So now in India there is a growing demand for learning
Arabic among Muslims even among Hindus.3® Moreover, the Indian Ministry of
Defense teaches Arabic along with other foreign languages in their specialized
school. Many Indian people get enrolled in short courses to learn Arabic, such as
chefs, drivers and maids who work in the Gulf States. In addition, some educated
people like engineers and others are also learning this language to gain
employment in the growing labor market of Arab countries.'3* This is evident that
the Indian workers get more salaries than Bengali workers in their work field

because of their linguistic skills.

c. The Turks

The Turks and the Arabs have deep historical and cultural ties from the time
immemorial. These ties and relations are based on a central axis, which is the
common Islamic culture. The Turkish-Islamic culture arose after the Turks
converted to Islam during the Karakhanids (932 AD 1212), who adopted the
Arabic alphabet in their Turkish language. The official language of the Turkish
state in Anatolia was Arabic until the twelfth century. The Arabic language
retained this status till the thirteenth century until it was gradually replaced by

Persian.13> Afterward, the teaching of the Arabic language for a long time
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remained in the hands of the religious groups, and this was confined to the
teaching of the Holy Quran and some rules related to that subject. Now there are
some public universities that offer Arabic language programs in several levels.
According to a report by Al-Jazeera, there are now some Arabic language centers
in Turkey with other Eastern languages, but the demand for Arabic has exceeded
the demand for other Eastern languages. The Turks' perception of the Arabic
language has changed, and of course the religious aspect remains stronger and
more important and then comes the importance of the business relation with
Arab countries. The students of Arabic language at these institutes come from
various segments of the society for instance, engineers, students of history,
journalists and students of international relations.’3® The close proximity of
Turkey geographically to the Arab world is likely to play an important role in
strengthening the trade relations with Gulf Arab states. Besides, the quality of
their ready-made garments is also a significant fact of their success in the Middle

East.

Taking into account the above information we can say that our country
Bangladesh still could not get out of the traditional thinking about learning
Business Arabic, while many countries all over the world are using this language
to strengthen their economic backbone by exporting garments and other
products to those areas. Bangladesh now needs to diversify its export products
gradually to maintain long-term competitiveness. There is an atmosphere of
optimism that the new wave of growth opportunities will energize the garment
industry and will add new success stories to the history of our country, if the
government can administer the readymade garments market in the Middle East,
like they administer in the United States and European Union. Particularly, the

introduction of Business Arabic in Bangladesh will be an effective way to attract

136 Retrieved from http://www.aljazeera.net/news/cultureandart/2009/4/1
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the attention of the Arab buyers to the products of our country. In April 2012
McKinsey & Co., one of the leading strategic consulting firms in the world,
published a study entitled "Bangladesh’s Ready-Made Garments Landscape: The
Challenge of Growth". McKinsey predicts that the garment sector of Bangladesh
could be expanded to $30 billion by 2015 and $50 billion In 2021. In addition,
Bangladesh has an opportunity to expand the export of garments to the Middle
East and has the capacity to export garments to this region worth of 20 billion

usD.*¥’

4.5 Tourism Sector

Tourism is one of the most promising sectors for developing countries around
the world for economic development. Many developing countries have
developed plans, particularly at the central level, to guide tourism development,
recognizing the tourism sector as an important source of foreign exchange and
employment. (Towson and Timothy 2001) There is no doubt that Bangladesh has
all signs of a better future, but unfortunately although there is almost everything
including distinct natural beauty, historical background, unique cultural identity
and archaeological resources, Bangladesh is still lagging behind in tourism sector
from its neighbors.'® The picture of this backwardness is illustrated in the

following graph:

137 Md Harunur Rashid- assistant deputy secretary at BKMEA, Middle East: a future destination for apparel
exports (Newage, online newspaper 4/9/2015)

138 Tosun, C., & Timothy, D. J., Shortcomings in planning approaches to tourism development in
developing countries: the case of Turkey, (International Journal of Contemporary Hospitality

Management 2001) 352.
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The national income of some south Asian countries from tourism
sector in US 1 million dollar

25000

20000

15000

10000

5000

N e
India Pakistan Nepal Bangladesh

Figure 10: The national income of some south Asian countries from tourism
The graph shows the national income of some South Asian countries in 2015 from
the tourism sector. India has gained from this sector 21,472 million dollars, while
Pakistan gained 906 million dollars. On the other hand, Nepal received 509
million dollars and finally our country Bangladesh has Just acquired 148 million
US dollars. This amount is very tiny for Bangladesh in comparison with its
neighboring countries.® It is regrettable that the British daily Telegraph
published a list to discover the least touristy countries, in which Bangladesh was
included in the first place.'® It is clear that the tourism sector plays an important
role in increasing GDP in many countries by providing jobs directly to the
community, such as hiring tour guides or housekeeping for hotels. However,
indirect employment is generated through other industries such as agriculture,

food production and retailing, because expenditures of visitors generate income

139 Retrieved from http://data.worldbank.org/indicator/ST.INT.RCPT.CDs
140 Retrieved from http://www.telegraph.co.uk/travel/news/revealed-the-worlds-least-and-most-

touristy-countries/
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for the community and this can lead to poverty alleviation in any country. It is
evident that, foreign language communication has an economic value in this
sector. Therefore, introducing Business Arabic in Bangladesh can greatly
contribute to attract the attention of Arab travelers to our country, because they
will be able to communicate directly with the Bengali people in their native
language through translators. In addition, if we can provide information about
our country's tourism on websites in Arabic, Arab tourists will find necessary
information about our country's culture, civilization, historical places and natural

resources prior to visit the country.

4.6 Outsourcing
The term "outsourcing" is now a common word, especially in the IT sector.
In business, outsourcing is "an agreement in which one company contracts-out a

"141 1t involves

part of existing internal activity to another company
the contracting out of a business process to another party.*?> The concept of
"outsourcing" came from the American glossary, dating back to at least 1981.
Here in this article outsourcing means digital outsourcing not traditional
outsourcing. Since the beginning of the digital era, digital outsourcing has gained
popularity and with the high-speed Internet access, this system is spreading
rapidly. Digital outsourcing has reduced the cost of digital production by many
times, for example: The digital workforce in countries such as India and China are
paid only a fraction of the minimum wage normally paid in the US. For instance,
software engineers charge an average of $4,000 to $23,000 in India instead of
$40,000 to $100,000 in countries like the United States and Canada. It is very

optimistic that Bangladesh is also doing great job in this sector. Now there are

more than five hundred thousand registered people in the outsourcing market

141 McCarthy, lan; Anagnostou, Angela, The impact of outsourcing on the transaction costs and
boundaries of manufacturing, (International Journal of Production Economics 88) (1): 61-71.

142 "gutsourcing". Oxford English Dictionary (3rd ed.). Oxford University Press. September 2005

104


https://en.wikipedia.org/wiki/Business
https://en.wikipedia.org/wiki/Contract
https://en.wikipedia.org/wiki/Business_process
https://doi.org/10.1016/S0925-5273(03)00183-X
https://doi.org/10.1016/S0925-5273(03)00183-X
http://oed.com/search?searchType=dictionary&q=outsourcing
https://en.wikipedia.org/wiki/Oxford_English_Dictionary
https://en.wikipedia.org/wiki/Oxford_University_Press

from Bangladesh, and worldwide it is now the seventh destination for
outsourcing (2015).14® If we Look at the partner countries of Bangladesh in
outsourcing market, we will see, most of them are either from the European
Union or from the United States of America. Though there is a big potential
market for outsourcing in the companies of oil-rich Gulf states, none thinks to
enter into this market in an organized way. If we are able to train Arabic language
graduates properly by teaching them business Arabic and information
technology, they may play a vital role to bring foreign currency to our country
and it will be more vital for our economy than going to foreign countries for work.
It is important to mention that, in addition to IT related Jobs, Arabic graduates
can work in their own country as virtual assistants for Gulf Arab companies, if
they have sufficient communication skills as well as knowledge in Business

Arabic.

4.7 Employment of students in Gulf international companies

Globalization has eased the recruitment process of skilled foreign workers
throughout the world. A person living in third world countries may face a
personal interview of a multinational company located in a remote country of
another continent through Internet. At present, it is not difficult for Arabic
graduates to do a profitable job in the Gulf countries, if they have sufficient
proficiency in Business Arabic language. A qualified employee can earn a salary
which is ten times higher than that of the average unskilled workers. Therefore,
teaching Business Arabic to students may help Bangladesh to earn more foreign
currency. If we look at some rich Arab countries such as the United Arab
Emirates, Saudi Arabia, Kuwait and so on, we will see in most of the cases
Bangladeshi workers are involved in less profitable work than the workers from

neighboring countries such as India and Pakistan. Even in the same working class,

143 Retrieved from http://www.thedailystar.net/young-freelancers-show-the-way-58250
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Bangladeshi workers earn the lowest amount of salaries. The following graph

illustrates this fact:14*

Wage of domestic workers of different countries in UAE in USD
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Figure 11: Wage of domestic workers of different countries in UAE

From the above information it has been clear that if Business Arabic is introduced
in Bangladesh in the Arabic department of the public universities, the country
can be benefited in numerous ways, which is very auspicious for the economy of

our country.

4.8 Prospect in the Middle East particularly in GCC

It is evident that the economies of the Arab Gulf states are considered as the
most dynamic economy in the world currently. Most of the wealth is being
generated in this area at astonishing rates, driven mostly by a boom in
petrocurrency. The growth of GDP in the Gulf countries often surpasses the
double digits, thanks to the rapidly increasing demographics as half of the
population in these states are youth, who habitually lead consumer demand. The
education levels, connectivity to the global business market, and business
expertise are higher than ever before. The regulatory environments of these

states are being altered frequently by Gulf governments, with a closed-economy

144 Retrieved from https://en.wikipedia.org/wiki/Migrant_workers_in_the_United_Arab_Emirates
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approach quickly yielding to WTO standards and demands for open trade.
Competition is increasing in every industry in the Gulf, where multinational
corporations are finding themselves in intense competition with progressively
savvy local firms. In contrast with some other emerging markets, the Gulf states
have an excellent infrastructure and sound banking systems.* According to
Transparency International, most Gulf countries have about the same level of
corruption as Taiwan and South Korea. Even Saudi Arabia, considered the least
transparent, is ranked as less corrupt than both China and India.1*® It is worth to
mention that, the states of the Gulf Cooperation Council (GCC)—the United Arab
Emirates (UAE), Saudi Arabia, Qatar, Bahrain, Kuwait, and Oman—have become

exciting and promising places to do business.

A huge number of consumers in the GCC states are not Arab at all. For example,
Dubai is home to roughly 2 Million people, but only about 20 percent of them
are Emirati. Most of them are from South Asian countries namely India,
Bangladesh, Nepal, Myanmar, Pakistan and so on. Therefore, it is also a big
consumer market for expatriates where our country can export such products
that are suitable for those people. Generally, most of the GCC countries are full
of diverse cultures. A simple look at the food, architecture, and artwork of the
Arab world reveals much about the rich variation of the region, its people and its

cultures.'*’

When we discuss about the segmenting of the Arab consumer markets, at high

level, most companies divide the Arab world into three regions: North Africa

145 Amir A. Rehman, Dubai & Co. Global Strategies for doing Business in the Gulf States, (The McGraw. Hill
companies 2008) p.1

146 Retrieved from www.transparency.org/policy research/surveys_indices/cpi/2005, (accessed October
18, 2006).

147 Vlijay Mahajan, The Arab world unbound, tapping into the power of 350 million consumers, (san

Francisco: Jossey-Bass 2012) pp. 59-69
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(morocco, Tunisia, Algeria, Libya, and Mauritania), the Levant (Palestine, Jordan,
Lebanon, and Syria) and the Middle East (Egypt, Sudan, the GCC - Saudi Arabia,
Kuwait, the United Arab Emirates, Qatar, Bahrain, Oman and Yemen). These
regions have their roots loosely planted in historical divisions. Over the years,
geopolitics have tended to link Egypt more closely to the Middle East than North

Africa. Outside of Egypt, North Africa shares a Berber Heritage and a European

148

(mostly French) colonial influence.

Atlantic
Ocean

Figure 12: Segmentation of Arab consumer markets

When someone says about business in the Middle East. The term raises a set of
images that few outsiders associate with economic opportunity, and often the
person has to deal with a question “Is the Middle East safe?” The stimulus of this
inquiry stems from years of seeing war in the region: a series of battles with
Israel, war between Iran and Iraq, Saddam Hussein’s invasion of Kuwait and the
first Gulf War, and other occasions of violence. “Is there really any business
there?” is another frequently asked question. Clearly, those who ask this have
missed or ignored the series of corporate acquisitions undertaken by Middle

Eastern firms, not to mention the images of sleek office towers in Dubai and

148 Vfijay Mahajan, The Arab world unbound, tapping into the power of 350 million consumers, (san
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elsewhere. Another interesting query: “Do they care about corporate strategy?”
It is really very baffling to have this assumption that Middle Eastern businesses
lack sophistication; as in any emerging market, there is a range of savvy that
includes a number of top-notch global firms.4°

a. The Levant Area **°

The Levant area is home to one of the world’s oldest and richest civilizations. The
ancient civilization of Mesopotamia, well-regarded by historians for its
establishment of the world’s first known written legal system, is frequently
considered as the starting point for the study of human cultural and political
history. The Levant comprises of the zone known as the Fertile Crescent, where
flowing rivers, rich soil, and human technology enabled early farmers to vyield
crops in excess of their needs. Quickly after the spread of Islam into the Levant
in the seventh and eighth centuries, it became the seat of the Islamic caliphate.
Damascus (under the Umayyad dynasty) and then Baghdad (under the Abbasid
dynasty) had the political, commercial, and educational infrastructures needed
to sustain leadership of the Muslim world. Both cities were renowned for their
art, scholarship, sophistication, and cultural development. To this day, the Levant
has a relatively high level of literacy, averaging almost 80 percent, comparable

to the far-richer Gulf’s level of 82 percent.'>!

Iraq is the most important—and certainly the most prominent— modern state in
the Levant. Iraq’s population is close to 27 million and includes Shiite Arab, Sunni
Arab, and Kurdish populations. From an economic perspective, however, Iraq is

affluent. Its oil reserves are vast, and potential for prosperity is high. Unlike other

149 Amir A. Rehman, Dubai & Co. Global Strategies for doing Business in the Gulf States, (The McGraw. Hill
companies 2008) p.19
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oil states—in particular Saudi Arabia, whose population is roughly the same size
as that of Irag—Iraq has an education system that has been well developed for
decades. The Iraqi intellectuals—including physicians, lawyers, teachers, and
other professionals—has long been an important pool of trained talent in the
region, and many expatriate Iragis have been successful in other Arab (and in
GCC) countries. lIrag also enjoys considerable agricultural and industrial
successes that were fostered under internal state direction and have not been
directed outward for decades. As astute observers have noted, a stable Iraq has
all of the qualities of a highly attractive market; namely, natural resources, a rich
economy, a large domestic market, and a classy consumer base. Expect to see
hot competition for market access in Irag when it achieves some degree of
stability. Currently it is bitter truth that due to the devastating war for a long
time, Iraq is suffering from different kinds of problem, but still they are trying to

turn around and reconstruct their country.

Syria, with a population close to 20 million, is another large market that would
be highly attractive for multinational firms if not, it will be only for its political
turmoil and civil war. It has a large domestic market and has achieved a degree
of industrialization under a state-controlled economy. Although Syria lacks the
massive oil reserves that Iraq has, it does have some oil capacity, as well as a
Mediterranean coastline that gives it access to European Union (EU) markets.
More important, it could be a reasonably favorable market for business and for

international investment pending political reform and a shift in global sentiment.

Lebanon is a unique state in the Levant and plays a pivotal role in the broader of
MENA region. With its temperate climate and Mediterranean atmosphere,
Lebanon has long been a popular tourist and business destination for the Arab
world. Lebanon was a strong banking and financial center as well—especially in

the 1960s and 1970s—before the outbreak of a devastating civil war, which
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lasted from 1975 to 1991 and was an extremely complex conflict among
numerous religious and secular factions. Although it significantly rebuilt its
infrastructure during the 1990s, Lebanon still is undergoing reconstruction
efforts to return the country to its previous strength. Lebanon is religiously
diverse—about 60 percent Muslim (of various sects) and 40 percent Christian—
and its constitution has built-in mechanisms to ensure the representation of
various religious communities. Lebanon, with its social liberalism, has thriving
nightlife and beaches, and it is also a source of much Arab popular culture—
especially food, music, and music videos. While its domestic population (about 6
million) is limited, Lebanon has been a trade center for centuries, and Lebanese
entrepreneurship is renowned within the MENA region. Many ethnic Lebanese
live abroad, and the Lebanese often speak English and French in addition to
Arabic. Many of Lebanon’s most talented nationals work in the GCC, where
openings at burgeoning businesses provide them with greater opportunities to
apply their skills. The 2006 war between Hezbollah and Israel caused significant
damage to Lebanon’s infrastructure (estimated at $3.6 billion) and devastated
the tourist season, but in the long term, Lebanon is expected to recover strongly
and to continue to be a prime tourist destination, especially in the summer

months that make the Gulf’s heat almost unbearable.

Jordan, a monarchy has a population of around 6 million. The kingdom has many
cultural, familial, and social ties to the Palestinian people. Jordan is an importer
of many natural resources, including oil (for which it relies on trade with the
Gulf), but it is fast developing its services sector, including Arabic speaking call
centers and business process outsourcing (BPO) providers. Jordanians’ level of
education, neutral Arabic dialect, and lower cost of employment places them in
a favorable position to receive much of the work that the MENA region’s service

sector is outsourcing.
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b. North African Zone %2

Within the North African cluster, Egypt has the distinguished economy. With a
population of over 80 million.'>® Egypt’s consumer base is more than twice the
size of the entire GCC. Egyptians refer to Cairo as Umm al-Dunya, or “Mother of
the World,” a reference to the status they place on Egypt’s contributions to
global civilization. Besides, it has an ancient civilization, which flourished due to
the plentiful resources of the Nile delta and Egyptians’ sophisticated society.
Egypt has about 90 percent Muslim and 10 percent Christian, making it more
religiously diverse than the indigenous populations of the GCC countries.'>* Egypt
is renowned as the center of Arabic culture, producing not only the region’s most
popular films and entertainment media but also a rich and deep literary tradition
that turned out writers like Nobel laureate Naguib Mahfouz. Egypt at present is
enjoying the fruits of the modest economic reforms that have been enacted in
recent decades, but true prosperity remains elusive. Egypt in many ways remains

a poor agricultural economy.

Algeria enjoys significant natural gas reserves, providing about a quarter of the

EU’s gas imports, 1>

and Morocco’s tourism industry is the strongest in the group,
boasting the popular vacation destinations of Tangiers, Casablanca, and

Marrakesh.

Libya’s high GDP per capita is boosted by its sizable oil exports. Like other
countries in the cluster, Libya’s income distribution (especially of oil wealth) is

highly uneven. Libya’s socialist economic orientation and closed political system
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have limited the capacity for broad-based economic development. It is also
noteworthy that the countries with the largest populations—Egypt and Sudan—
have the lowest GDP per capita. But as they have huge population, so exporting

readymade garment to that area would be a great opportunity for Bangladesh.

c. The GCC countries®®

The economies of the GCC countries represent the most attractive cluster of
markets in the Middle East. These markets are characterized by oil wealth, small
native populations, moderately stable monarchies, desert climates, and modest
origins. The GCC represents a set of dynamic, opportunity-rich economies with
much to offer multinational companies. A combination of sustained prosperity,
attractive demographic shifts, and regulatory reform make the GCC an
increasingly appealing place to do business. As a collective whole, the economies

of the GCC form an impressive collective entity has the following characters:

e Altogether, the GCC economies would be the seventh largest in the
developing world: twice the size of the economies of Turkey, South Africa,
or Argentina.’®’

¢ In the five-year period ending in 2006, the GCC’s GDP per capita rose 80
percent.!>®

e The region’s combined central government surplus, driven by gushing oil

revenues, stands at over 20 percent of GDP.'>°

In addition to their economic similarities, the GCC states share common political
environments. All are monarchies, and although some do have consultative or

elective bodies, ultimate power in each one rests firmly with the sovereign. All
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have their roots to simple desert tribes and retain some elements of traditional
tribal culture. In fact, the ruling families of multiple GCC states trace their origins
to the same part of the Arabian Peninsula. Most of the GCC states signed treaties
with the UK during the colonial era that included the provision that the states
and their rulers would be protected in exchange for exclusive ties with Britain.
All of the Gulf countries are members of WTO. Now in the following the short

descriptions of every GCC countries will be presented:

c.1 The United Arab Emirates'®®

Over the past decade, the United Arab Emirates (UAE) arose as the GCC’s
trailblazer and center of innovation. The UAE—most notably Dubai—is the
country that captures the most international attention because of its open
business-environment, fast-paced development, media savvy, and assertive
global ambitions. Dubai has quickly become the region’s economic hub, but it is
not stopping there—it is also rapidly becoming a leading business player on the
global stage. This is certainly an impressive achievement for the UAE, a nation
whose total population is a little more than 4 million—just half that of New York

City.

The UAE consists of seven emirates, or states, federally united to form a
sovereign entity, with each emirate remaining somewhat autonomous when it
comes to local decisions. Abu Dhabi, the wealthiest and largest emirate, and the
location of most of the country’s oil, is the UAE’s capital. Dubai, the next most
powerful emirate, is a commercial center with global prominence. The remaining

emirates are Sharjah, Ras al-Khaimah, Ajman, Fujairah, and Umm al-Qaiwain.
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The UAE economy has changed radically, of course, since it began exporting oil
in 1962. The country possesses over 8 percent of the world’s proven oil
reserves.'®! almost all of which are controlled by Abu Dhabi. In 2005, Dubai and
Sharjah collectively exported only 6 percent of the UAE’s oil. Total UAE oil exports
were close to $50 billion in 2005. Oil and natural gas income has affected the
emirates differently. Abu Dhabi, which controls nearly all the oil, became more
firmly established as the dominant emirate in the federation. Dubai’s prosperity,
however, is linked less directly to oil. In fact, oil revenues contribute less than 10
percent of the emirate’s GDP—and that figure is declining, due to both the
emirate’s active diversification strategy and a relative scarcity of oil resources.
Insiders report that Sheikh Rashid bin Saeed, the ruler of Dubai from 1958 to
1990 and father of Dubai’s current ruler, when congratulated by geologists who
had discovered that Dubai’s oil reserves were larger than originally thought,
urged his advisors to plan as if oil were to run out sooner. This was consistent
with Dubai’s longstanding attitude of caution and skepticism toward its oil
reserves. Thus, for decades, in addition to nurturing its oil business, Dubai has
also focused on developing itself as a center of trade and commerce. As early as
the time of Sheikh Maktoum bin Hasher, who ruled Dubai from 1894 to 1906,
Dubai abolished commercial taxes so as to attract traders and develop its

regional profile.16?

Dubai is renowned worldwide for its live-and-let-live attitude toward personal
lifestyles. Unlike its stricter neighbors, Dubai has environment, which are active
with tourists and expatriates. The emirate’s policies were designed to make the

place hospitable to all—including the European business traveler. Dubai’s

161 Retrieved from BP, Statistical Review of World Energy 2006
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permissive environment, however, is in stark contrast with that of some of its

neighbors, and this has made the emirate more visitor friendly for many.

Currently, the economy of the United Arab Emirates is the second largest
economy in the whole Arab world after Saudi Arabia. Thanks to its diversified
economy at present its Gross domestic product (GDP) has reached to $386.4

billion (2017).1%3 The current GDP per capita of UAE is $40,162.154

c.2 Saudi Arabia 16

To many outsiders, the Kingdom of Saudi Arabia raises more questions than
answers. Saudi Arabia is a complex place with a long history, plays an important
role in world affairs, and has deep social issues that need to be addressed. Many
outsiders see the KSA as mysterious, opaque, and even scary. Commercially,
however, one fact is clear: Saudi Arabia is the core market of the GCC. The
economy of Saudi Arabia largely depends on oil and it has the world’s second
largest proven petroleum reserves and is the largest exporter of petroleum in the
world. At present, Saudi economy is the largest economy in the Arab world.16®
Current gross domestic product (GDP) of Saudi Arabia is $646 billion (2017). And
GDP per capita is $21847.1¢7

The role of the private business sector in Saudi Arabia has been increasing
steadily. This trend is natural when one considers the underlying forces shaping

the economy. As everywhere, Saudi Arabia turns toward the private sector to
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create jobs. In return, the private sector calls for greater privatization and
economic reform. A second force propelling the private sector is the transfer of
control of major business corporations from their founders to cadres of
professional managers working alongside the children of founders. This second
generation of private-sector leadership tends to be highly educated (often in
America), well trained in global business practices, and eager to drive their
businesses and the broader economy forward. This trend is not specific to Saudi
Arabia but is apparent throughout the GCC countries. The private sector is driving
reform to spur economic growth and make the Kingdom more business friendly.
More fundamental is the role that private business leaders are playing in
reshaping the country’s business regulations to conform with global standards:
Saudi Arabia’s WTO accession in 2005 would not have been possible without the
involvement of private-sector leaders in framing the reforms. As the Kingdom

shifts toward a more open posture, private business leaders are at the forefront.

c.3 Qatar 168

Qatar is a tiny state with huge ambitions. The upstart of the GCC, Qatar is
pursuing a development strategy that draws on lessons learned from its
neighbors and actively seeks to avoid pitfalls that have caught other GCC
economies. Although the number of Qatari citizens is very little, the state has
become a serious actor in the global economy due to its abundant natural gas

reserves.

Like other GCC states, Qatar entered into an agreement with the UK in the early
twentieth century according to which it would not enter any other foreign
partnerships and would not dispose of territories except to the UK. Sheikh

Abdullah bin Jassim Al Thani, recognized as the ruler, was from a family that had
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been in Qatar for centuries and that traced its ancestry to the Najd area of the
Arabian Peninsula. Through a series of agreements, Qatar deepened its military
and political ties to the UK. Oil was discovered in Qatar in 1940, but due to World
War Il Qatar did not begin exporting it until 1949. Qatar was, for a brief period,
one of the nine Trucial States negotiating to become a new political entity after

the end of the era of British protection in 1971.

Today, Qatar’s GDP per capita is the highest (5108,786) in the world and its gross
domestic products (GDP) is $171 billion (2017).%° The reason is simple: Qatar
has the world's third largest proven natural gas reserve and is the second-largest
exporter of natural gas (LNG) in the world. According to some forecasts, Qatar

could supply one-third of the planet’s LNG needs.”®

Qatar has a population of 2.6 million, as a result, some have speculated that
Qatar’s GDP per capita became the highest in the entire world. Intense public-
sector investment is a theme of the Qatari economy that is likely to continue for
the foreseeable future. According to press reports, the Qatari government has
committed to a $100 billion investment program that includes $75 billion for oil
and gas, S15 billion for infrastructure, and $10 billion for tourism and cultural
projects.’? Multinational companies were hotly pursuing the lucrative contracts
associated with these massive projects and are eager to demonstrate their
commitment to Qatar. Qatar’s balanced investment in both hard (e.g., gas
pipelines and water plants) and soft (education and health care) infrastructure
promises well for the country’s future. Qatar’s leaders are keen to apply
significant capital from their current prosperity to making the state even more
competitive in the longer term. Qatar is thus an upstart whose vision is to ensure

that its success is truly lasting.
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c.4 Bahrain 172

Bahrain, a small island-state off the coast of Saudi Arabia, has played a central
role as the Wall Street of the Gulf. Bahrain’s economic history is one of
transition—from being mainly a supplier of energy to being involved in a range
of other sectors, the most important of which is financial services. Bahrain has
been the GCC’s banking hub since the 1970s and is aggressively striving to
maintain that role as financial centers in Dubai, Doha, and elsewhere threaten its
leadership in the sector. Also, like Qatar, Bahrain also has very small population
which is only 1.4 million people. While the ruling family—like all rulers of the GCC
states—is Sunni, the majority of Bahrain’s population is Shiite. This phenomenon
has created a unique dynamic in Bahrain and has made the increased
democratization of the country particularly consequential. Sheikh Hamad bin Isa,
who succeeded his father as ruler in 1999, came to office with an agenda of
widespread political reform. His vision was to make Bahrain a constitutional
monarchy, with a balance of power between the ruler and a parliament. The king
appoints the upper chamber of parliament, and the people elect the lower
chamber. Bahrain’s current GDP and GDP per capita is $34.31 billion and $51,956
(2016) respectively.’3

¢.5 Kuwait 174

Kuwait, the small and oil-rich state, has enjoyed remarkable prosperity for
decades. This prosperity has made the country a perennial exporter of capital to
global and regional markets. Kuwait’s prosperity has also made it a target of
aggression by Iragq, whose 1990-91 invasion and occupation of the country was

a defining event in the Kuwait’s recent history. Kuwait awarded its first oil

172 Amir A. Rehman, Dubai & Co. Global Strategies for doing Business in the Gulf States, (The McGraw. Hill
companies 2008) pp.120 - 122

173 Retrieved from https://en.wikipedia.org/wiki/Economy_of_Bahrain

174 Amir A. Rehman, Dubai & Co. Global Strategies for doing Business in the Gulf States, (The McGraw. Hill
companies 2008) pp.122 - 124
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concession in 1934, to a joint British-American venture. By 1976, however,
Kuwait had nationalized its oil company in order to control its resources more
directly. Kuwait has the world’s sixth-largest oil reserves, controlling more than
8 percent of the world’s oil. Like other oil producers, the country experienced an
upturn in prosperity during the oil boom of the 1970s. As Kuwait’s population
has always been small relative to its oil resources, the state has been able to
channel wealth into domestic services and international investments at a
remarkable level. The currency of Kuwait Dinar is the highest-valued currency in
the world. 1> According to GDP Per capita Kuwait is the fourth richest country in
the world which is $70,700. Kuwait also has a very significant amount to Gross

domestic products (GDP) which is $282.06 billion (2014).17¢

c.6 Oman 77

III

A nation of 4.4 million, Oman feels much more like a “real” economy than do the
other GCC states, and the reasons for this will be clear when one explores the
country’s background more deeply. The Sultanate of Oman has been
independent throughout its history. Rather than succumb to colonial influence,
Oman built an empire itself, taking control of areas in East Africa and along the
Makran coast. Oman has been an oil-producing state since 1967, its operations
in this enterprise are conducted through the government-controlled Oman
Petroleum Development company, which operates as a joint venture with Royal
Dutch Shell. Oman is not, however, a member of OPEC like most of its GCC

neighbors. One consequence of having modest oil production capabilities is that

Oman’s economy is significantly more diversified than that of the economies of

175 Retrieved from https://www.siliconindia.com/finance/news/10-Most-Valuable-Currencies-in-the-
World-nid-109953.html

176 International Monetary Fund. Retrieved 21 April 2010.

177 Amir A. Rehman, Dubai & Co. Global Strategies for doing Business in the Gulf States, (The McGraw. Hill
companies 2008) pp.124 - 125
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other GCC states. The current GDP of Oman is 66.29 billion (2016) and GDP per
capita is $14,982.36 (2016).
In the following the GDP and GDP per capita of all GCC countries has been

demonstrated in chart:

Gross domestic products of GCC countries in US billion dollar
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Figure 13: Gross domestic products of GCC countries
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Figure 14: GDP per capita of GCC countries

From the above statements and information, it has been clear that there is a
great opportunity and prospect for us in the Arab countries, if we can introduce
business Arabic in our country. It will not only generate employment, but also

help the country to earn more foreign currency.
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CHAPTER-5

CROSS CULTURAL COMMUNICATION
IN THE BUSINESS WORLD
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Cross cultural communication in the business world
Culture is considered as the fifth skill of language. No language cannot be
understood without proper knowledge of the culture belongs to it. So, prior to
discuss about Arab business culture it is necessary to look deep into the traits
and dimensions of common cross-cultural business communication. Before
talking about the cross-cultural communication, it is essential to understand
some elementary descriptions. Culture can be defined as a system of thinking
and acting that is taught by, and reinforced by, a group of people. Cultural groups
educate their members certain sets of values, associated with behaviors and
communication preferences. Haslett argues that we learn culture and
communication concurrently, very early in life. This tacit “cultural
understanding” of the world then effects our personal preference in
communication style and continues to influence our observation of others

throughout our life.1’8

Defining culture as an organized way of thinking and behaving within a group
involves that we think of culture beyond any simple groupings of nationality,
ethnicity, or gender. Organizations are known to have their own “culture” that
influences the way “we do business.” Orienting new employees to an
organization’s culture so they know how to “behave properly” and participate

effectively in the organization can be a key factor in that employee’s success.'”®

5.1 Cross-Cultural Communication
Now it is clear that Cross-cultural communication is that type communication
which occurs between people who may have diverse cultural perspectives. This

can encompass the whole range of differences from nationality to age to

178 Haslett, B., Communication and language acquisition within a cultural context. In S. Ting-Toomey and
F. Korzenny, (Eds.), Language, Communication, and Culture. (Newbury Park, CA: Sage Publications 1989)

179 Schein, E. H., Organizational culture and leadership. (San Francisco: Jossey-Bass 1985)
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different departments within the same organization. Two main issues are very

crucial to mention about cross cultural communication and they are as below:

1. Generalizations vs. Stereotypes: We know that communication styles are forms
that people absorb from the range of cultures in which they have association.
A “generalization” or “cultural norm” is the form of communication used by the
majority of people in any cultural group. It is similarly true to say that every
culture has a “communication style norm” that is used by a majority of people
in that culture and a cultural norm is not likely to apply to every individual
within the culture. In other words, cultural norms can be applied to most
people in a group but cannot be applied to every individual in the group. When
a cultural norm is applied to everyone in a group in an inflexible way, we have
shifted from generalizations to stereotypes.'® Being Cautious about this will
likely lessen the unconscious propensity to stereotype.

2. Perception is also highly susceptible to both personal and cultural experiences.
Therefore, doing a very brief exercise to demonstrate perception differences
can be a “fun” way to help people understand how extremely different
communication styles can lead to negative perceptions about another

person.18!

5.2 Cross-Cultural Miscommunication
5.3 LaRay Barna (1997) has recognized 6-primary sources of cross-cultural

miscommunication:18?

180 Bennett, J. M. (1998). Transition shock: Putting culture shock in perspective. In M. J. Bennett (Ed.),
Basic concepts of intercultural communication: Selected readings, (Yarmouth, ME: Intercultural Press
1998) pp. 215-223

181 Donna M. Stringer and Patricia A. Cassiday, 52 activities for Improving cross-cultural communication,
(Boston: Nicholas Brealey Publishing, 2009) p. xi

182 Barna, LaRay, Stumbling blocks in intercultural communication, In L. A. Samovar and R. E. Porter (Eds.),

Intercultural communication: A reader, (Belmont: CA: Wadsworth) 8 edition
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1. Assumption of similarities

The “imperceptible” aspects of our culture lead us to assume our
communication style and way of behaving is how “everyone”
communicates and behaves. When they act “like us” we think they
are correct or we do not give it much thought. When someone acts
differently, we may judge them n negatively.
. Language differences
Speaking a non-native language can easily lead to miscommunication.
Even people speaking the identical language can experience
miscommunication because the same word can mean something very
different. For instance, “pop” on the west coast of the United States
typically means a soda drink, while on the east coast it often refers to
drug use or shooting someone. Being “stuffed” in the United States
usually means a person has had too much to eat, while in Australia it
often means someone who is pregnant. These are differences that
can have serious miscommunication impacts.
. Nonverbal misinterpretations
We send and receive wordless messages through body language, facial
expression, and eye contact. Even clothing and furniture style can
communicate an intended or unintended message.
. Preconceptions and stereotypes
Culture influences the way we see the world. Predetermined notions
and stereotyping occur when “oversimplified” characteristics are

used to judge a group of people or an individual associated with a

group.

5. Tendency to evaluate

When we hear communication or observe behavior, we tend to interpret
the message or the action through our cultural lens. We may evaluate the
message or behavior as “good” or “bad” without really understanding the

intent.
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6. High anxiety
Not understanding what is appropriate or expected can raise our
anxiety level. Miscommunication can be a direct consequence of

being in an anxious state.

5.3 Identifying the intricacy of culture

Culture is a very intricate topic, none will disagree on the complexity,
unpredictability and sensitive nature of culture. Culture is about ethics and
beliefs, cuisines and arts, clothing and customs. It may be perceptible and
imperceptible; it passes from generation to generation and changes time to time.
The wide-ranging nature of culture makes many intricate inquiries about its
meanings, consequences and applications. How culture demonstrates itself in
negotiating may be different in its consequences. Moreover, cultural
consequences may happen at 3 levels. The first one is the tactical level: which
includes etiquette, customs, regulations, hopes and observations. In terms of
relation, they are directly involved to culture and in everyday use they do not
need very high skill. But the person may have to adopt it by flexing his personal
behavior to achieve the optimal result. In other word, he has to compromise

frequently to be free from contradictions and intricate problems.

The second level is the functional or applied level. How to lead a business, how
to manage an organization perfectly, what are the rules related to leadership,
organization or contracts. At this level, the organization has to find new method
of applying strategies and procedures to make the organization compatible with
the culture. To originate new procedures that the organization can implement
both externally and internally, the cultural knowledge must be applied in an

inventive way.
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The last one is the strategic level, and it is related to policy and change. How
different sectors are affected by culture from retailing to wholesale and from
service to manufacturing. What are the fundamental prospects or integral
hazards in this culture. How to face these changes, and how to take strategic
plan.183

Complexity

Complex
Strategic

/Operatlona\

Figure 15: Intricacy of culture

5.4 The Arab culture in a general context

a. The Four Cultural Factors

After discussing the crucial issues on common cross culture. Now we should
focus on Arab culture precisely to comprehend their specialty from others. There
are four factors that support the Arab culture, and these factors are also found
elsewhere whether in Latin America, Africa or China.

The first and the most important one, the Arabs like to be collectivists contrary
to being individualist. This mindset encourages them to place their family,
community and country ahead of themselves, and in Arab culture some norms
such as dignity, face and hospitality are observed in a critical custom. Actually, it
would not be exaggeration to say that 60% of Arab ethics, manners, and
behavioral patterns are originated from profoundly held collectivist values and

beliefs.

183 pr, Jehad Al-Omari, Understanding the Arab culture, A practical cross-cultural guide to working in the

Arab world, (Oxford: How to book Itd) pp.16 - 17
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Next, all the chief structures of high-power distance cultures are validated by
Arab culture where bureaucracies are overwhelmed with many layers and power

agents and where the people at the top always get special privileges.

Thirdly, the Arabs certainly have high context cultures where collectivism and
saving face is facilitated by complex communication systems which are

imperceptible.

Finally, polychronic pattern is a feature of the Arab culture, which is identified by
the intricate organization of time where several responsibilities are
accomplished concurrently and where timing and diplomacy can exceed the

need for urgency.8

Cultural Determinants

High Power
Distance

v

The
Polychronic ——  pArah <«<—— Collective
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High Context

Figure 16: Four cultural factors in the Arab mindset

184 pr, Jehad Al-Omari, Understanding the Arab culture, A practical cross-cultural guide to working in the

Arab world, (Oxford: How to book Itd) pp.32 —33
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5.5 Business practices in collective cultures &

a. Small talk:

In Arab culture it is not waste of time to talk about trivial matter which may be
unrelated and sometimes appears to be a kind of intrusion on privacy. Most
communal cultures emphasize the establishment of trust and warmth prior to
create a business relation. Being considered as a ritual it is frankly appreciated
before every meeting, and conversations. This kind of small trivial talk can also
play a role to divert the mind, especially when a dispute is eminent. Thus, it offers
a chance to review the situations prior to discussions resume. If someone is from
an individualistic culture, he may think that some of the questions are too
personal from his perception. Here to avoid embarrassing situation the person

should be tricky and diplomatic.

b. Personal:

When dealing with buyers, a person has to be aware of that they are dealing with
him as a person not the abstract entity (for example the company you are
working for) as he is an integral part of the process. It is his word that they will
belief, and it is him who has to take the responsibility, if things do not work
properly. So, it is important to take time to build a personal relationship. In
complicated circumstances, sometimes making personal requests and the use of
emotional arguments are very effective. Actually, it is not considered as
emotional blackmail. In some individualistic cultures, de-personalization of
business is a norm to make it easier, particularly in problematic or complicated
situations. In collective cultures it is recommended to turn the company

problems into own problems for winning help and sympathy.

185 pr, Jehad Al-Omari, Understanding the Arab culture, A practical cross-cultural guide to working in the

Arab world, (Oxford: How to book Itd) pp.35 - 39
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c. Disclosure

In most collective cultures people do not mind to disclose personal matters. This
frankness denotes a close bonding norm that may be contradictory to some
reserved cultures. This sort of personal disclosure takes many forms, for instance,
personal questions concerning financial status, family, background and the
exchange of personal stories. It is easy to understand that generally people

expose private information expecting the same from others.

d. Face

Collective cultures are very aware of their face and sensitive about losing it.
Communications are non-explicit, mediators are used and negotiations are
lengthy. The representative should be aware of other’s face. Here the last line is
‘hard on issues, soft on people’. In most collective cultures it is rude to say ‘No’
directly, rather they use phrases for example ‘it is difficult’ or ‘leave it with me’
or just ‘maybe’. To get a straight answer, one should request it repetitively but

respectfully.

e. Decisions

Sometimes they may take long time to take final decision, even it can reach to
the end of the negotiation process. So, to get a mature result one should allow
for this giving the counterpart enough time to refer the matters to
decisionmakers. The negotiator should be patient and should not give many
concessions prematurely and keep for himself a room to maneuver when
discussing the decisionmaker. In most of the cases it may take long periods. The
main authority can be hidden and there may be many power brokers in any
organization. The negotiator may have to homework to find out the real

decisionmaker.
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f. Intermediaries

When everything runs smoothly, appointing intermediaries is really worthless,
because they are expensive. But in critical condition taking help from them is
more than essential. Taking their help is often the best way to get rid of conflicts
and to put pressure on the counterpart. From representatives to commercial
agents to colleagues, anyone can play a role of intermediaries. But it is important
to be aware of the false friends. These types of people promise to deliver the
earth but cannot provide the exact thing. So, prior to trust anyone check his

capabilities and do not depend on his word.

g. Networks

Collectivists people frequently use networks to ensure credibility or to resolve
conflict. By appointing potential intermediaries, who can put pressure on the
counterpart, the conflicts may be resolved early enough rather than allow them
to fester. In some cases, requesting a friend to intermediate is the single way to
resume the dialogue. The chances of success can be increased through personal

referrals rather than making cold calls.

h. Conflicts

They try to escape from open conflict to ensure surface harmony and to save
face. Surface harmony denotes that the communication is always done thorough
a diplomatic way and messages are delivered in an implicit manner. If something
is shockingly absurd, expressing the message openly may be essential. Sometime
they may create false disordered situation to put pressure on the representative

to get more concession, so he should be aware of this type of conflict.

i. Contracts
Written agreements are crucial in business which are known as contracts. But

contracts cannot be implemented without people. Mutual understanding,
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honesty and trust are worthier than what is written down. An agreement can be
altered if circumstances that require. We know that for our friends we do not
need to apply the law, rather its interpretation is enough for them. In a collective
culture, the word of both parties plays the key role in making a decision rather
than the written contracts. When any party starts to refer to the contract, it is a

vivid symbol that the rapport has to be reestablished by face to face dialogue.

j- Continuity

The chief negotiator or personal should not be changed frequently. To maintain
a good relation with other party continuity is more essential than contracts and
agreements. Efficient people always should be kept on the fourth front and
inefficient ones ought to be pulled out. We should keep in our mind that in

collective cultures business is considered personal.

k. Consensus

Although in collective culture decision making generally relies upon the chief of
the organization, but the importance of consensus is not ignored. This indicates
that the process of reaching consensus is time consuming and intricate matter
compared to democratic process. It also denotes that it may take very long
period to reach the final decision particularly, if they are contentious or

associated with the interests of several groups.

l. Evolution

In collective culture implementing a change is a matter of time as it happens by
evolution not by revolution. All the processes like consensus building, surface
harmony and the interference of hidden power bases have a great influence to
delay the change to happen. Because of the respect for tradition and orthodox
values, collective cultures cannot take sudden change, particularly if the changed

is imposed.
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5.6 Communicating across cultures 186

When we talk about cross-cultural terms it is frequently heard that: ‘How can a
person knows what he has said until he knows what he has heard’. In other
words, when people communicate across cultural some linguistic barriers may
interfere, consequently certain meanings can get lost or misinterpreted and
subtle hints can be easily missed out. Hence, there are a few vital communication
advices that one should follow for a successful communication. These advices are

applicable irrespective of the culture he is dealing with:

1. Concentrating what is being understood by the other party, because it is
more significant than what is being said. Asking supplementary questions
to provoke what has been realized and it is not a matter of shyness to
return to the same point more than one time. Addressing a single issue
from different angles can ensure the degree of understanding of the other

side.

2. Repeating and reviewing the same point several times. If still the meaning
is unclear using different words or phrases may be supportive.
Misunderstanding can create more hindrance than conflicting with
somebody. Here showing diagrams or drawings, photos or any other
media can play a good role. Summarizing the idea with few examples can

be very helpful.

3. Describing in short sentences is better than extended complex structures.
Being direct in delivering information as far as the concerned culture

allows. The clearer and more direct the message, the less likely the person

186 pDr, Jehad Al-Omari, Understanding the Arab culture, A practical cross-cultural guide to working in the

Arab world, (Oxford: How to book Itd) pp.46 - 49
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will be misunderstood. Nevertheless, it should be kept in mind that being

direct does not denote to be blunt.

Using those simple words of the concerned language which are universally
understood and avoiding ultra-sophisticated version of the language.
Similarly using technical jargon, abbreviations or informal word can lead

to misunderstanding of the counterpart.

Giving instances and associating with memorable incidents rather than
using mere generalizations. On the other hand, telling stories as well as
listening to them is lot more memorable than a long argument. To be a
good listener a person should utilize his heart, eyes and ears

simultaneously.

. Arranging several short meetings is more effective than arranging one
long meeting. This method can control the exchange of information to the
best level, and it will help to determine the degree of understanding in the

previous meeting.

It is always a good idea to arrange two meetings, the first one is for
discussing general matters and the second one is for the purposes of
business in detail. This technique can ensure that the counterpart has an
opportunity to discuss the matters with his other colleagues, if he needs

it for further consultation.

In many cultures people are unwilling to admit that they did not realize
what have been said. It may involve loss of face in their culture, so

perceiving body language can be effective to get the tricking signals.
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9.

10.

11.

Asking directly if they understood can be very embarrassing for them.

Whether they understood or not it has to be determined by their attitude.

Skipping the use of idioms or euphemisms, if the time does not allow to

explain them in a pleasant way.

Using different types of communication tools namely diagrams, charts,
photos, fact sheets, reports, models and anecdotes to increase the degree
of understanding. But it is evident that verbal communication is the most
respect form of communication. So prior to communicate in a written

form one should try to contract with his counterpart verbally.

One should be aware of some words that can have different things in
other languages. Certain words have different denotations in different
cultures. For instance, the word problem represents very undesirable
meanings in Japanese, so it is better off using the word challenge.
Likewise, the word maybe can denote yes in some cultures and can also

means negation in other.
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Figure 17: Features of high context cultures
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Now it is evident that If a business person strictly follows the above advices about
cross cultural communications, when communicate with Arabs, he will be able
to create a warm relation with his Arab business counterpart and consequently
he will reach his business goal. But above all, having deep knowledge in Business
Arabic obviously will play more vital role than the others factors, because only

this knowledge can help him to know more about their native culture and

etiquette.
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CHAPTER-6

BUSINESS ARABIC PEDAGOGY




Business Arabic pedagogy

As it is discussed earlier in the literature review section that the task-based
language teaching (TBLT) approach is more suitable for teaching business
language like Arabic or any other one. In case of teaching business Arabic
materials, here the researcher will follow various approaches to teach various
kinds of materials. For example, for teaching correspondence, task-based
approach is more perfect, while educating business dialogue always requires
situational teaching approach (STA). Besides, for sorting out Business Arabic
vocabulary taking assistance from Arabic business corpora is more appropriate
that was elaborately discussed earlier in the chapter of literature review.
However, in the following section there will be a short description on TBLT and

STA which will be followed in this Business Arabic pedagogy.

6.1 Task-based language teaching (TBLT)

In the domain of second language acquisition Task-based language teaching
(TBLT) has turned into a substantial matter in terms of developing LSP-focused
syllabi and planning communicative tasks so that the learners can learn the real
language through the communicative language teaching approach. The
placement of tasks is essential not only as a way of collecting data from
participants but also as an object of study. The books published on this topic since
the 2000 were mainly focused on the increasing importance of tasks in research.
But current studies show three key features of task-based language teaching
pertinent to classroom practice: TBLT is compatible with a student-centered

educational philosophy, it contains specific elements namely, goal, technique,
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precise result and it relies upon content-oriented activities rather than linguistic

forms.18’

6.2 Characteristics of task-based language teaching

Although there is a disagreement of views among the supporters of task-based

language teaching regarding the main philosophies of TBLT, Swan highlights that

there is a general consensus on the key features described below:88

The language of instruction should be natural, and the actions should be
associated with meaning rather than language.

Instruction should be learner-oriented rather than teacher-oriented.
Since completely naturalistic education does not normally provide the
targeted accuracy, engagement is vital to support the internalization of
proper linguistic essentials while keeping the apparent benefits of the
natural method.

It is easy to understand that focusing on the form of the sentences can
attract students’ attention to linguistic components as they arise
frequently in lessons, though the main focus is on meaning or
communication.

Offering communicative tasks are generally suitable for this kind of

approach.

187 Murat Hismanoglu, Sibel Hismanoglu, Task-based language teaching: what every EFL teacher should

do, (Procedia Social and Behavioral Sciences 15 (2011), European University of Lefke, Gemikonagi, Lefke,

Mersin 10 90250, Turkish Republic of North Cyprus)

188 Swan, M., Legislation by Hypothesis: The Case of Task-Based Instruction, (Applied Linguistics 2005). 26
(3), 376-401.
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e introducing pre- or post-task language study may be helpful. This may
influence the internalization by expanding knowledge of formal
characteristics during communication.

e Qutdated methods are unproductive and inappropriate, specifically
where they need passive formal instruction and exercise isolated from

communicative work.

6.3 The role of teachers and learners in task-based language teaching
The teacher who will implement the task-based language teaching in the foreign
language classroom has to perform 3 key roles:

(1) He will choose and order the tasks

(2) He will prepare learners for tasks

(3) Raising consciousness
In terms of the first role, the teacher has to take a dynamic part in selecting and
planning tasks and then making these tasks in accordance with the learner’s
requirements, for instance, expectations, interests and their levels of language
skill. Regarding the second role, it is obvious that some exercise for pre-task is
common for language learners. These drill-actions may contain subject
introduction, selecting task instructions, supporting students to recall useful
words and expressions to ease the task achievement, and presenting limited
demonstration of task procedure. For the third role, the teacher will organize an
incorporation of form-focusing techniques, for example, creating attention to
pre-task activities, observing the given text, guided exposure to comparable

tasks, and utilizing the highlighted material.8°

Now we should discuss about the role of learners who will implement the task-

based language teaching. In fact, they should perform three chief roles:

189 Richards, J ack C., Theodore S. Rodgers., Approaches and Methods in Language Teaching. (Cambridge
University Press 2001)
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(1) group participant

(2) monitor

(3) risk-taker and innovator.
For the first role, the learners accomplish a number of tasks either in pairs or
small groups. While making Pair or group involving some learners who are
familiar with this type of task is more useful. For the second role, the tasks are
utilized as a means for easing the learning process. Classroom activities should
be well planned so that learners can perceive how language is utilized in real life
communication. For the third role, it may happen that many tasks can push
learners to illustrate such messages for which they do not have full linguistic
skills. Here the learners should show the skills of making guesses from linguistic
and contextual clues, asking for explanation, and consulting with other learners

to enhance the comprehension.

6.4 Situational Teaching Approach

In Situational Teaching Approach the teacher applies their skills and creativity to
highlight an image out of the text book during the teaching process. This involves
generating tangible scenes that may stimulate students’ emotion and attitudes
that enhance students’ learning experiences. The method originated from the
Palmer’s oral teaching method and it became popular when a British scholar,
Hornby, recommended the practice (Zhang, 2011).**° This practice was
embraced by Britain and introduced in its system of education between 1930s

and 1960s.

6.5 Characteristics of Situational Teaching Method
Situational teaching is to arrange the classroom set up in such a way that simulate

the real communication environment, so that the students can absorb the new

190 7hang, Q., Language/Dialect Recognition Based on Unsupervised Deep Learning. IEEE/ACM
Transactions on Audio, Speech and Language Processing (TASLP), 26(5), 873-882.
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vocabulary, reproduce text in a new plot and accelerate the learning process.
Here the role of students is to play an individual character to demonstrate the
image of the text. Through this way of teaching, the students can get a real
emotional experience. By this approach the students can apply their own

creativity and find their strength and weakness that ultimately helps them to

overcome real life problems in their professional life.°!

Situational Teaching Approach is very effective for teaching dialogue-based
teaching materials. Teacher should divide the students in small groups combining
different categories of students so that they can help each other while play an
individual role. For example, a student will play a role of hotel receptionist while
the other one will act as a client. During their performance, teacher should move

among the groups to monitor their activity. Thus, the whole learning process will

be through mutual interaction unlike traditional passive teaching.

6.6 Real-world Business Arabic pedagogy

As it is discussed in the literature review section that currently the most
frequently used business communication is Email. After the invention of PC and
internet technology email has become the most popular way of correspondence
in the corporate world. Though email is the most common form of
correspondence in the corporate world, but still traditional letter is found in
highly formal situation. Sometimes, formal letters are sent through email on
company letterhead to express the significance and authenticity. So, here first of
all the researcher will show how to teach students writing formal letter relying
on task-based language teaching approach. Though here the materials will be in

Arabic but the instructions and description will be in English.

181 Qj CAO, Yang YANG, 3" International Conference on Education and Social Development (ICESD 2017)
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6.7 Writing business letter in Arabic

Along with the traditional mailing system, formal letter can be sent to any part
of the world attaching it to a short email forwarding. Basically, a formal letter has
some common parts, whether it is in Arabic or English. But the Arabic letter has
some distinct features that may not be found in English. However, in the
following section the approach of teaching formal Business Arabic letter has
been demonstrated:

First of all, the teacher will deliver a short lecture about the types of formal
business letter in Arabic and the key parts of it. This can be considered as pre-
task activities.

Generally, there are 3 types of formal letter:

1. Seeking Job and its reply (lgde 3019 Joasdl coldls)

2. Letters exchanged between institutions and official government
departments (deowwyl dus ¢Sl JSl9llg il §all ey Aolial! J5lyJl)

3. Letters exchanged between merchants and customers and it is called

business correspondence. (Lily Hld! o Aol Jile,Jl)

Formal letter has nine parts: Heading, Date, name and recipient address, the
salutation, the body, complimentary close, signature, enclosures or

attachments and distribution list.

(a) Heading (<ulaul):

Formal Arabic letter generally starts with the name of sender and his full
address in the middle or on the right or on the left side with mentioning the
phone or fax number. If it is sent to an organization or company or to a
government department, the issue number is also mentioned and after that
the date is mentioned. In the normal formal letter that is sent by individual,
for example, letter for job, the date will come directly after the name of

sender and his address.
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The Arab use both the Christian date and Hijri date, it actually depends on the
country. In some Arab countries, people use only Christian date for example,
Iraq, Lebanon, Syria, Jordan, Egypt, and Tunisia. And in some other Arab
countries people use both together, for instance, Saudi Arabia, Kuwait, Qatar
and United Arab Emirate. There are two ways to write date in Arabic formal
letter:

A) first the day, then the month and then the year and

between them hyphen or slash for example, (Y-YA-Y. =Y.)

(Y- VAN /Y

B) The day after the name of month in word and then the
year, for example, Y- VA (;»¢:51) JoYI A Y )

Sometime the location from where the letter has been sent is

also mentioned such as, (Y- YA/V-/Y. § o)

It is worth mentioning that like the western people the Arab do not start with the

name of month.%2

(b) Name and the address of the recipient: (4d] Jwyedl Olgis g pul)

It is generally written on the right side of the letter and there will be a suitable
title before the name of the recipient. There are some common titles written

below:

192 VE1-VTVao (Y- -+ Olidine dasly de gaban) dodiitall Aol cdylaetll 934 doyall 2l 350y -0 2
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English equivalent Arabic Title

Mr.(Mrs/Miss) EORIY NV VAV
Professor Sl
Dr. g8
Honorable olaw
Honorific title of the Muslim scholar dund
Excellency Jle
Excellency doled
Excellency 8 bew
Majesty UM
Highness o

The word "8 x2>" often precedes all the titles mentioned above, and the word

"ajoll “or “a,SY1g oSl "comes after the titles: Jlas cBalaw )9Sl (Abdl (|

while the word “ela=s)l” comes after other titles: gouw ¢ 8obuw cdolcd

It is important to mention that all of these titles are used in formal letter to

express appreciation and respect.

(c) The salutation (zLudY! dex)

The salutation phrases are very common in formal Arabic letter. In the following

there are some very common salutation expressions have been shown:

Now then da Lol
Greetings RESPRVES
Greeting and best regards boljix-lg dud

Peace be upon you and mercy of Allah

Al Aoy (Sale pdLI
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(d) The body (gs+=941)

This section contains information whether the sender inquiries about goods
and their prices or requests for merchandise and their shipping or anything

else.

(e) Complimentary close (de3ls! dxi)

Arabic official letters usually end with some expressions of courtesy and

respect, some of the are as follows:

Please accept my respect el 1gldly
Please accept my dearest respect plAsdl (3 Jgubs 1ghndly
With my respect and appreciation nadly pl AVl ae
With my deepest respect el (351 xe
With my sincerest thanks Sl palls Sy
Peace be upon you and mercy of Allah Al dazyg Sale Dl
And that is all, good bye iy

But still some Arab use the following o

Id-fashioned expressions:

Hopping you will consider my
application with favor and

compassion

Ol=llg ;n.lan\u}u@lb(:gJJmﬂ@b

Hoping for the favor of reply at your

earliest convenience

aiSas dioyd 31 (3 YU oS L)

(f) signature (a9941)

Generally, the writer signs his signature at the end of the letter. If one of the
staffs signs on behalf of an official in the office, it is mandatory to mention “ ;=

OM” directly under the signature.

(g) Enclosure (<\adyall):

When some other documents are sent

with the letter, the world “wla3,a)” is

written on the right side of the letter and under this, the types of documents and

their numbers are mentioned.
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(h) Distribution list (! su5)

This section lists the names of the multiple entities to whom the copies of the
message were sent.

Everything what have been discussed will be clear in the following
demonstration:

Byall oMol dalall AEHI &ludl L)

JLb.AJ‘ &)L&:
VYV Gwddlsso — A0 © .o
AN -YAQ0A00 : S8 AA- YEAQOATYO iy
Iéﬁ)l}.ﬂ
(e8]l
4] Juapall Olgieg sl .Y

ZLeddl duxs Y
Eoogall &
dailsdl 4
oladollv

'GALH ddas LA

After completing the pre-task activity, the teacher will show some examples of
letters to his students and tell them to read it out and to comprehend the
meaning. It is obvious that the students will not be able to understand the
meaning of the letter entirely. But after discussing the intricate vocabulary and
sentence structure they will get an idea. Here are some examples of formal

letters which are generally exchanged by institutions and offices:
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6.8 Sample Arabic business letters

Bagd=all s LI 11 gll &S %
Jlaall &)L
VYV Gidao — A0 @ .o
AA-YAQOA0O : 1S AA- YEAQOATYO 10
pIN-YY 1yl
YOVA YTV gyl

850l (uoMal) UMD (3 Ay yade duwad!
e .o e

Sl ool 3l

(dayg du>

owdell delivay Loy ol "Bagamall LI Olgll 4" WiSia (oyely duoyall oo @ined of 2
& oy dalizes 0B ) yadasy puodledl ZU5] 3 855 Lo L audlall ol @il g Jie 301
Gl 3 Ubgus apangs Joboss cOI .4SH,aY1 Busiall il Ludydg Lollasyg Wil @3
LSy 55 043 (30 dnlaoY! Jaddl 393)9 LiSL) o aS Uik Wihsbo guex (g3 udy . dawsdl
Ly i O

Ay ld) iodlad LS leds pads 0 5938 I Cawslin yauo 8392l ddle Oilods puds e
39375 Y gl iy lgouds (@l laasd! Cuad W il @roaddl ok boyd el Juatiw
Aoely pk 0555 0B Ludyas (3lats Al 7yl

LYy puiill (ye Iuie (SIS (saily Jozd! SCadl lales &S] paasly e

LAY 31 Jguds 1glinaly

M Slased| e

193 Written by the researcher.
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Next, the teacher will discuss the intricate parts of the letter and provide the
students complex phrases and vocabularies. Then, to go deep into the subject
matter, the teacher will deliver some trivial questions and other classroom
activities to the students. First of all, they will make pairs or small groups and try
to answer them orally and then write on their exercise books. After they try by
themselves, the teacher will provide the exact answers and then students will
evaluate their answers by themselves. The same method of teaching will be

followed in the all following examples:

B uad)l il

Tlagis ol Yol il wiSadl bl Lo )
Tl gl cdaal (@1 AS0d) a5 ol Y
Slgiloie Ol &% yduad cob el JI .Y

b s gl Ol A5 05 ol
COl a5 pL3) Jaddl 393y B LasS L0
¢ Jmaaidh Cledsdl Cao g g (o .1

I ¢ Ay 9 8394all L)W O)1gI1 &S % ey Ao Il OYoLS il il Lol )
RSEACS (W, TNV

Sl cdosoladl il (§ Ayl L] clasl (1 a8l ais Y

Ludy39 Lillaryg LIl el (3 Loy dadises hlB J) llaine Ol 4S8yl <36 Y
A5 yaYl Buiadl LY ollg

S 1> LRCAIRU AV PONY SOP RIS L R

L2 533 (g Lolz) 019 4878 5L3) Jadll 093y 36 .0

Jesadidb Oledsdl oo gy paiy OlglT 4S80 L Brgaudll pde .1
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duaidly Sl dub gl sae 4S5
doyall pae dyggaz chiruygy = Y0 .o
AN -YAQ0A00 : 1uSB AA- YEAQOATYO iy

o INYY tedyl Y VALYV oyl

proeall plall pull 8 s

Aozl OB g e aad dyylaeidl &S50

YWWe oo

UM — Blo

dg;aJl.u;

EMLYI g . 0So) 8,8 gadl O gis udlo Hlaasls Aa3 (pasaiall Jorladl (3 (e (15,505 Of 395
onally gl § Lge JolaiS (&I SV O an e Loy L"S”J\Jl;'.,.‘f})\ @3lgdy 2931 Ae
4,8 u):‘aiggb.):ajju ‘4_,17.”5}).: g .ddle SSlaxiie 83929 I A glas @MT O B9 LM g

P INEIL P
daladll suc Bladl slewl | @31
2300 Jlrll degian cups 3 )
3500 BESTRIRE Y
3900 YW wops ¢
3000 Fedl Ogllany 0
3500 eyl oelul cini 3 1
800 sl oS v
1200 Jel Sl A
18,200 | gladl sds Sl

dogllacll deliadl el Ciuad 193 atyd Wb Lode clginals o y3150 § Dgllaall LSl s (230
5 B Doy LB Je ;31 Caadll iy 8,01 § gl il g8 sk oo 1S
Aebadl bl da

pLASY) 351 Jguds Ighiadls

o Sg=>
(&531)
Miﬁdu,a.ﬂ\g S dido gll an ASJ&JJJ..A

194 Written by the researcher.
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8 ! iy

¢ yduailly 3w a.y.]o})‘ﬂm Z\Sfm x> S ZUL»_)Jl 0l o Cogd Blo |

3501 iy 830l Guadall cyo oSl of Ity (G aw Of Saladl pasead) o Ses U

S13le] cosog Y ol ¢2qu>UJ|

oMo aad dyylomil) S 21" lad @ " ety sl dubogll sae 54" e Shlb .

¢zl OB gl

3L oo Y O] §paatlly sl S oy Logil LogelS (Sl Loy oo o
$ uailly ol dub o)l pae 454 Lgdlait (&) wiladl duS Jlaxl Lo
§ S ST9 eSS Lgio cllay (&)l dcliadl p o

Slgello (s (§ dibogll_nao 458 gbofnd ) dsaled) g 21 (Lo

Aazll Sl 3y giad @Y dasus A4 dubgll pae 4S5 O Al 0o (e Caagd

Alazll 25 g L)l AT 21 (o Brally Gudhell (G ki ol @oladl pazead) (S Y

& 4ylaab lu> 20_9_&,.9 %))Lq;ﬂ\ ZSJ&J\" )Lx.u.j QT " 4:«.&]09”‘,,4.0 ZSfb"ﬂM S
aps
oy oS Y oS puaily sl O& e lgh.. dub gl sae 45" Causg Se

ol ad 855 Y L . Apylatll AS 1"

Aabkd VAT - - dubgll pae 35 lgdhats (@) BSlad! S b
Yo s (3 (p &SIl STy sluill CSlar (2 Lo by (1 @bl oye duaSII BT

oS W& dsladl el Cuas 18> (p dubgll yae 854 gh s all duwladl by adl

Acladl el day 5edl A Ly bLudl e 31 Casaill wadudy el @,k
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ddaia o HWiSYI
N3 b S W3 byl pae a5 58
Ol 4B Cdlas )
oMl (e B e GilS Cllas Y
Jalbl sy de oyl dSa1 ,Sas Y
830l uMedl dyylmill A S) 2 (@
Jaad dlel )
his Gyaall Y
logslS' (3850)l9 Aol .Y
e dgins duyload] 48,41 ol &y fdall AS 41 Codzrg (&
dpyally dolalll OEIL &5)laall )

1nad A5Ll 0821 oy i &laadl Y

Y
oo A pia (&

oy Guodhedl )

A1 edledl LY

Lgradl Gudell Y
98 dhall § Agiddl puwdlllsus (z

ousl )

Y- RV NN ‘3 83y giuanal! &S S| by géJJl syl (2
k}z&db L}o."ﬂ\ 5)33‘.9 dbl L)
dadd pedll 2y LY

badd edll sy Y
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d&b;)”_g il ;lﬁ)g)j Sluall &SJ&
WLQJ\ @aj}i\ Aol Olae— V.0 )
AA-YAQOA0O : WS AA- YEAQOATYO 1

p /AT 1l YA YIVV gyl

proeall aladl puedl Bolaw
Bagdmall £ ol )l &S,
YWe .o

UioMass — Blb

bl fixlg duss
02 LS el Wb @Suas didbs e U] dlnl 030)S5 U1 "z lSII" e MY s
oy aud ool CBgll (§ Lzl hlasg .0lgYlg gl9ls ploxadl daliseall dusedl s goll
Al sl Olg AJUI Elg ZLok lgasds OF (Soamy "ZelUSII" § Bayledl s bagall s

1Sen By & el (3 280 Calel) @SU Jun s

daladll sus s gall o) Bladi slowd | @3y
GW-105 £ L)l Oliuwnd )
Yoo AB-205 sluwil] Lle v
Yeooo BR-101 suall dle> ¢
Veooo TR-302 £ L) doloxn 0
Eovnn KD-104 | (swl) JlabYl uodhe 1
Yooo. TS-115 YW eops 3 v
VYoo PT-204 3Y 93 Ogllay A
VYoyo o Bladlsus S

Slazedl zuid ey Ll Loke clgiol mo (FCL) Lo €+ Lgl> (§ digllaall lusSIl oyods (220
895 dall asliadl sy Olas 3 "HSBC elidl" £,8 3 Sl
P! §316 Ugdy gl

G,ULQJ‘..\:&M

(&354))
11 JabYNg sluddl sb3Y sluall &4y

195 The letter is written by the researcher.
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8 paddl Al
§ Oleil A% L (W Guodlall (e Aoyl Jyo oy (S )
¢ S § el I L Y
§5)63a)l dad Wy (Sl podins 2S Y
S (§ derrddl Gudlell jass pu 8
S8ole cluode GA&S ol o .0

¢ Sl slazedl e B3 13le .1

Bogamall sy 0l A &) ZeliSU (yo Luodhall (ye Dyl Juspe By )
015199 1599 plnsdl dalisiall digdsel s gall zoUSI! (§ dipne LY
(Sl sleaedl 3oyl e 8y g3lall daud ol (GAM! podw Y

(99 Gl pamdy ol 3 (p Bdb § duaid! odlall pan €
Jge 31 paMall OMoxs (0 Bole quwdle sA&T .0

il S (e (ol g0 (§ deally LI Ayl LB 9o Sl olozedl
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Bladl oy 436 e 598

Jlablg sluddl L)Y sluall 4%
duaiolgll 2\33.))‘)’\ Sl clae = V- 0 ()

AN -YAQ0A00 : 1WS8 AA- YEAQOATYO iy

o INYY 1edyl Y VAZ-O/Y - oyl

axall pladl o)l Bolass
Baguseall s 3 Olgll A
YE .. oo

OioMass — Blo

g Loli>lg dd

calizes $lgil o Wby eladll Guadhe byl poguases Y- VA/-T/YV il bl ) s
3 P (S35 15 ¢pll 36 L5 U] Usaoshl e g Slaniy O (5 Whaas o) Apedball Y Iy
oliowid (sl (Sl slaredly clall ] (oo el o (SiSeS pae Al (39 -Fgand INS gt
2Blad oda Jlie §

»ddly pl Al xe

Ua:i:l.o.”

(&254)
\‘\'\Qw‘ _)fv\ﬁ

196 Written by the researcher.
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8 paddl Al
TaSadl @ diaudsg bog SsSadl Juuf (po )
Tyl 0 Belyd uay iy (@) Ainadl Lo Y
Sdgllandl Luodedl Cio Y
Sl dlg (3 Sl b b I3le ¢
Tebh @ oSl e 3l 998 I3Le L0

Ayl

ltioll g pladll (B diilog 9 ilagedl oo il Jugyl )

Aege § laiiall od (3 5301 (2 Dyl 0o Bsl3 s gidrg (o) il Y
sludlly JbY! Gudle (b dglaall Gudlall Y

Bl I ladl s Y o] (ol sleaedlg cllall e 40T (598dl Cobio b 8

JPU\ lg) (fudod! ! ;R@jpij ad] Jusyall ol LSJT dl .0
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Sexidl e oyl
Bagdall s 01lg)l 45,
oo Bl =V Vo . e
AA-YAQOA0O : 1S AA- YEAQOATYO (o

e IN-YY 1ed) YA\ ol

Oluaadl e Bolaw

JabIlg clud! b)Y sluall &4
YWY .o e

O3 cOlas

(hag deas

e sk Yol bl cluidl Gudle dlosl Gharedl Y- VA/-0/Y - 8 g5all (STl liakiel
4575 vl Jin oS el UeB gomall § el 5 sl 0 (Kl 0f sy Lty s
Ol g 55 dro Bgylal (Silowiie (el dippdll us Of kil @) s Jolais (g1 el
sl cliso J] (Saslay Jluy) s il day il el O ¢ ps bl piely by cdyadl &S5l
039 ] lgroxsd

il (§ (il s i 0955 OF il Sy Byldiel Jgud (S

LAY 556 Use lgbinis
Ul dus doxo

(&394
‘W‘AL:J|J.34AJ|

197 Written by the researcher.
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8 uadll iy

¢ 2l el GlaYu ol o8 o

Tl g 9,01 0550 Of caadys o

T8394all £biW Ol dS % ASie Lo,

& JabYlg sluddl sbY sluall 458 (§ Olagall e (30 0191 4S8 e (b 130
Sy =T

TsoSadl e ol ek Lo

Ay

Yl ol oF-

S g 3yl 0655 Of crdgi Bl s

Olaniall Of gy latiall onds (3 @536 Ol 84 lgan Jolais (@1 il S5 0
a3 gl @3

slise ] Junfiwr gladl O 00STy sl colagall oo o0 019N 370 jae ydzel
039 ] et p oo s §5 9l

OIS s W e oS0 o gl oY Yghae O (59Sad! e 3yl O () BT
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daub gl Cllall
shadly dbould Olasy! 45,
e Y0 O

aY-Va/4/v0 I&UU

pzeall (3 yadl lidl oo B3lace
JLb.AJ‘ &)L&: @.9 /ﬁaﬁ cBJJbLa.”

darg dul
Byeladl (ilogll (o guass pY -V A/A/Y+ (3 8yoball pha¥l Bus e (3 Hsddiell S| e coalbl
Olslall 0ud (3

Dos3 13] &5 & Armslonl gunlys ST yaall 50 e teally dunslad] 3 cmionl] G o 5]
gy s dumalal gushys sy 501 e (§ gyl 83leds e liamg cBynla)l dnalons
551 A yilly Boons) gl B3l J] ZBLEYL 1 organlonl e dlidally mlonall ualiy
95 Los ey Bl 3575 3 cele Btad e 031 i (355 s Al Ll ) S5

193919 Lol &l Ol (pe S ] oud) duoyall

SR slaasul Je 23l WS ol § G dnaladl Bolgds e 1Y Gubo hguo dido 9z
Agade Jgramll (3 gt yd &dLo] loghas of cdluass 4k

LAY 338 Uy 19k

ol
(&359)

HAC}:}-‘“}\"‘M

18Y§A 4o Yoon Olindue dasls Lad ¢V EA domiall ¢(dokiitel] dlioyall) Ayl Ogiial) dioyall A2L1
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rdale Al
Tebadl siyzr (§ oMYl ad g )
Celadl By G )sddall MY fopga e Y
o)l (s pliue dedl OB Go Lo LY
Tl Bol duz 43) S .8
Cadoadl dips e Byaildle .0

Tadb ae 38)1 13k .1

Y VA/9/Y - phall By 3 oMYl S L)

Slaslrall ud (§ 8,6 Ladl CaSlog)l 9 jgdiinll ONY Eoubgn .Y

Lslonall maliyy (3 Lwgys (26 Ly BylaYl e § g ol8I Bolgss e Joa> 4] .Y
gl e deldally

dopall Gl ] S 8213 dpndyally il cpiall) Al Balr] by 92 .8

g Al 380 § ole 3ol Jos 9o 0

ool 3 dizy dralall 4ol o8 Jood ek g G0 52 1
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Ayl gll b o o)
\RALVARVA SR IS

e/Yo :PéJ.N

proall (s pldue dud! 8 o>
il dobeal) Olepd) iS5
Yo. (S =

42\5.25.1\ o

bl 48 8,808l (3 yadl elidl 80T O] (Sakel O 3w oY1 /A/Y - & o0)l (Sl ] B)LaYL

G @ bl (o) g0l ) gaadl (2 Dlas YO o)ldie 5y il bwlme @Sieas e

(il 45 5oy Aiolsdl olaplatlly Joall by & (s e $Yg peatdl z3Les dsms) llaall )L

oyl e (g8 pue Al (§ Pl Sy 9l (S)gua> 5l L)

alimYl 1L3Ts

(&531)

DAYV [PETAIRW

19940) 4o Yoo+ Olicdus dnola a3 ¢V EA il (Lodiiall Ao poll) oyt i) o yall dsll
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1Oy
Idaie oyl
BybLidl dads gl uzrgs (1)
Slaslmall @ud 3 ()
JlesYl 8)la] &5 3 (Y
plyadl By 3 (Y
Ao gll pudiall ()
2o G dasdl by Gpan ()
dpye p& Al (Y
eI Bylo] (3 piwrlall Bolgss e Jua> 9o (¥
o0 ddeall dips (e (s pldo dud! o> (7)
eI 8yla] 445§ Ayl ()
sydlg om0l (¥
shwy Aol 850 (§ dles (Y
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8yl daslr o dduol B3lgad! (Y

(Y
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b JleeYl Byl 48§ (F
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s> ol Al Je el 3,1 O (9)
ogead Je 2815l ()

dalls @y Lgyb &Y jad,b (Y

(v
sl g aldue duwdl (o lidl Sl ()
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Al Oolwiiuad! 2 g pdle)
aludl dlgell ol 4S5

YWe.o.e

u.u:?.)yz.u Sla
YV /9/YA Eo)ll
‘a/OT Epéle
@l gyl iy e Bolass
doliall c.\.o:j &)Lw
cdugdall dumd] d
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Lo Loy . dbds lagaid gl cudiall o:\)gsw‘ sl A &«5‘933 ‘Q.UJ‘ Jes Y ddle Wolusiiws
DL b9l U3y e nalSall s gall Juny Jediad! § (9293 ol led! § Eo39)l pue e
A (Saas Judg oLl (§ 8L @Solol aud gl Lol (S) Lis
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sdole Al

Syl 0dd BUS e 2yl Lo )

ol (9 a8 Olde cpbad) Janall (asasll £9i Lo Y
T sl iy o &S0 s 3L Y

Selidl Jgguun plol (nalogall mudgs dunalle €
Sl ddas (§ slaiedl ) Ul clidl jos ga o L0
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(The answers are not given intentionally; so that the students try to answer the

guestions by themselves)
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(The answers are not given intentionally; so that the students try to answer the
guestions by themselves)
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6.9 Memorandum of association (_wwtd! 8,530)

To establish a company with collaboration of Arab shareholders writing
memorandum of association in Arabic is essential. Because, most of the Arab
businessmen do not speak English. In the following there is an example of
memorandum between a Bangladeshi and Saudi company. At first the teacher
will discuss what is memorandum of association and its importance in corporate
world. Next, he can ask students what should be included in a memorandum and
write their ideas on white board. Then, he will include his own ideas and provide
them an example of memorandum. It is obvious that the students will not
understand the memorandum entirely, but after discussing the intricate
vocabulary and sentence structure, they must get a clear idea. Next day the
teacher can give them a home task to write another memorandum between two

different companies.
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6.10 Sales agreement (4l 4,85Y)1)

To deal with Arab buyers, it is essential to write sales agreement between the
seller and the buyer. There are different kinds of sales agreement but here the
researcher only demonstrates a sales agreement that is required in the business
of clothing items. As Bangladesh is performing very well in manufacturing
clothing items, so the researcher chose this sector. This type of sales agreement

has to be submitted to the bank to cash a telegraphic transfer (TT).
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6.11 Letter of credit ((Sul/ il slais)

In the domain of international business LC or letter of credit is the most secured
way to get commodities from the seller. In the Arab world specially the Arab
countries who were invaded by French cannot speak English at all. They use
French as their second language, so to communicate with those Arab people,
Arabic is the only one option, as French is not commonly used in Bangladesh.
However, to export products to those countries, the seller has to understand
Arabic terminologies used in Arabic letter of credit. In the following there is an
example of LC in Arabic. The teacher should explain the basics of LC to the
students and then teach an example of LC by following task-based teaching

approach that has been discussed earlier:
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6.12 Job advertisement (dads gl (e OMe)

The students of Arabic should also know the Arabic style of advertisement and
its sentence structure as well as vocabulary. In the following there are some
examples of job advertise published in the Arabic newspapers. The teacher
should follow the TBLT approach to educate students about the way of
advertisement in Arabic.
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6.13 Business dialogue ($ylxd! ylg=xll)

To make a successful deal with an Arab businessman, dialogue is the most
important fact. So, in the pedagogy of Business Arabic, business dialogue should
also be included. In the following there is an example of short business dialogue,
the teacher should teach Arabic business dialogue based on Situational Teaching
Approach. This is just an example of practical dialogue, more dialogues should be
presented to the students and the dialogues can be created by the help of
students and teacher both as it is mentioned earlier in the description of this
approach:
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6.14 Business proposal

To attract foreign investment finding investor is a very effective way. Here in
Bangladesh we have perfect environment for attracting foreign investors
particularly in the garment manufacturing sector. Many foreign investors are
already taking benefit of our cheap work force, but unfortunately, the authority
did not concentrate to draw attention of Arab investors to invest here. The
reason behind this can be identified as the lack of marketing in the Arab world.
Besides, most of the Arab do not have sufficient knowledge in English, so if we
advertise our investment facility for the Arab investors in their native language,
it can be more effective to get new investors to boost our economy. In the
following there is an example of business proposal in Arabic. The teacher should

teach this proposal to the student by following TBLT method:
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6.15 Business news (8ylxd! yls)

To understand the current trend in the business world a person, who is involved
in the domain of trade and business, has to keep himself informed about the
latest business news. So, it would be a good idea to include some examples of
short business news in Business Arabic pedagogy. In the following there are few
examples of business news along with necessary class drills. The teacher should

teach them following TBLT method:

(S 551)
?éﬂlh&.ﬁlg&@}oﬁw&

Blglly ploell o

Loloead! plol (3aydall dgadd clawgdl 3ad1 lads e Wil el Basiall LY gll agly Lo 1S
ON ol dovie D)l 0da 905 W8 Ll 955 (axdliw)l o= ) yug cdalaiall o (gl
Goedl e dbgh 88} watel dBlall ) dadaaiell Busiall LYl OF aBlgl SelliS la>
OSJg . 48Uall (pe LeSHlgiunl cyo £+ aygianl Y+ 0 ple (3 g3 5 e doall Cllall 305 (3 Analll
s OF adgiall (yad . aBLl (3 yeiud OF L) iy colylgll das> Caadll cedgll el dus
Jslos baail) B)dan el @3 Y- Ve pladl Jolomy d8Ua)l Jlomo (3 1613 4a3Se Busmiadl bl
XY alall

drad U] g5ad im0 OF Sl o 548 by Llie S susiadl LYl g3yluwd! 1ozt
Lol il (ye .83l S sl adS (olassd Tilas gl J) &l Lolsg Lolazdy!
Canall (yo ga)liaaad 1130 W32 clpsly .3 yall @l (§ Bucbanall bllad M el (5503 3o i O
lslbe] e dlfie i dotad Camuol (@) -3aoiall OLYol gl (udliall- uall gudl
dawgl 3,41 e desla)l A3l

Blgeg @la>

lgalsss ud ) Cdlgall 2 Y Sg el Joo e 55 O b Y @5l o OF dlgdl (90
dze e palind of cawsdl @41 § Basiell LYol dum)sedl duslend! e 3ladl oda
Ll (31 Ayl dulead! (3 Ty Traie Sy BN Jlmo (3 psdl e slossl o o258
Olyal slgizl 8 &y llg Jiblml opal OF 3 gl Joladl ud 1 08 cdilarall (§ Bustall LYl
Ldlyanl (3 dawodl @l dualy (U1 el O «lls e s ABUall Vs e dranl OMay Y
el 898 79,3 y9uad Dgaio e Lk O Wl (ye Wiy Alatiall 9l (§ gokias duodlall dsolesd]
VY. &l e Ablugy Sdxiall LY oJE

2126 3yl il e Syl @il Ja , Al-Jazeera Arabic [newspaper online]. 2012 December 12 [cited 2013
March 26]. Available from: http://www.aljazeera.net/ebusiness/pages/ee640511-ff62-453e-8283-
d18fbb7f2d73
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Translation of the report
Is America dispensing with Arab oil?

Between dream and reality

Often the United States is haunted by the dream of her independence from
Middle East oil, to pave the way for the political withdrawal from the region, and
to justify its strategic transformation towards Asia. This vision may seem

intuitively correct, but is it really so?

Actually, the energy thirsty United States relied for a long time on the world
market to meet domestic demand; even in 2005 it imported 60% of its energy
consumption. But since that time, the share of imports decreased, and it should
continue to decline. It is expected that the United States will be self-sufficient in
energy field by the year 2020, and then become an exporter of oil by the year
2030.

This scenario gives the United States three tremendous advantages; it would
enhance its economic competitiveness, particularly in relation to Europe, due to
the low cost of extracting shale gas. It would also reduce America's vulnerability
to escalating unrest in the Arab world. Finally, this scenario will increase the
relative weakness of China - the main competitor of the United States - which

has become increasingly dependent on energy supplies from the Middle East.

Facts and consequences

It is clear that these facts must be taken seriously, but the consequences should
not be drawn in a hurry, which may be the impact of these facts on the foreign
policy of the United States in the Middle East.

Although depending on others in the energy field is a key element in the foreign
policy that is pursued by the United States in the region, but this is not the only
factor. Because, the security of Israel and the desire to contain Iran are not less

important than the issue of energy.
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Moreover, the role of the Middle East in global geopolitics will grow in the
coming decades, and this would make it more difficult to imagine to way out of
a superpower like the United States from the region simply.?3

Building vocabulary by the words and phrases used in the report

ol Gl America is dispensing

b 1S often

d9D): haunted by

&kl Jged: to pave the way

oo it will justify

@wbw)’l gl 9= strategic transformation
dala: intuitively

ddlall | didasiall: the energy thirsty
el Cllall 405 (§: to meet domestic demand
10. &) giwl: it imported

11. 88Ul 1o SHgiwl: its energy consumption

W 00 N o UL A~ WD PE

12. cuadls: decreased

13. ©lyylgll da>: share of imports
14,1513 4,5s: self sufficient

15.Y Y- pladl Jglw: by the year 2020
16.8)duas: exporter

17.4: tremendous

18. )= ol: to enhance, to strengthen
19. drwd Uil |g3y48: competitiveness
20. J! 4wddl: in relation to
21.JTas:due to

22. a8 olass! low costs

23. S$y>all J) zly3iwlito extract shale gas

213 ¢ gyl laddl e Syl @il Ja , Al-Jazeera Arabic [newspaper online]. 2012 December 12 [cited 2013
March 26]. Available from: http://www.aljazeera.net/ebusiness/pages/ee640511-ff62-453e-8283-
d18fbb7f2d73
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24 83cbaia)l Obl e Kpel (5,45 (o Ja: It would reduce America’s
vulnerability to escalating unrest
25. sl cansall: the relative weakness
26. Llie SSiw: increasingly
27.48Ua)l wlslus): energy supplies
28. 4=l Jasee e 55 0T L Y: must be taken seriously
29. @laxJl oda galss U8 (2J1: which may be the impact of these facts
30. ek Ok to draw
31. Buiadl GLY ol lg==gils (3J1: that is pursued by the United States
32. 4>l Julal: only factor
33. 0l slgi>l (§ 4u,)): to contain Iran
34, dwlud! Ll adl: geopolitics
35. dudoll 5982ll (§ gaiuww: will grow in coming decades
36. 4l (e 1d29: this would
37. »kae 848: superpower
understanding the text organization
A. " Al bilye G Busuiedl LY gl g ylawd! i Zrass "
"Ll 920 (el Al Ll )9 "
The bold Arabic words are originated from English but they have been arabized

(d,20) and turned into Arabic word. Such type of arabized words are very
frequently used in Business Arabic as well as in Modern Standard Arabic.

Making dialogue by question answer and going deep into the report.
¢ daasdl s dudid Buseiall LY ol Jgoed o oy - 906 e e - dg= &1 J) )

TaBUa)l Jlro (3 LIS 43S0 gl Bdseiall Vg OF a8y (s

¢ il Byuunn puuaiw @ xdgiy (a0 @

Somall J] BUall wlslaiel GU @l oo 532 T oy

I S

The answers:

LT ] Jaadl b 4 Jgoiin W@l 9as Lo de )
XY el Yol
XY el Joloe
JawoNl @l e

~ 1
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Putting tick M before the correct statements and cross before the incorrect

ones.
Lls 3 Jomall Goudl de dgh 8Aa) wdarel Blall ) dadasiell Susitall LYol X )
RPEN[FONIS]
XY bl Jalon Jaaill 8)dsnn zrual Susciell b oll Of aBgiall oo B .Y
gy 98 Buswiedl LY gl (udliadl JI (3 B .Y
Axial) 3g8all (3 goes deadladl L) LOlysadl (3 oYl 3l dualy (s3I yodl ] £

(QWI y,3d)

LY AoVl byl
Sliw J> e ddggundl OY (gya4l dahaie Aol (3 Jg=3 dads Sy pond 3| Sl o
02 oSy ool glladll (§ (nesgally opyeiiunall J] LAl (2815 (e cdgmi B)laddl
ey JSa3 &1 @lagh e cnalid] dilass (ol Ao ndll Hgadl (3 cpeagall e 8BS Sl
oo 3all L JWI (ely e Jlgaall (2,8 (S350 > (§ g ABl (39099 G raedl 2SI (5o
Flghd a3 Ly yol O 1id S (ams U2 (55 gl sl e gty (I pulud)l (ST
Sl sl J-1s O gaall Josxd (3 bl O ] 9941 ddlaie (B U9 (p0 a9 Lol 445
le s Sl Juomes dbliy (8 g Adledl Ol §odl of ol 3| olg ¢ 3MLYN e 3)lg e ol
e l3)VI ] 85 jlasel 285 ) 2315 91 Asdlas Ol Bylitall 2 9SLadl (385 CBgung . Sl p0
CanoY 1ol e JIgadl eody 335 JI Lasl 1ds 625 Leayg b bo sl (3 2951 Baeniy
Adlaiall (I8 (3 558 wlobaidyl ] ¢ g4l diaie Blybol e dadlgll
B3 galy 0gaul Anjl Uod StV 23 gaidl O] .(Suball B Jgmxll 1 e &3 iadl HUI1 (955 U8
(A0 9Sol O ol 3l ) ALl £LogYI o (e datay zylsedl of 1l 03191 J)
Sl e e @1 gl e Dguidl Dol (15,89
vai> Gk e el 5T LI LG9S (s duds 39l (§ Jol S gl 13] Sy
CAllall (olasil -l - guas Do T (3 Catudill OY dlgapnzr Jinditund (Slaall B3Lje Bl
L1l ©Blgal (3 Auolodl YWY dals] oyguy (am g «53Y! Jgdl Wlxiie e

Y\z.CJLQ@)" ol ‘Q:QW dl.}jL‘"“’d‘ UAT;J:- L‘)}m.ﬂ\ M L§{§:‘ ;éj,wj cZ\.{o_-)b':.]b

214 3,081 &)Vlg Lol , Al-Jazeera Arabic [newspaper online]. 2013 April 5[cited 2013 March 27]. Available
from: http://www.aljazeera.net/eissues/pages/e7bf8abc-1e32-453a-a2f6-cc4968a64a68
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Translation of the report
Europe and the eternal crisis

The Agreement on the rescue of Cyprus constitutes a turning point in the euro
zone crisis, because the responsibility for solving the problems of the banks
shifted from taxpayers to investors and depositors in the private sector. But
imposing large losses on depositors in the Cypriot banks violates deposit
insurance guarantee, which forms the part of the proposed European banking
union, while the imposition of capital controls will lead to further erosion of the
basis upon which the monetary union is underlying. Is this all mean that Europe

is chasing its tail?

Germany and other countries in the heart of the euro zone suggest that the
solidarity to carry the debt within the monetary union is absolutely unthinkable
matter. And to save states or financial institutions will be offset by the loading
of creditors as a part of the losses. The growing doubts about the safety of
deposits will lead to push interest rates to rise, and deepening the recession in
Europe, but perhaps this also will lead to the flow of capital from the weaker
economies on the outskirts of the euro zone, to the strongest economies in the

heart of the region.

The implication effects on this transformation may be far reaching. The German
model for resolving the debt crisis and returning to the internal or external
balance depends on fiscal consolidation (reducing the deficit and government
debt) and the imposition of structural reforms on the countries that suffer from
impotence.

But, if all countries at the same time try to improve the financial or external
balances through cut spending and raise taxes, all of them will fail, because the
austerity in any country means - implicitly - lower demand for the products of

other countries, and in turn this means perpetuating imbalances that is occurring
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in internal and external balances. Besides, loading the creditors with a part of

the losses will lead to exacerbate these trends.?%

Building vocabulary by the words and phrases used in the report:

a1 d)YI: eternal crisis

uend: Cyprus

Jg=d dladi: turning point

994l dalase 4e)l: euro zone crisis

9ybasll: the banks

S|l L;"‘éb oe: from taxpayers

redgally il J): to investors and depositors

848 Slus o,9: imposing large losses

O 0 N oo U B~ w DN R

Bhagll e el Blass: deposit insurance guarantee
10.zA8e) 39099 Jaell 35Vl the proposed European banking union
11.JW oy Je Jolguall (5,%: the imposition of capital controls
12. 5l ST 0 wsall: further erosion of the basis

13. &l sl monetary union

14.L3 5yls: it is chasing its tail

15.09! o3 (§ peladl: the solidarity to carry the debt
16.:;‘3;,3.&JAT: unthinkable matter

17.8MY! Je: absolutely

18.4bla 3gw: will be offset

19.wSlWl Jae=d: the loading of creditors

20.5.0176)1 #14ad1: growing doubts

21.25159)1 &edlus: the safety of deposits

22.gW3y1 Sl lawed 283: to push interest rates to rise

23.Lgy9l 3 395! (3xe3: deepening the recession in Europe

215 Translated by the researcher
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24.J13Y1 4095y 395 the flow of capital

25.cansYl Globaidyl: weaker economies

26.251,b1: outskirts

27.45 )1 HBYI: The implication effects

28.4ll 8uan: far reaching

29.3WYI z390l: German model

30. = ojlgdliinternal balance

31.4JWJl $LogIl Laus: fiscal consolidation

32. 3=l Jadas: reducing the deficit

33. g dl O structural reforms

34. 3zl (0 35 QJI: that suffer from impotence
35.4JJI Lg3b)l g3 e to improve the financial balances
36.8WYI (aas: cut spending

37.31 )l 80L): raise taxes

38.aiéadl: the austerity

39.Lwss: implicitly

40. k)l j»slassl: lower demand

41.5,3Y1 Jel wlxiie e for the products of other countries
42 .0y90: in turn

43,09 dols|: perpetuating imbalances

44443101 ©Ujleall (§ duol=): that is occurring in internal balances

45,03l oda @3la3: to exacerbate these trends

Understanding the text organization

A.
o -1 3191 ) 392015 0920l Anjl «1gadl (093 385 ¢ Ligsf (3 3951 (Ganals "
" (A gSdl O gally joeall auddl) AW Lo gdl Jans e detay (2l
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The highlighted words above are somewhat complicated to the layman who does
not have any knowledge about technical terms of Economics. So, the teacher

should be careful to teach such type of technical terminologies.

Making dialogue by question answer and going deep into the report

209! el S e Iy JSaS ) @Slagll e cnelid] dilans il I3k )
Sz AR

TUWI oy e Jslgunll (2,8 S e J) .Y

Coo9) ddlaie (8 9o pe Lpeg Wbl wad b ) .Y

BRI R VESIES A EWPV RSP FSOES RIS PO U I FUPNVR - JOAPERVNVERSS
S lganos Jiuds 13Ledd 5| pall 83Ljs (3Ll

The answers:

Aedly duopall Joull (§ (neagell (e B8 Slus (2)8 )

sl dde pgsy AU Geludl BT oy Josall ) 352 Sl ey e aslguall (28 .Y
(gl

de Dl s el sl syl P ogll Jaxi (3 oebiadd] OF I Jodl oda pad Y
oo leiz sl Juess dbliy g ddldl Oiluwogall of Joull 3] Oy « 3L
S S

Jall ol e bl (olaseil - buus — (a0 Uga 6 (3 sl OY gamesr Jads ¢
yanydly sl ©Blgnll (3 Aslo) YN dals] 0)9ds (a g ¢5,3Y)!

Putting word in order to form meaningful sentence
28+ @lagl + e + Dlaws + pelil + allso + e + pedgall + lus + 58 L)
+ 85 sl + )+ 283 + @lagll + Olan + Ladlas + 2 SCadl + Bliedl + G055 + .Y

L@.BT+8.&3)B’\+J£
Bl + Shadl + 10 + Jgmll + e + 0S5 + A + B + 08 Y
Szl e+ @+ QS + e + Jodl + Ol + diguidl + (08 8
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The answers:

21090 e el Dilass Lol cneagell e B8 Sl 5,8 )
S5 ] B8l el ads ] alag)l dedls Olin Buulitall il (5355 @l .Y

Sl B dj:uj‘ RV ‘JLC @M‘)US" C)ﬂ 48 Y
Szl e dw LS‘” Joll de zbw\ Qb}Lga}H o299 .

~

(CIB 4 ya1)
CIUL Cualds Oyl e 3 d)ylxs

Lo g9 Y)Y (3 Gl Hldios Caualds Olpl ae BHLYI Byl o (35 ez Wl c2iS
s ae &Y Byl Alaadl ol (21 dyilly ASmal AWl bsdall 36 e e Js
@l Jgo

I ) palg A Mgl gl (g0 Ol ©I3)lg) [rang Ol Leaandy Lyl 5850 (30 <58 Lallbog
2okl 3 Wil o Ol e as9Y1 3y Bpal lgiunyd () bgdall day g2 9]l
blall gz 4l Olugall g @l Jg gl Jolad Jazr Lo 929 ¢ 59941 lgzealiy
S S Ol dadyall Lgdlolad 35 § Hoidl Cunds 3 Jilg

023 Jlade YO g iy Olply 35 o Bl OF oy el (35 Dilad pladl uiedl 29l
BA) 0203 slde YT e 4T g Lplassl S Moy caoldl plall (Y95 @hlde T,A)
AST a8 G- Q1Y JUIL G (S bl bgagl OF I Ja il Y-V Y (3 (DY Wl
0 3> o plr>] e Miad @ylanill hlasl a2l pladl Yol blie diesd Liuad e
Ol ze OHleladl

©lalas Whsbe Jlez ds ¢33 Bl Jlaz] oo £ Y 0F JKa3 Ol o gl Bl 0T Bl
B ETRE VNI PRSI EST /- INSPRCH A NRLINES FUENTS PR I W PRSI PR L EA Y O Vv
283 Ayl Al 9o e 01l B35 (o (edaadl 41 O] s JB (il odde (pxio ya35e

YH-L,}PJ?C

216 b coualds Olpl ae 35 B3, Al-Jazeera Arabic [newspaper online]. 2013 March 25 [cited 2013 March
29]. Available from:http://aljazeera.net/ebusiness/pages/7f5acf53-bfbb-4006-b2a5-9b11ff86ee01
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Translation of the report
Dubai’s trade with Iran has shrunk by one third

Dubai Customs authorities revealed that the emirate's trade with Iran has shrunk
by one third in 2012, which indicates the impact of U.S. and Western financial
sanctions that harmed the activities of Iranian trade with the rest of the world.
As long as Dubai was a major trade center for Iran and a corridor for imported
consumer goods of Iran. This situation has been affected after the sanctions
imposed by the United States and the European Union on Tehran for continuing
to develop its nuclear program, which made the dealing of banks around the
world with Iranian institutions risky. Subsequently, Dubai's banks lowered their

associated dealings with Iran dramatically.

The Director General of Dubai Customs, Ahmed Butti explained that the trade
between Dubai and Iran amounted to 25 billion dirhams (6.8 billion dollars) last
year, and this is a decrease of 31% from 36 billion dirhams (9.8 billion dollars) in
2011. Butti pointed out that the sharp decline which inflicted upon the Iranian
Rial -where it lost more than half of its value against the dollar last year - caused

damage to the trade, as well as the reluctance of Dubai’s banks to deal with Iran.

He added that the trade in goods with Iran now constitutes 2% of Dubai's total
trade. According to the latest data of the World Trade Organization, the total
exports and imports goods of Iran reached $194 billion in 2011. During a press
conference held on Monday, Butti said that the vast majority of Iran's trade with

the Gulf Arab countries passes through Dubai.?!’

217 Translated by the researcher
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Building vocabulary by the words and phrases used in the report
1. <¢didb cualds: it shrunk by one third
. @ Dl wllalw: Dubai Customs authorities
. A8l ddladl wbgaall: U.S. financial sanctions
. Gpaolit harmed

VO - J1ESA daz3l: the activities of Iranian trade

2

3

4

5

6. Wllbg: As long as
7. L3 I3Sye: trade center

8. lww: corridor

9. a8l ddudl: consumer goods

10.$9949! e=xsby: its nuclear program

11.8 94! Jola3: dealing of banks

12. blalb Bga=a: risky

13.¢l3 )ilg: Subsequently

14.J ¢l cuaas: the banks lowered

15,425 ,0)1 Legidelad: their associated dealings

16.Jes <a): Butti pointed out

175l bgugll: the sharp decline

18.3Y1 JLJL 3= I which inflicted upon the Iranian Rial
19.3> g pl=>|: the reluctance of Dubai’s banks

20.3> Hl=5 Jl=): Dubai's total trade

21.0lpl Wlsyleg whyole: exports and imports goods of Iran
22.4w)lall 8yl dolaio: the World Trade Organization
23. phax)l 4l the vast majority

24 4,2l mdsdl Jgo: the Gulf Arab countries
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http://www.aljazeera.net/NR/exeres/CA076462-F95F-4CD3-A903-092E10D5ADEA.htm
http://www.aljazeera.net/NR/exeres/778CF2ED-706D-49D2-9A2B-9A8048979060.htm

Understanding the text organization and crucial matters

A. " Oy by Lyl 5558 (30 <36 Ladlog ™
“As long as Dubai was a major trade center for Iran.”
The first word of the Arabic sentence is a linking word that links between two

statements.

Making dialogue by question answer and going deep into the report
TalYl 8)lontll daash sl ) dyadls LS ddledl ibgiall 86 e dabo )
SOlnb e Al lsaall (35991 sl g KGsol Cauoyd 13k

PSRV

TY )Y & gl (3o Oll @lyylg9 Whsbie Szl & e ST

e

The answers:

Y. \Y@W‘)\MQ@!&AB)M}”S)@WWJQ )
(S99 Lol yshas (§ Laylhaion) Caann g8

@3> Doz pladl puall 5o

Apadlal 8ylomil] daliin by it G HY93 Hlde VA€ s

L T

Filling in the blanks with appropriate word

el Jgs 4y ae O ol K0 el lgius 8 ddlally ddladl bgaall |
AN gl g Ol DIl 9 Ol Ly Wyl [5S50 (30 <36
Bylamil] hlsl o Y1 JUIL 3 Sl ol J Ja et
(33 HS Jlex] (e O S5 Olya] 2o gduad ! Byl ol .

~ 1 =

The answers:

ZY (£) sl ogug! () Iyao (¥) 8yloedl daizdl (V)
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6.16 Business terminology (=il Ciloellaadll)

In International business there are some terminologies and abbreviations those
are used to referrer a distinct meaning that are not available in general
dictionary. In the following there are some very useful business terminologies
which are commonly used in international business. The Arab generally use
Arabic meaning of those terminologies which may be confusing for the people
who do not have idea. So, in business Arabic pedagogy, the most useful

terminologies should be included.

Terms used in freight forwarding: 218

English equivalent ‘zg’).sdl zlaal!
Incoterms dd gl byl wlodllasaol!
EXW gl § Bl el
FCA Jadb agadl 99 piladl el
FAS o7l sbs (§ didd] Lol Bladl e
FOB Ol sl (§ diptud] 1> 398 delindl s
CRF Jo sl sliwe (3 05)9dl dualls deladl pabud
CIF Jsos)l slige (3 omelilly 0glsill Lalls deladl gl
CPT Jgwoll 08 J] Jaudl 8,21 Lalls delall pdud
cIp Jsosl 08 @ cnellly Jasdl 8,21 dialls deladl palud
DAF Sl e debad) ealud
DES Jgogll slive § Lphudl ygbs (10 debiadl puludd
DEQ podl dals Jguo gl sline ooy e deliadl pdud
DDU Jsosll 08 § pawyll alls 4 deliadl pulud
DDP Jsso9ll 08 (§ pounyll dialls deliadl oududd
LT Caiilly goyailly pddl Oy pas aaely O9)sd!
FIOT Al y Bbogud| o doya1)l 5 ] Ciylima crauats Y Og) gl

wall Bladl
F.1.O.S i) ol goyaill ol yaeddl Cinyliae euaiy ¥ 09l gl

218 Collected from different authentic sources of internet and translated by the researcher
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FIOST Bkl of L)l o ool o (el Cinybias cpouats N Og) 9!

) il il
FI/FO gooill ol pmdd) Gylian ey Y 0s)sl
ILFO il calas Gaaiy Yl odd! Caylas el Gglgad!

Passenger ships O8I &5 e
Dry cargo ships Bl deladl &5 yaw
Tankers Jlgud! J&5 yinw
Gasing ships OB (85 yaw
Specialised ships dauasin (yhuw

Various-purposes

degiin (BIEY (s

ships

Act of god Jo daiad ol dud (Sonis O3 & Bot) (S Y G ol 9T Jad
J3V3le ol gall of bl
Address 0999l (yo pdatiady @gdMSs 9f 8y liauol) ddsmivuall A gasnll

commission
Ad valorem Bladl Ludll ey deladl dagd Golul Jo o ollgidl jans
el Adle
Aground Bsd ok Of audaid Y ledie Cambads of iz U8 Aipdad! OF Jla
ol $B e 355550 Lgaudl g1 19509 <ol
Back freight e Wole] @b Jguo gl clinas Lgadliwl a8y deliny e 28 9
i)
Back letter 4l 3929 > (§ JOUU dliay p0 9 deliadl 3)90 0yua dgal
i e L lduay JOUI p ol duzrgang deliadl e wlaiss
laisd 6 e S
Bale capacity Blana)l Blad) Al puseind
LC (Shdad! / (Sl slesedl
T 4,51 a00) &l gl
Shipping RESAL
Courier todl ol
Sea freight CIEMRREFA]
Air freight Sl i)
Land freight RSUIREFA]
BL ol dad s

214




Terms used in Product marketing 2*°

English equivalent

Lﬁ)adl Gl.h.,a.dl

Actual product G| el
Adapted marketing mix ©3lgall (gl gosall
Advertising objective Adel ugl
Advertising specialties o3l AMeN! Lol
Advertising oMY
Allowance (lodall) 351 9=l
Annual plan dgiwd) dlazl)

Assessment of overseas markets

dualldl @Blgul ol

Attitude Holudly @l patll
B2B (business-to-business) OB o co Y1 e 8yl
JlasYlg

B2C (business-to-consumer)

J.?-w‘ o wj{J}j‘J«S‘- 5)[2;’3‘

lgiunally
Balance sheet A gand| dilnal!
Behavioral segmentation Holudl ool e opensd]
Benchmarking dazyoll &laall
Benefit segmentation BUPY-I| O
Brand equity &yl dodlall dagd
Branding Sl aedd!
Broker oyl
Business analysis &yl Jlasl Jadoxs

Business portfolio

gyl JlasYl Solowtin (Alaimea)

Business promotion

L)l JloeYl g 3

Buyer-readiness stages

S slail J>ye

219 Sorted out by the researcher from www.tootshamy.com
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Buzz marketing

sl 9 8BV Gayb e @9l

gl e
By-products due yall Ol
Capital items doliol addl
Captive-product pricing B lucadl Oilmiiad! paud
Cash discount Sl euasdll
Cash refund offers (rebates) goduadl Jadl (e s3> Balel (o9,e
Closing & Ados plad!
Co-brand S fiuall doyleill dadlall
Cognitive dissonance Loyl pdas ) gaiadl
Commercialization [BTESEWUN[IPURT::

Communication adaptation

el UMY (el ga) CianSS

Competitive advantage

dwd U 810l

Competitive strategies

L3 Ut Szl )|

Competitor analysis dudlia]l dgadl Julocs
Competitor intelligence dud ) OlyLseiw!
Complex buying behaviour NE-PON| A REIPY O
Concentrated marketing SASA (3o gendll
Consumer market Sgiwd! @ geadl
Consumer product Slgiw! el
Consumer promotion Ol o9y
Consumer-oriented marketing ellgiwal) d>gall (33 gud!
Customer satisfaction Juesdl Loy
Customer value analysis Jaoald o)l Judodl
Demands Ol
Differentiated marketing goiiall (3 gl
Direct investment Soladl ) ladiwd!

Direct-mail marketing

LAl e bl (gl
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Direct-response television marketing

8 leadl il goybo e (39l

O3l e
Distribution centre 29l 355
Durable product 8 yoroll adudl
Dynamic pricing Swolod! ]
Environmental sustainability Aol dalusiwl
External audit ESIESIIEERV]
Factory outlet Blaal déle
Financial intermediaries bl el gl
Fixed costs ! Ca s
Fragmented industry By=all wleluall
Franchise Sl
Functional discount NP RWEE S
Growth stage gaill ygb
Informative advertising A el
Inside sales force EWEARV| ) SV EPY
Integrated direct marketing JoGdl ilead) (3 gundd!
Intensive distribution Sl el
Interactive marketing Seladl 3 gl
Intermediaries sla gl
Internal audit EERUR R
Joint ownership 8T iid! ASLol!
Joint venturing il £9 el
Market targeting B ged| COlugieel
Market-penetration pricing Syl § Jadadl ool e aaudl)
Marketing implementation EITORURWIVY
Marketing information system 4t gl Ologlandl ol

Marketing intelligence

EVE-TPO | I VES 995,
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Marketing management

@M\ 5_)|.>>’|

Marketing network

L gl Al

Marketing services agencies

Marketing strategy statement

dudygud] dazel il Ol

Mass marketing Jolid! G gl
Materials and parts (adadll) =2l 9 slgall
Media impact el sl
Merchant wholesaler ZIVE S|y FOge S9)

Niche market

(Gdlagiuy) ) Lasasiiall Bowd!

Non-tariff trade barriers

ﬁ}wjjb dalaioll e 8ylxll 35lge
48,2319

Observational research

aa=>Mall @Jb O x|

Packaging concept

adadl g ! pgga0

Perception hayl
Perceptual marketing ShaY! Brgwdl
Performance review £13Y] dazxlyo
Persuasive advertising Sl oAl
Pest analysis (The analysis of the Coaets Jod=e

political, economic, social, and

technological factors)

Physical distribution firms

Aol oyl OB

Portfolio analysis dadso)| Juds
Post purchase behavior el il dm Lo S gl
Potential market it poll (G gund!
Premiums gl
Price elasticity A yaad) &g yall
Pricing policy ) dwlw
Product image zoiel) doladl 8y g0l

218




Product invention

)l g1

Product line pricing WY las paud
Product sales force structure Ol 2§93 Al
Product specification Tl Olaolge
Profitable customer ool Jaon!
Promotional strategy duzog Al Al A
Promotional allowance duzes9 1 B gHall
Psychographic segmentation aud| & oSl A5yt
Public relations dola)l BNl
Pulsing ol
Pure competition Aol duwdlinll
Reminder advertising &yl Udey!
Retailers Byl s
Salesperson Olagall Cabbgo
Service variability dedsl £oi5
Statistical demand analysis cdlal GlasYl Jud>dl
Suppliers Ry gl
Target costing d8ugiue]l a8l o9
Tariff 43 a3l
Telemarketing Bl e (g9l
Total market demand Byl b Jloz

Total customer value

N[N

Total quality management dlolid! 8o gzl 8yl
Transaction Sledl Jolad|
Trend ol=3Yl
Value chain duosd]! ddd!
Wholesaler ool 5L

219




Terms used in Banking Transaction??°

English equivalent Gl hlasael!
originator (payer) JWJl Juw o
originator's (payee) bank Jepadl i
beneficiary's (payee's) bank dudna| iy
correspondent (intermediary) ({awn 1) Junlpadl il

bank

credit transfer

Ul deopal 2l ol 5o Jle (g
duinad| o Ol

debit transfer

oo Jgmeadl Jlal) il @iy Jusases
(8wl Jusasss cJlis) Juw ol

mail transfer

a1 Al gl

wire transfer

g SV Al gl

banker's draft

iy e ety LS AleS) AS3) DSl

(=T

bill of exchange

Lol Ul

documentary bill

o L g (3953) dyianal) oS
b duad gl Gituall s pre Ola)

(DSl 285 9 Jg3
term bill Ligno B8 day 2805 ALnsS
sight bill EILY e 2845 WS
Credit slaiel/ eS|
Credit (financial standing) Jlell cadgall

Credit (financial

accommodation)

1l ol Ll e 8;ua)l) Jladl olaisY!
(el g oy @I 4831 ;393 ot

220 Retrieved from https://sabra-It.com/index.php/duadl- s I/ p=i-ye/articles/item/370—-oxllaas

Hgdl-Jlas
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Loan credit 02953 Ol
Sale credit & Oless!
Fixed-sum credit Sz daey Ol
Revolving credit Sl olasyl
documentary credit (Sidunall slazel

banker's commercial credit

Seied Bolye) (3 ranll (Gylxdll slesed!
(S|

commercial letter of credit

slaied LBolye) ()il sloiedl Clas
(S|

nemo dat rule

45&19-2-’}] ;@wl J90e

Documents attached to doc.

(Shiduad| 3laie DU dadl ) oluidiuel!

credit

Bill of lading O uad g
Commercial invoice &yl 8430
Insurance policy el dad g
Certificate of origin Lice 8lgds
International inspection ddgs am=d Bolgd
certificate

Issuing bank (slexeN) yuuaddl el

Advising (correspondent) bank

(aslyoll) Slared! i @S lasdll el

Confirming bank

Lhasall el cBale) slaieM yadll el

(slosed! ey
Tender (presentation) of Olduwll (5ye) Ol s
documents (Lesde dasl gkl

Open (clean) credit

Slaasdll oo J- sleiel

Confirmed/unconfirmed credit

Jyre e/ )ian dlesel

221




Sight credit

Ol e EMLYI g8 adus slese!

Deferred payment credit

B (po dipan B A 28U > slaiic|
R A éT.’JU 3T el dciw]! OIS

Acceptance credit

S el (blie adul Jgads sleisl
Blaswiw! &))U

Straight credit

doww| ddxo Juuo Jl bﬁé Slaxe!

Negotiation credit

d>g0 dlaiel) (o) B (i slose!
lseSIl 51 il oo g iy JI
(Ladll clidl e 51 oo dagomanall

Red clause credit

deladl yoeds Jud bl Cllay slasel

Green clause credit

oS dsladl o Jd @bl Cllay slaie

il oy Lgiyss by

Revolving credit

Ol didanad| @085 dndianal) 7y) 5193 slase!

@ U3 ohi LS JWl e s (e Jgraxlly
(.)l.ol.cy‘ 5J4.9 ;bﬂ

Transferable credit

) die il o Ses slese

Back-to-back credit

O slaxel Hlauay cpobis slesel

Standby credit

@Y 28 Y) smaddl pae Olawal slesel
Gl slof (3 WBlaiall ylall suads Al
adlas dada) (SSH il olos dublasll
Ol die 1,8 @S of AL dubiwnol|
(Ll s13l § 28 Juuod!

Usance

o Ba) e AluwSdl sl dge

L oluewg yduad)l il o DSl Coeww
D goeundl Slidl Ugac o dpdianadl A (3
WP

Security

(A9 cOlosd) (als
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Security interest

Bid security (bond)

cl.b.’..” LL\A;U

Advance payment security

Fodad)l dad)l caels

Performance security

(dait)) (nel) Blgd! cpalil

Maintenance security

(©gaadl oy Olaudl) Bluall (pel

Consensual security

dla,l el

Pawn (pledge of a movable)

Skl o)l

Anticresis (pledge of an

Jae e Gkl o))l

immovable)
Mortgage =l 52!
Mortgagor (debtor) (cpadl) oyl
Mortgagee (Creditor) (cBI1) (3 ol
hypothecation Sl ol
Contractual lien S8l jlkel (3>
General lien ple jliel 3>
s92elll 095 oyl 3Lk L) Slaial 3>
Equitable lien
(AsSeall ]
&5Lab wlelyz] cllan) polatsl oa)
Charge ) .
(U de sl duaid
Judgment charge webaisl 3>
L gl Y) 03ilall S poliats ! )
Equitable charge .
(,“'...”L:;L,-aé &9\3

Fixed charge

pobae dbo e polaisl (y2)

Floating charge

(e Jbo 2o Jain) @l (olaisl o)

Guarantee (1) Olesll
Warranty S8l Olasall
Guarantor el
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Surety JaSJ!
Bipartite guarantee (cyolilly cpldl) (nd o oo Olaws
aebally oslall) Gl 83 (e Olewd

Tripartite guarantee .
(‘:,1403” Oallg
Discrete guarantee B9 dholaad Olows
Continuing guarantee (o holas Baa)) yoiwnns Olass
Limited guarantee Sdoe daed /83ds Bl Olews

Discharge of guarantor/surety

S/ palyall de ¢l)

Debt secured by pledge/ a

charge on immovable property

Slas reln/ Ry Ggasae (13

Right of preference pail 3>
Right of tracing W 5>
Judgment charges upon oebaisdl 3>

immovable property

Right of retaining the

mortgaged property

09 y0ll ;L"S&JI D> Lg &=l
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6.17 Common vocabulary to read business related news 22!

In this unit some very commonly used vocabulary with their meaning will be
shown sorting out from Business and finance related news reports. For more
business vocabulary the teacher can take help from LSP dictionary. But when he
teaches the students, he should always take assistance from any Arabic business
corpora to teach the more important vocabs first according to the frequency of
the usage of those vocabulary. As online business corpora provide naturally

occurred sentences, so he does not need to present examples from his own:

English equivalent ol sl
total, gross Jle=!
monopoly, cartel ol /K
foreign currency reserves @2 il oo
the Federal Reserve N E I pPWESY
statistics oldbas]
investment O/ Hlediw!
price stability BIEORNIRN-T o
exchange markets B pall Bl gl
foreign currency markets daY Ol (8l gusd
asset Jgol / Juol
economist S$obaid!
to insure ol
revenue, profit ol /o)yl
per cent LlJb
the World Bank Jol bl
insurance &l /ool
devaluation Q)| jaudss

2LY Y 09,40 Old A0S 19 ) cdoys -duudyd -doland] cddlally AalaxBlg dylndll lollasaall Gugeld gy (se
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decline, slump BYY-NY
fluctuation oduds
inflation ©Sus
contract Ol/A8laS
costs IS
economic integration Sabaidl JolsS
forecasting Ol 5eSS
income, yield Slba> / dua>
loss Slus /8ylus
to privatize LaSuas
to reduce the budget deficit ASlnedl @ jeall o
income EX)
government subsidy (295> e
capital Jlewsl)
businessman Jleel Jloy cJlas] )
to sponsor S ERS

to raise/ lower taxes

@M\u&é}cé)

recession 355
to supply 39)
retail price ) yaw
exchange rate B rall 2w
interest rate 35|y
the price of taka against the dollar Y9 blie BB yaw
commodity e / dal
broker wlow /yluaae
bond Ol Lo
share o
the Common Market Hiliall G gund)
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the Stock Exchange

2\.4,9_)}'«.)‘ &l é}w

black market £ld 9w (9 g
liquidity & g
partnership Ol ¢ S
to invest capital Ylowoly Jicit
exports Ohobe
deal ENTTINZETI
industry deluo

International Monetary Fund

dg.ﬂl Jall Bgdiue

tax bt [ ot
value added tax (VAT) Mgl do o
income tax Jsldo Ao
the financial year AWl ddl e St plal
worker Jlee/Jole
dividend, return ol /Kl

budget deficit gl dilne (§ ye
instability Jhaidl pue
economic sanctions dsbasdl wbgac
soft currency g dac
hard currency dao das
to compensate for OE U29E
globalization dolge
money laundering JIgadl Jrant
surplus o2
competitiveness dwd S 8yAd
loan w298 [ u2yd
the global village 434801 &30
private sector ool glad
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public sector

ple &Ua_"e

purchasing power £l ! 849
restriction D948 / Jud
at the close of trade Joladl @M s
amount Mo / o
group of 8 Sled! Egaze
power station by ud g5 dlas
flexibility 940
shareholder 09/ el
cooperation Ol ¢ daaluwe
investor oiauns
consumer Ellgiwn
standard of living diwaadl (S gun
factory wlas [ guas
trader, dealer 09/ Jolao
rate of inflation e3uadl Jdas
bankrupt oedllan /e

organization of the petroleum

exporting countries

Lol Byl | dalaie

raw materials bl / pls slge
index, indicator Ol / e
to finance Jge
to stimulate the economy bad) laid
expenses olaas
imports Olyylg
deposit A9
finance minister adll 439
the workforce doladl ol
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Limitations of the study and indications for future research

Business Arabic is totally a new idea in the context of Bangladesh. So, as a pioneer
of this field, the researcher did not find any resource related to this subject
matter in the context of Bangladesh. Therefore, as the first study the research
has some limitations. If there were some practical examples of Arabic business
correspondence materials that are being used in Bangladesh, it would be easy
for the researcher for collecting practical data to present the frequency of usage
of those materials and to sort out the most frequent materials. However, here
the researcher took help from another study that was performed on Korean
business people to find the most crucial subject matters in the field of Business
English.

Next, the corpus-based vocabulary teaching is only applicable for general
purpose business Arabic teaching, because most of the corpora are made of
news-based corpus which is not applicable for highly technical business
terminologies. So, the researcher advises the teacher of Business Arabic to take
help from any reliable LSP dictionary to serve the purpose, as it is quite
impossible to sort out all business vocabularies in this study according to the
usage of frequency. The teacher can select his vocabulary from the available
online corpora in accordance with his requirements prior to deliver his lecture in
classroom.

Finally, there are some other important materials that need further research and
study. For example, business presentation, writing business meeting minutes,
making corporate profile, creating more situation-based business dialogues etc.
The researcher believes in future there will be more study on this subject in our

country and the researchers will create more resources in this field of knowledge.

230



Dhaka University Institutional Repository

CONCLUSION

Arabic as a Business Language is a new idea for the learners of Arabic in
Bangladesh. This research paper tried to prove that Arabic can be used in
Bangladesh as a language of trade & commerce and also tried to reveal some
new opportunities of business in the Arab world. Here the researcher explained
how RMG, tourism, outsourcing and other export-oriented industry can be
benefited by introduction of Business Arabic in Bangladesh. Apart from this, the
researcher discussed elaborately about cross-cultural communication,
specifically the cultural difference in the Arab world to make business dealings
with the Arab more effective. Lastly, he presented a concise pedagogical
approach to educate Business Arabic in accordance with the guideline of Applied
Linguistics. It is perceived that if Business Arabic is introduced in Bangladesh
according to the approach showed in this study, the economy of our country will

boost to a new level.
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