
Introduction to Business Communication and Grammar
Review Assessment

Introduction

Welcome to the Introduction to Business Communication and Grammar Review assessment. This 60-minute
formative assessment is designed to evaluate your ability to identify and apply correct grammar rules in
business contexts, demonstrate understanding of key business vocabulary, and engage in effective
communication through speaking activities.

Section 1 - Multiple Choice Questions

Choose the correct answer for each question:

1. Which of the following is an example of a correct subject-verb agreement in a business context?
1. a) The company are hiring new employees.
2. b) The company is hiring new employees.
3. c) The company has hired new employees.
4. d) The company have hired new employees.

2. What is the meaning of the business term "synergy"?
1. a) The combination of two or more companies to form a new entity.
2. b) The ability of a company to work together with its stakeholders.
3. c) The idea that the whole is greater than the sum of its parts.
4. d) The process of acquiring another company.

3. Which of the following is an example of a correct use of tense consistency in a business email?
1. a) I will meet with the client yesterday to discuss the proposal.
2. b) I met with the client yesterday to discuss the proposal.
3. c) I am meeting with the client tomorrow to discuss the proposal.
4. d) I have met with the client to discuss the proposal.

4. What is the meaning of the business term "stakeholder"?
1. a) A person who owns shares in a company.
2. b) A person who has an interest in the success of a company.
3. c) A person who works for a company.
4. d) A person who is a customer of a company.

5. Which of the following is an example of a correct use of grammar in a business context?
1. a) The company have been in business for over 10 years.
2. b) The company has been in business for over 10 years.
3. c) The company have been in business since 2010.
4. d) The company has been in business since 2010.
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Section 1 - Multiple Choice Questions (continued)

Choose the correct answer for each question:

6. What is the meaning of the business term "ROI"?
1. a) Return on Investment
2. b) Return on Income
3. c) Return on Interest
4. d) Return on Initiative

7. Which of the following is an example of a correct use of vocabulary in a business context?
1. a) The company will downsize its operations to increase efficiency.
2. b) The company will upscale its operations to increase efficiency.
3. c) The company will outsource its operations to increase efficiency.
4. d) The company will insource its operations to increase efficiency.

8. What is the meaning of the business term "target market"?
1. a) A group of customers that a company is trying to reach.
2. b) A group of customers that a company is currently serving.
3. c) A group of customers that a company wants to serve in the future.
4. d) A group of customers that a company has served in the past.

9. Which of the following is an example of a correct use of grammar in a business context?
1. a) The company have been successful in increasing its market share.
2. b) The company has been successful in increasing its market share.
3. c) The company have been successful in increasing their market share.
4. d) The company has been successful in increasing their market share.

10. What is the meaning of the business term "competitive advantage"?
1. a) A unique benefit that a company has over its competitors.
2. b) A unique benefit that a company wants to have over its competitors.
3. c) A unique benefit that a company has over its customers.
4. d) A unique benefit that a company wants to have over its customers.

Section 2 - Short Answer Questions

Write a brief answer to each question:

1. Describe a situation where you would use the business term "synergy" in a sentence.

2. What is the importance of using correct grammar and vocabulary in a business email?

3. Describe a business scenario where you would need to use the concept of "target market".

4. What is the difference between "stakeholder" and "shareholder"?
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5. Describe a situation where you would use the business term "competitive advantage" in a sentence.
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Section 2 - Short Answer Questions (continued)

Write a brief answer to each question:

6. Write a brief business memo using correct grammar and vocabulary.

7. Describe a business scenario and apply relevant grammar rules and vocabulary.

8. What is the importance of using correct tense consistency in a business report?

9. Describe a situation where you would use the business term "ROI" in a sentence.

10. What is the difference between "outsourcing" and "insourcing"?

Section 3 - Essay Question

Write a business proposal using correct grammar, vocabulary, and communication strategies:

Imagine you are the manager of a company that wants to expand its operations into a new market. Write a
proposal to the CEO outlining the benefits and challenges of this expansion, and provide
recommendations for how to move forward.
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Section 4 - Performance Task

Participate in a mock business meeting, demonstrating correct grammar, vocabulary, and communication
strategies:

You are a member of a team that has been tasked with developing a new product. Your team must work
together to come up with a plan for the product, including its features, pricing, and marketing strategy. Use
correct grammar and vocabulary in your communication, and demonstrate effective communication
strategies such as active listening and turn-taking.

Group Task:

1. Discuss and decide on the features of the new product.
2. Determine the pricing strategy for the new product.
3. Develop a marketing plan for the new product.

Marking Guide

The following marking guide will be used to assess your performance:

Section 1: Multiple Choice Questions (20 points)
1 point for each correct answer
0 points for each incorrect answer

Section 2: Short Answer Questions (30 points)
5 points for content
3 points for grammar and vocabulary
2 points for organization and coherence

Section 3: Essay Question (30 points)
10 points for content
5 points for organization and coherence
5 points for grammar and vocabulary
10 points for communication strategies

Section 4: Performance Task (20 points)
5 points for content
5 points for communication strategies
5 points for grammar and vocabulary
5 points for participation and engagement
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Implementation Guidelines

The following guidelines should be followed when administering the assessment:

Time allocation: 60 minutes
Administration tips:

Ensure students have access to necessary materials (e.g. pens, paper, calculators)
Provide clear instructions and examples for each section
Encourage students to ask questions and seek clarification as needed
Monitor students during the performance task to ensure active participation and engagement

Differentiation Options

The following differentiation options can be used to support students with different learning needs:

For students with learning difficulties:
Provide additional time to complete the assessment
Offer one-on-one support during the performance task
Use visual aids and graphic organizers to support understanding

For English language learners:
Provide a glossary of key business vocabulary
Offer additional support during the essay and performance task sections
Use simplified language and clear instructions

For gifted students:
Provide additional challenges and extensions (e.g. create a business plan, write a script for a
business video)
Encourage students to take on leadership roles during the performance task
Offer feedback and guidance on advanced grammar and vocabulary usage
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Advanced Concepts

In this section, we will explore advanced concepts in business communication and grammar review. We will delve into the nuances of
language and communication in a business setting, including the use of idioms, phrasal verbs, and formal language. Students will
learn how to effectively use these concepts to convey their message and achieve their goals in a professional environment.

Case Study: Effective Communication in a Multinational Corporation

A multinational corporation with offices in several countries needs to communicate effectively with its employees, customers, and
stakeholders. The company uses a variety of communication channels, including email, video conferencing, and social media.
However, the company faces challenges in communicating across cultures and languages. Students will analyze the company's
communication strategy and provide recommendations for improvement.

Reflection

Reflect on a time when you had to communicate with someone from a different cultural background. What challenges did you
face, and how did you overcome them? What strategies can you use to improve your communication skills in a multicultural
environment?

Business Writing

In this section, we will focus on the principles of effective business writing. Students will learn how to write clear, concise, and
persuasive business documents, including memos, reports, and proposals. We will also cover the importance of tone, audience, and
purpose in business writing, as well as the use of proper grammar, spelling, and punctuation.

Example: Writing a Business Memo

Write a memo to the CEO of a company proposing a new marketing strategy. Be sure to include a clear and concise introduction, a
detailed explanation of the proposal, and a call to action. Use proper grammar, spelling, and punctuation, and consider the tone,
audience, and purpose of the memo.

Group Activity: Business Writing Workshop

Divide into small groups and participate in a business writing workshop. Each group will be given a scenario and asked to write a
business document, such as a memo or report. The groups will then share their documents and provide feedback to each other.

Presentation Skills

In this section, we will focus on the principles of effective presentation skills. Students will learn how to prepare and deliver a clear,
concise, and engaging presentation, including the use of visual aids, body language, and vocal techniques. We will also cover the
importance of audience awareness, tone, and purpose in presentations.

Case Study: Delivering a Successful Presentation

A sales representative needs to deliver a presentation to a potential client. The representative has prepared a clear and concise
presentation, but is nervous about delivering it. Students will analyze the representative's presentation and provide feedback on how
to improve it.

Reflection

Reflect on a time when you had to deliver a presentation. What challenges did you face, and how did you overcome them? What
strategies can you use to improve your presentation skills, including the use of visual aids, body language, and vocal techniques?

Negotiation and Conflict Resolution

In this section, we will focus on the principles of effective negotiation and conflict resolution. Students will learn how to negotiate and
resolve conflicts in a business setting, including the use of active listening, empathy, and problem-solving skills. We will also cover the
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importance of cultural awareness, tone, and purpose in negotiation and conflict resolution.

Example: Negotiating a Business Deal

Two companies are negotiating a business deal. The companies have different goals and objectives, and need to find a mutually
beneficial agreement. Students will analyze the negotiation and provide feedback on how to improve it.

Group Activity: Negotiation Role-Play

Divide into small groups and participate in a negotiation role-play. Each group will be given a scenario and asked to negotiate a
business deal. The groups will then share their results and provide feedback to each other.

International Business Communication

In this section, we will focus on the principles of effective international business communication. Students will learn how to
communicate effectively across cultures and languages, including the use of proper grammar, vocabulary, and pronunciation. We will
also cover the importance of cultural awareness, tone, and purpose in international business communication.

Case Study: Communicating Across Cultures

A company is expanding its operations into a new international market. The company needs to communicate effectively with its
employees, customers, and stakeholders in the new market. Students will analyze the company's communication strategy and
provide recommendations for improvement.

Reflection

Reflect on a time when you had to communicate with someone from a different cultural background. What challenges did you
face, and how did you overcome them? What strategies can you use to improve your international business communication skills,
including the use of proper grammar, vocabulary, and pronunciation?

Technology and Business Communication

In this section, we will focus on the role of technology in business communication. Students will learn how to use technology
effectively in business communication, including the use of email, video conferencing, and social media. We will also cover the
importance of digital literacy, tone, and purpose in technology-mediated communication.

Example: Using Technology in Business Communication

A company is using technology to communicate with its employees, customers, and stakeholders. The company uses email, video
conferencing, and social media to convey its message and achieve its goals. Students will analyze the company's technology-
mediated communication strategy and provide feedback on how to improve it.

Group Activity: Technology-Mediated Communication

Divide into small groups and participate in a technology-mediated communication activity. Each group will be given a scenario
and asked to use technology to communicate and achieve a goal. The groups will then share their results and provide feedback
to each other.

Introduction to Business Communication and Grammar
Review Assessment

Introduction to Business Communication and Grammar Review Assessment

Copyright 2024 Planit Teachers



Introduction

Welcome to the Introduction to Business Communication and Grammar Review assessment. This 60-minute
formative assessment is designed to evaluate your ability to identify and apply correct grammar rules in
business contexts, demonstrate understanding of key business vocabulary, and engage in effective
communication through speaking activities.

Section 1 - Multiple Choice Questions

Choose the correct answer for each question:

1. Which of the following is an example of a correct subject-verb agreement in a business context?
1. a) The company are hiring new employees.
2. b) The company is hiring new employees.
3. c) The company has hired new employees.
4. d) The company have hired new employees.

2. What is the meaning of the business term "synergy"?
1. a) The combination of two or more companies to form a new entity.
2. b) The ability of a company to work together with its stakeholders.
3. c) The idea that the whole is greater than the sum of its parts.
4. d) The process of acquiring another company.

3. Which of the following is an example of a correct use of tense consistency in a business email?
1. a) I will meet with the client yesterday to discuss the proposal.
2. b) I met with the client yesterday to discuss the proposal.
3. c) I am meeting with the client tomorrow to discuss the proposal.
4. d) I have met with the client to discuss the proposal.

4. What is the meaning of the business term "stakeholder"?
1. a) A person who owns shares in a company.
2. b) A person who has an interest in the success of a company.
3. c) A person who works for a company.
4. d) A person who is a customer of a company.

5. Which of the following is an example of a correct use of grammar in a business context?
1. a) The company have been in business for over 10 years.
2. b) The company has been in business for over 10 years.
3. c) The company have been in business since 2010.
4. d) The company has been in business since 2010.
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Section 1 - Multiple Choice Questions (continued)

Choose the correct answer for each question:

6. What is the meaning of the business term "ROI"?
1. a) Return on Investment
2. b) Return on Income
3. c) Return on Interest
4. d) Return on Initiative

7. Which of the following is an example of a correct use of vocabulary in a business context?
1. a) The company will downsize its operations to increase efficiency.
2. b) The company will upscale its operations to increase efficiency.
3. c) The company will outsource its operations to increase efficiency.
4. d) The company will insource its operations to increase efficiency.

8. What is the meaning of the business term "target market"?
1. a) A group of customers that a company is trying to reach.
2. b) A group of customers that a company is currently serving.
3. c) A group of customers that a company wants to serve in the future.
4. d) A group of customers that a company has served in the past.

9. Which of the following is an example of a correct use of grammar in a business context?
1. a) The company have been successful in increasing its market share.
2. b) The company has been successful in increasing its market share.
3. c) The company have been successful in increasing their market share.
4. d) The company has been successful in increasing their market share.

10. What is the meaning of the business term "competitive advantage"?
1. a) A unique benefit that a company has over its competitors.
2. b) A unique benefit that a company wants to have over its competitors.
3. c) A unique benefit that a company has over its customers.
4. d) A unique benefit that a company wants to have over its customers.

Section 2 - Short Answer Questions

Write a brief answer to each question:

1. Describe a situation where you would use the business term "synergy" in a sentence.

2. What is the importance of using correct grammar and vocabulary in a business email?

3. Describe a business scenario where you would need to use the concept of "target market".

4. What is the difference between "stakeholder" and "shareholder"?
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5. Describe a situation where you would use the business term "competitive advantage" in a sentence.
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Section 2 - Short Answer Questions (continued)

Write a brief answer to each question:

6. Write a brief business memo using correct grammar and vocabulary.

7. Describe a business scenario and apply relevant grammar rules and vocabulary.

8. What is the importance of using correct tense consistency in a business report?

9. Describe a situation where you would use the business term "ROI" in a sentence.

10. What is the difference between "outsourcing" and "insourcing"?

Section 3 - Essay Question

Write a business proposal using correct grammar, vocabulary, and communication strategies:

Imagine you are the manager of a company that wants to expand its operations into a new market. Write a
proposal to the CEO outlining the benefits and challenges of this expansion, and provide
recommendations for how to move forward.
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Section 4 - Performance Task

Participate in a mock business meeting, demonstrating correct grammar, vocabulary, and communication
strategies:

You are a member of a team that has been tasked with developing a new product. Your team must work
together to come up with a plan for the product, including its features, pricing, and marketing strategy. Use
correct grammar and vocabulary in your communication, and demonstrate effective communication
strategies such as active listening and turn-taking.

Group Task:

1. Discuss and decide on the features of the new product.
2. Determine the pricing strategy for the new product.
3. Develop a marketing plan for the new product.

Marking Guide

The following marking guide will be used to assess your performance:

Section 1: Multiple Choice Questions (20 points)
1 point for each correct answer
0 points for each incorrect answer

Section 2: Short Answer Questions (30 points)
5 points for content
3 points for grammar and vocabulary
2 points for organization and coherence

Section 3: Essay Question (30 points)
10 points for content
5 points for organization and coherence
5 points for grammar and vocabulary
10 points for communication strategies

Section 4: Performance Task (20 points)
5 points for content
5 points for communication strategies
5 points for grammar and vocabulary
5 points for participation and engagement
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Implementation Guidelines

The following guidelines should be followed when administering the assessment:

Time allocation: 60 minutes
Administration tips:

Ensure students have access to necessary materials (e.g. pens, paper, calculators)
Provide clear instructions and examples for each section
Encourage students to ask questions and seek clarification as needed
Monitor students during the performance task to ensure active participation and engagement

Differentiation Options

The following differentiation options can be used to support students with different learning needs:

For students with learning difficulties:
Provide additional time to complete the assessment
Offer one-on-one support during the performance task
Use visual aids and graphic organizers to support understanding

For English language learners:
Provide a glossary of key business vocabulary
Offer additional support during the essay and performance task sections
Use simplified language and clear instructions

For gifted students:
Provide additional challenges and extensions (e.g. create a business plan, write a script for a
business video)
Encourage students to take on leadership roles during the performance task
Offer feedback and guidance on advanced grammar and vocabulary usage
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