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Module title Academic Skills 2 for Business 

School Business 

Level  Level 7 

Credit value 0 credits 

Contact hours 30 hours  

Programme BSc Business Programmes 

Module Leader Julian Yeo 

Related 
modules 

Pre-requisites None 

Co-requisites None 

Post-requisites None 

Excluded 
combinations 

None 

External accrediting body None 

Delivery locations London, Manchester and Birmingham 

 

INTRODUCTION 

This module aims to support students in developing their academic essay writing skills during 

the first year of their undergraduate business studies. The module will help to equip students 

with some of the key academic, organizational and language skills students will need to write 

successfully at an undergraduate level in business.  

The sessions will develop students’ knowledge of academic skills firstly by covering some of the 

essential academic skills such as academic reading methods, evaluating the suitability of 

sources, listening to lectures and note taking, and presentations. The sessions will further look 

at the appropriate use of sources in academic assignments by developing awareness of what 

constitutes plagiarism, and how this can be avoided through paraphrasing, synthesis and 

correct citation using the Harvard system. The module will also break down steps in the writing 

process, such as analyzing questions, planning essays and reports, creating coherent 

arguments, writing in a descriptive and a discursive way and editing. The module will cover the 

typical structure of academic essays and reports by examining the introduction, paragraph 

structure in the main body and conclusions. The module will also include skills for academic 

speaking and listening, such as contributing to seminars, delivering presentations, and note 

taking from lectures. 

At the start of the course students are assessed with an initial diagnostic test. For those below 

an IELTS 6.5 English language level the course is compulsory, and optional for other students. 
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RATIONALE AND DELIVERY 

What are the educational aims 
of the module? 

This module aims to: 
1. Teach basic academic skills such as academic 

reading methods, and evaluating the suitability of 
sources for academic writing. Build students’ 
confidence in using sources appropriately by 
developing awareness of what is plagiarism, and 
how to avoid this through paraphrasing, synthesis 
and correct citation using the Harvard system.  

2. Outline steps in the writing process, such as 
analyzing essay questions, planning essays, and 
editing. 

3. Outline and practice fundamental writing skills 
such as creating coherent arguments, writing in a 
descriptive and a discursive way 

4. Examine the typical structure of academic essays 
and reports by examining the introduction, 
paragraph structure in the main body and 
conclusions. 

5. Develop student speaking skills for seminars and 
presentations 

6. Develop note taking skills for lectures 
7. Develop critical thinking skills 

 
 

How will the module be 
assessed? 
 

Mode of assessment 
 
This module will be assessed through two formative essay 
tasks at the start and end of the module. 
 

 

What additional library 
resources will the module 
require? 

Recommended reading: 
 
Bailey. S. (2011). Academic Writing : A Handbook for 
International Students of Business (1st edition). Routledge. 
 
Cottrell, S. (2014). Study Skills Handbook (4th edition). Palgrave 
Macmillan. 
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Oshima, A. and Hogue, A. (2005). Writing Academic English. 
Addison-Wesley. 
 
Paterson, K. and Wedge, R. (2012). Oxford Grammar for EAP. 
OUP. 
 

Web resources: 
http://aeo.sllf.qmul.ac.uk/  
http://beta.bps.org.uk/  
http://www.citethisforme.com/guides/apa  
https://skillshub.northampton.ac.uk/  
http://www.uefap.com/  

 

  

http://aeo.sllf.qmul.ac.uk/
http://beta.bps.org.uk/
http://www.citethisforme.com/guides/apa
https://skillshub.northampton.ac.uk/
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5 
 

MODULE LEARNING OUTCOMES 

Knowledge and understanding 

Ref A. Students should be able to demonstrate: 

K1 An understanding of and an ability to use the main language structures for academic 

writing. 

K2 An understanding of a wide range of demanding, longer written texts in Business 

K3 Ability to write and communicate effectively using an appropriate level of general and 

academic English. 

K4 Productive and receptive use of a core of general academic vocabulary and an active 

vocabulary in Business. 

K5 A recognition of appropriate and inappropriate registers of language for academic 

communication in Business. 

 

 

Cognitive Skills 

Ref B. Students should be able to: 

C1 Differentiate between main and supporting ideas in written texts in their field of study. 

C2 Categorise and synthesise information and ideas to produce their own argument. 

C3 Recognize English language structures in order to achieve a solid understanding of 

academic texts in their field of study. 

 

Professional Skills and Attitudes 

Ref C. Students should be able to: 

P1 Exercise a level of language necessary to communicate orally and in writing to follow a 

programme of academic study at university level. 

P2 Communicate ideas and analysis clearly and concisely in an appropriate format in 

order to inform and explain their decision making rationale to others.  

P3 Produce clear, well-structured, oral and/ or written English on complex subjects, 

showing reasonably controlled use of organisational patterns, connectors and 

cohesive devices. 

 

General Transferable Skills 

Ref D. Students should be able to: 
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T1 Exercise self-management skills, including the ability to set personal objectives, 

manage time and tasks and evaluate their own performance. 

T2 Employ patterns of organization and appropriate register for different forms of written 

communication. 

T3 Take responsibility to learn effectively and be aware of their own learning strategies, 

including the ability to learn both independently and co-operatively. 
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Academic Skills Level 2  

   

Week Topic Learning aims 

1 
Types of academic writing / 

Academic writing style / Diagnostic 
test 

Differences informal/academic English; intro to different 
academic genres; academic orientation and learning needs 

analysis; diagnostic writing exercise 

2 
Question analysis / paragraph 

structure / outlining 
Analysis of assignment question words and instructions; 

essay structure; paragraph structure 

3 
Reading skills: case studies / 

presentation skills 

Academic reading skills: skimming / scanning, intensive / 
extensive; types of sources; presentations: structure, 

signposts, use of voice 

4 Listening to lectures & Note-taking  

 Notetaking process & styles 
 Listening and taking notes from lectures 

 Using sources: quotation, paraphrase and summary 
 Paraphrase techniques 

 

5 Referencing / avoiding plagiarism 

Review quotation, paraphrase and summary 
How to avoid plagiarism. 
Learn how to reference correctly. 
List of references activity.   

 

6 Seminars &  evaluative language 

 Seminar purpose and seminar expressions 
Learn to structure arguments: supporting/counter 
arguments and rebuttals in a paragraph. 
Using cautious language 

7 Writing reports 

Identify the differences between essays and 
reports.  
Analyse the structure of introductions, executive 
summaries and reports.  
Discuss a controversial topic (e.g. gender-related 
issues in the workplace).  
Plan/write a brief executive summary.  

 

8 Writing literature reviews 

Explore what a literature review is and its purpose.  
Critical reading (to ensure critical writing) 
Writing the review:  

1. Structure  
2. Introductions 
3. Conclusions  

Critical approaches to writing  
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9 
Editing, proofreading and 2nd 

diagnostic 
To complete a diagnostic test.  

2. To acquire editing techniques to improve writing. 

10 Course review 
Feedback on 2nd diagnostic; review example report, 

example memo 

 

 

 


