Business and Technical English Writing ENG201
Spring 2021
Assignment No. 1

Q 1. In business communication, it is important to use appropriate language when writing a letter. It is necessary to use strong phrases and to avoid weak words. In the following list, each sentence contains some weak words commonly used in letter writing. Identify the weak word from each sentence and write it in the column below against the relevant number.                                                                                                             

1. We are sorry to inform you that the interview is a bit difficult to schedule.
2. So, it can be concluded that the product needs further refinement.
3. We can guarantee that this product gets attention.
4. We know that you are concerned about your stuff.
5. We can say that the perfect solution to our problem is that you provide us with the material.
6. The results of your argument obviously indicate that you are not interested in investing.

Answer:
	Sentence Number
	Answer (one word only)

	1 sample solution
	A bit

	2
	Can be

	3
	can

	4
	your

	5
	with

	6
	obviously




Q 2. Suppose you are working as a website developer in a Software House, AEROTECH and you want to develop a new website for online teaching for Eagleton School System. Keeping in view the general structure mentioned below, you need to write a proposal to the Managing Director of your Software House.

· Introduction
· Body
· Conclusion

Answer:
Dated : May 28, 2021
Managing Director,
AEROTECH Software House,
Karachi.

SUBJECT: Proposal for the Online Teaching Website for Eagleton Schools System

Dear Sir,
Eagleton Schools System is one of the growing schooling system in our city. They are currently working on traditional teaching methods and facing difficulty in managing course specially due to pandemic.
I have prepared a proposal for the development of Online Teaching website for Eagleton Schools System which our team can implement. This will not only support the school to enhance their teaching system but will also be beneficial for our company.
Kindly consider and approve.

Regards

Mansoor Ahmed
Website developer











Proposal for Online Teaching Website
Prepared for Eagleton Schools System
By Mansoor Ahmed

Introduction:

In this age of technology and time of pandemic, it is becoming necessary to transfer conventional teaching to Online methods. With the latest tools like High-Definition Web Camera and availability of High-Speed Internet throughout city, it is very convenient to transfer academic knowledge using web portals. 

AEROTECH is one of the leading Software Houses specialized in developing various types of websites for their valued customers. Our portfolio includes the range of websites from simpler informative to the e-commerce websites. We are specialized in developing Online Teaching websites for schools and other institutions.

Eagleton School System wants to transform into online teaching system using expertise of AeroTech, who can develop a purpose build website for them. 


What is Online Teaching?

Online teaching is education that takes place over the Internet. It is often referred to as “elearning” among other terms. However, online learning is just one type of “distance learning” -
the umbrella term for any learning that takes place across distance and not in a traditional
classroom. 

By far the most popular approach today is online teaching. According to the Sloan Consortium,
online enrollments continue to grow at rates faster than for the broader student population and
institutes of higher education expect the rate of growth to continue increasing. 

How will it work?

In years past, instructors had to create their “virtual classrooms” from scratch which was difficult
and often led to poor results. Today, we can design Course Management System (CMS) software on the website. CMS allow instructors to design and deliver their courses within a flexible framework that includes a number of different tools to enable learning and communication to occur.

This CMS will offer functionality which allows instructors to deliver course content, enable
communications, and conduct evaluations. The most common tools CMS include:

· Schedule For posting and viewing deadlines, events, etc.
· Announcements For posting current information to all students.
· Syllabus For creating and posting the course syllabus.
· Modules For publishing and viewing course content in sections.
· Assignments For posting, submitting, and grading student work.
· Discussion Board For asynchronous discussions, group work, and collaboration.
· Private Messages For private communication between students and/or the instructor.
· Chat For real-time, synchronous conversation in written form.
· Tests & Quizzes For authoring and administering exams, quizzes, surveys, etc.
· Gradebook For posting and managing student grades.


Benefits of Online Teaching through our web portal:

Why online distance learning and why now? Online distance learning meets the needs of an
ever-growing population of students who cannot or prefer not to participate in traditional
classroom settings. These learners include those unable to attend traditional classes, who
cannot find a particular class at their chosen institution, who live in remote locations, who work
full-time and can only study at or after work, and those who simply prefer to learn independently.

The minimum requirement for students to participate in an online course is access to a
computer, the Internet. Online courses provide an excellent method of course delivery unbound by time or location allowing for accessibility to instruction at anytime from anywhere. Learners find the online environment a convenient way to fit education into their busy lives. The ability to access a course from any computer with Internet access, 24 hours a day, seven days a week is a tremendous incentive for many of today’s students.

Some of the main advantages include:

• Convenience: 24/7 access from any online computer; accommodates busy schedules; no
commuting, no searching for parking.
• Enhanced Learning: Research shows increased depth of understanding and retention of
course content; more meaningful discussions; emphasis on writing skills, technology skills,
and life skills like time management, independence, and self-discipline.
• Interaction: Increased student-to-teacher and student-to-student interaction and discussion;
a more student-centered learning environment; less passive listening and more active
learning; a greater sense of connectedness, synergy.
• Innovative Teaching: Student-centered approaches; increased variety and creativity of
learning activities; address different learning styles; changes and improvements can
translate to on-ground courses as well
• Improved Administration: Time to examine student work more thoroughly; ability to
document and record online interactions; ability to manage grading online.
• Savings: Accommodate more students; increased student satisfaction = higher retention
and fewer repeats.
• Outreach: Give students options; reach new student markets; appeal to current students
thus increasing enrollments.

Online Teaching from Website FAQ

Is an online class the same as a self-paced class?

Answer: No. While some online classes are similar to independent study, most online classes
are not self-paced classes. The due dates for documents and class participation reflect those of
a "regular" campus class. Homework, other activities, and online class participation must be
completed by preset dates and times.

How much time do students have to spend online?
Answer: Students should plan to spend at least the same amount of time you would spend on a face to-face class. And probably more, at least at first, as you get oriented to the online CMS.

Do everyone have to log on to class at a particular time?
Answer: No. Students will have deadlines by which to post their work, but when they complete that work is up to them.

What Internet skills would be helpful in an online class?

Answer: The most successful students have the following Internet skills:

• Familiarity with Web browsers and an email program.
• Some familiarity with Web-based interactions such as email, discussion boards, listservs,
and chat rooms.
• Proficiency with typing and word processing.
• Experience in successful Internet searches using a variety of search engines.

When and where do classes take place?

Answer: Teachers and Students don't really "meet" in a real-time or physical face-to-face sense. Instead, they interact regularly through the CMS and via email. Courses take place wherever the computer is: at home or on the road - anywhere it can connect to the Internet

How will Teachers be able to communicate with their students?

Answer: A lot of instructors mistakenly assume that they'll feel isolated from their online
students. To their surprise, most instructors find that online courses actually provide a high
degree of personal contact, and many say that they get to know their online students much
better than their students in on-ground courses. This is because asynchronous, online courses
offer many more opportunities for reflection, in-depth discussion, and interaction than traditional
courses that meet only once or twice a week. 



Conclusion:

Eagleton Schools System is highly enthusiastic about the opportunity to work with AEROTECH to design its website for online teaching. In short, AEROTECH has a proven track record of providing organizations with high quality solutions that are effective and easy to manage. Eagleton Schools System  is the right choice if it is looking for a company and a team that can ensure quality and provide high-touch service tailored to client and end user needs. We look forward to work with them on this website development and welcome any questions in regard to this proposal.
