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[bookmark: _hvavpdqbkn48]12th Grade – Business English Syllabus
Mr. Johansen – Lake Dallas High School 2026–2027
Dear Parents and Guardians,
Welcome to Business English at Lake Dallas High School! This syllabus outlines the course plan for your child’s class, including key topics, expectations, and how you can support their success. As required by Texas law (Senate Bill 12), this document serves as the instructional plan and is available for your review. I look forward to working with you and your child!
[bookmark: _64rj4l5i8m2w]Contact Information
· Teacher: Levi Johansen
· Email: ljohansen@ldisd.net
· Phone: (940) 497-4031
· Conference Time: 10:00–10:45 AM, Monday–Friday
· Best Way to Reach Me: Email or call the school office. I’ll respond within 24 hours on school days.
[bookmark: _y12yyp4e1arc]Course Overview (Instructional Plan)
Business English is a 12th-grade course that develops communication and research skills through their application to business and workplace environments. Students will strengthen verbal, nonverbal, written, research, technology, and career-readiness skills while producing properly formatted business documents and completing authentic workplace tasks.
Throughout the course, students will apply these skills through real-world workplace scenarios, collaborative projects, professional documents, presentations, research activities, career preparation, and the development of a professional electronic portfolio.
Instruction is based on the Texas Essential Knowledge and Skills (TEKS) for Business English, 19 TAC §127.244, adopted 2015.
[bookmark: _k8ypui2h5vvx]Course Units, Key Topics & TEKS Alignment
[bookmark: _1ow88rj4gmkn]Unit 0: Introduction to Business English & Classroom Community
Key Topics:
· Course expectations and syllabus review
· Team-building and workplace collaboration
· Introduction to business communication
· Professionalism and workplace expectations
· Personal and academic goal setting
· Time management and responsibility
TEKS: §127.244(d)(1)

[bookmark: _f2jjhez2xu8u]Unit 1: Workplace Ethics & Professionalism
Key Topics:
· Professional behavior and workplace expectations
· Work ethic and accountability
· Integrity and ethical decision-making
· Ethical workplace scenarios
· Professional responsibility
· Ethical use of information and technology
TEKS: §127.244(d)(1), (d)(4)

[bookmark: _qrfwfjax2u5p]Unit 2: Communication Skills
Key Topics:
· Verbal and nonverbal communication
· Communication styles and processes
· Active listening
· Giving and receiving feedback
· Communication barriers
· Interpersonal communication
· Adapting communication to different audiences and situations
· Communication in diverse workplace environments
TEKS: §127.244(d)(5), (d)(6)

[bookmark: _wte3l4kmhrrq]Unit 3: Business Correspondence
Key Topics:
· Professional email communication
· Business memos and correspondence
· Purpose and audience
· Professional tone and word choice
· Organization and formatting
· Planning, drafting, revising, and editing professional communication
TEKS: §127.244(d)(7), (d)(11), (d)(12)

[bookmark: _ckxglc4e8ks0]Unit 4: Proofreading, Editing & Professional Writing
Key Topics:
· Common errors in professional writing
· Grammar, spelling, punctuation, and usage
· Proofreading strategies
· Editing and revision
· Improving clarity and effectiveness
· Peer and self-editing
· Applying the writing process to workplace documents
TEKS: §127.244(d)(11), (d)(13), (d)(14), (d)(15)

[bookmark: _m836zhw2oe1g]Unit 5: Presentations & Visual Communication
Key Topics:
· Organization of professional presentations
· Effective verbal and nonverbal delivery
· Audience awareness
· Designing effective visual aids
· Using graphics, charts, and multimedia
· Evaluating visual communication
· Public speaking and presentation practice
TEKS: §127.244(d)(5), (d)(10), (d)(12), (d)(17)

[bookmark: _piefok3mgg2c]Unit 6: Research, AI & Information Literacy
Key Topics:
· Finding information for business purposes
· Evaluating credible and reliable sources
· Identifying bias and purpose
· Research planning and organization
· Responsible use of information
· Ethical use of digital and emerging technologies
· Capabilities and limitations of artificial intelligence
· Responsible use of AI as a research and workplace tool
· Citing and communicating researched information
TEKS: §127.244(d)(2), (d)(3), (d)(4), (d)(10), (d)(16)

[bookmark: _mo3yjevtyfgf]Unit 7: Building a Company – Planning & Branding
Key Topics:
· Brainstorming business ideas
· Defining a company's purpose
· Market and competitor research
· Identifying target audiences
· Mission statements
· Business names, logos, and branding
· Creating professional business materials
· Team roles and responsibilities
· Collaborative decision-making
TEKS: §127.244(d)(1), (d)(3), (d)(7)

[bookmark: _bmrmd4bh3zst]Unit 8: Workplace Technology & Digital Collaboration
Key Topics:
· Word processing
· Professional document creation
· Spreadsheet fundamentals
· Presentation software
· File organization and naming conventions
· Shared documents and collaborative work
· Workplace communication technologies
· Appropriate and ethical technology use
· Troubleshooting common technology problems
TEKS: §127.244(d)(3), (d)(4), (d)(7)

[bookmark: _mr33pu85j6es]Unit 9: Customer Service & Workplace Communication
Key Topics:
· Understanding customer and client needs
· Professional customer interactions
· Active listening
· Verbal and nonverbal communication
· Handling complaints and difficult situations
· Communication barriers
· Positive communication techniques
· Service-recovery strategies
· Workplace role-play scenarios
TEKS: §127.244(d)(1), (d)(5), (d)(6)

[bookmark: _bgp2t29ojxsf]Unit 10: Business Projects & Applied Workplace Skills
Key Topics:
· Collaborative business projects
· Workplace problem-solving
· Team responsibilities and accountability
· Project planning and organization
· Professional communication
· Research and information gathering
· Technology integration
· Creating professional workplace products
· Presenting completed work
TEKS: §127.244(d)(1), (d)(3), (d)(5), (d)(7)

[bookmark: _1w5lsnej4f7]Unit 11: Professional Portfolio Development
Key Topics:
· Purpose of a professional electronic portfolio
· Creating a professional digital presence
· Organizing professional materials
· Selecting appropriate work samples
· Including career and application documents
· Revising work for a professional audience
· Presenting a completed professional portfolio
TEKS: §127.244(d)(8)

[bookmark: _2toq3ai4rog6]Unit 12: Career Exploration & Job Search Skills
Key Topics:
· Exploring employment opportunities
· Finding and evaluating job postings
· Identifying job qualifications and requirements
· Analyzing employer expectations
· Identifying important skills and keywords
· Matching personal experience to job requirements
· Understanding the employment application process
· Using research skills during a job search
TEKS: §127.244(d)(2), (d)(3), (d)(8), (d)(12)

[bookmark: _ija1lwxutad5]Unit 13: Résumé Development
Key Topics:
· Purpose and structure of a résumé
· Identifying relevant skills and experience
· Developing effective résumé bullet points
· Communicating accomplishments and responsibilities
· Matching résumé content to job postings
· Understanding Applicant Tracking Systems (ATS)
· Selecting professional résumé formats
· Drafting, revising, editing, and proofreading
· Peer review and feedback
· Responsible use of AI during résumé development
· Adding the completed résumé to the professional portfolio
TEKS: §127.244(d)(8), (d)(11), (d)(12), (d)(13), (d)(14), (d)(15)

[bookmark: _qy19m8eg94g0]Unit 14: Cover Letters & Professional Applications
Key Topics:
· Purpose and structure of a letter of application/cover letter
· Analyzing audience and purpose
· Connecting qualifications to employer needs
· Professional and persuasive writing
· Drafting, revising, editing, and proofreading
· Preparing professional application materials
· Responsible use of AI and digital tools during drafting
· Adding application materials to the professional portfolio
TEKS: §127.244(d)(7), (d)(8), (d)(11), (d)(12), (d)(13), (d)(14), (d)(15)

[bookmark: _dvtzwyp82jvx]Unit 15: Interview Skills & Professional Presence
Key Topics:
· Interview formats and expectations
· Preparing for an interview
· Responding to common interview questions
· Communicating skills and experience effectively
· Professional appearance and behavior
· Verbal and nonverbal interview communication
· Asking appropriate questions
· Active listening during interviews
· Mock interviews and feedback
TEKS: §127.244(d)(1), (d)(5), (d)(6)

[bookmark: _1byl2ug831fq]Unit 16: Workplace Readiness & Professional Skills
Key Topics:
· Workplace expectations and professional etiquette
· Teamwork and collaboration
· Leadership and workplace responsibility
· Professional communication
· Problem-solving and decision-making
· Workplace meetings
· Time management and organization
· Adapting to workplace challenges
· Applying professional skills to real-world situations
TEKS: §127.244(d)(1), (d)(5), (d)(6)

[bookmark: _xi567ytyh53j]Unit 17: Senior Wrap-Up & Career Transition
Key Topics:
· Preparing for post-graduation education and employment
· Career and educational goal reflection
· Reviewing workplace communication skills
· Final résumé and career-document review
· Completing the professional electronic portfolio
· Presenting professional accomplishments
· Applying workplace-readiness skills to post-graduation situations
TEKS: §127.244(d)(1), (d)(8), (d)(12)
[bookmark: _isye8ofdcw1q]Learning Objectives
By the end of this course, students will be able to:
· Communicate effectively in professional and workplace settings.
· Demonstrate professionalism, collaboration, work ethic, and ethical behavior.
· Produce properly formatted business documents using appropriate tone and conventions.
· Apply the writing process to professional and workplace communication.
· Proofread, edit, and revise writing for clarity and correctness.
· Conduct research and evaluate information for credibility, relevance, bias, and purpose.
· Use current and emerging technology to produce and communicate information.
· Use artificial intelligence and other emerging technologies responsibly when appropriate.
· Collaborate with others to complete workplace tasks and projects.
· Create and deliver effective professional presentations.
· Analyze job postings and identify employer expectations.
· Prepare professional employment materials, including a résumé and letter of application.
· Demonstrate effective interview and workplace communication skills.
· Create and present a professional electronic portfolio demonstrating career-readiness skills.
[bookmark: _wd8j5npo3tzs]Assessment Methods
· Formative assessments: daily practice, class participation, collaborative activities, skill checks, drafts, and reflections
· Summative assessments: unit projects, presentations, professional writing assignments, career-readiness projects, and portfolio submissions
· Grammar Fridays: regular writing, grammar, vocabulary, proofreading, and mechanics practice integrated throughout the course
· Projects: individual and collaborative projects requiring students to apply Business English skills to realistic workplace situations
[bookmark: _utqi1sow41vi]Instructional Strategies
· Project-based learning
· Workplace simulations and role-play
· Real-world business and career scenarios
· Collaborative team activities
· Peer review and revision
· Research and source-evaluation activities
· Professional writing workshops
· Technology-enhanced instruction
· Responsible integration of artificial intelligence and emerging technologies
· Career-readiness activities using authentic or realistic workplace materials
[bookmark: _8zbd83ce23dw]Class Policies
· Be on time, prepared, and respectful.
· Meet deadlines; late work follows school and district guidelines.
· All late work will have 10 points deducted from the total grade, and an additional 10 points will be deducted for each week the assignment is late.
· Group work requires equitable contributions from all members.
· Minor grades are worth 60% of the total grade.
· Major grades are worth 40% of the total grade.
· Students are expected to use technology, including artificial intelligence tools when permitted, responsibly and according to classroom and district expectations.
Thank you for supporting your child’s education! Feel free to contact me with questions.
Sincerely,
Levi Johansen


