ESL MARKETING

INITIAL NEEDS ANALYSIS
First/Last Name: 

Job Title:

Company Name:


Directions: Please type your answers (in blue) after each question. If your request is for a language other than English, insert the name of the requested language in place of English.
1. What functions and tasks do your non-native English-speaking employees or members need to do?

2. What language competencies are required to do those functions and tasks well? 

For each box, number the language competencies 1 – 3 in order of importance to your company goals 
(1 = most important; 3 = least important). If any do not apply to your employees, leave those spaces blank.
	____ Speaking face to face with clients/customers
____ Speaking on the phone with clients/customers
____ Speaking (presenting) at meetings / conferences
	____ Listening in face to face conversations 

____ Listening on the phone 

____ Listening at meetings / conferences 

	____ Reading letters / faxes 

____ Reading e-mail messages 

____ Reading company reports 

____ Reading articles in business journals

____ Reading articles in daily newspapers
	____ Writing phone messages 

____ Writing letters / faxes 

____ Writing e-mail messages

____ Writing articles

____ Writing brief presentation outlines 


3. Please list any additional required language competencies here: 

4. How well do your employees or members currently perform the functions and tasks listed above? 

In the chart above, highlight (in yellow) all functions and tasks requiring urgent English training. 

5. What immediate problem or crisis (if any) prompted you to contact a language training provider?

6. What is the primary native language spoken by employees in your company? Please list any others.

7. How many company employees will participate in English training? 

8. Of these employees, how many are: entry-level ____, supervisors____, and executives ____?

9. Please describe your desired training schedule, including days, hours, and number of weeks, as well as how soon you would like the training to begin.  

10. Please include any additional comments here: 

