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Abstract  
 

Business Communication Skills is a text book published in 2013 by Maria Esther 

Rodriguez Gil and Daniela Cecic as authors. The book was envisioned to be used in 

Business related subjects and as a self- study book. The book offers 6 chapters about 

Business English: application forms, e-mails, negotiations, CV and cover letter and 

presentations. It contains readings, exercises and keys. Each chapter has an original 

reading text adapted for the B1- B2 level purposes. In 2018 it was decided to change 

and update the information due to some feedback received by the readers. Instead 

of application forms, we are going to introduce how to make a video CVs and one 

subchapter related to the use of social media such as LinkedIn in order to find a job. 

The changes are in process and will be presented at this conference for the first time. 
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Introduction  
Business Communication Skills textbook (Cecic, 2013) has been created during a 

two-year period (2011- 2013) firstly by looking for original materials/ articles to be 

adapted to B1 and B2 levels according to the Common European Framework for 

Reference CEFR (1991). This descriptive framework highlights the importance of 

intercultural awareness, lifelong learning and learner´s autonomy. Moreover, the 

student is considered as the centre of learning process and it stresses the essential 

role of self- assessment (Lenz, 2004). By taking into account all these criteria we have 

decided to write a book that can be used in class and as a self- study book. In 

addition, we have followed the CEFR and included a Can do… self- assessment grid 

of language proficiency outcomes at the end of each unit.  Business 

Communication skills is a comprehensive textbook that offers topics related to real 

world issues such as CV writing and job interview among others (Richards et al., 

2013). After a 5-year period when we have received comments by readers/ users 

(teachers and students) and therefore decided to update the information scope by 

including new ways of presenting the CVs: videos and social media but still bearing 

in mind the CEFR parameters (life skills, learning strategies and competences 

development). The CEFR document states that learners are supposed to be flexible, 

meaning being able to cope with the unknown and willing to improve thanks to 

constant learning since for businesses qualifications are no longer considered 

sufficient (Berchoud, 2011). 

 In order to fill in the gap for more student- centred books and for new ways of 

learning that really cater for job opportunities we will include more self-awareness 
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data of own language skills and strategic actions to be taken in order to improve 

one´s learning process. In addition, we will introduce the new ways of presenting 

one´s life achievement via the social media (professional ones such as LinkedIn) by 

more visual presentations such as video CVs.  

 We also need to mention the concept of a European Qualifications Framework 

for lifelong learning (EQF) was developed within the “Education and Training 2010” 

work programme of the European Commission as a meta-framework of reference for 

educational qualifications as outcomes of lifelong learning. It was published by the 

Commission as a Staff Working Document in 2005. One of the EFQ´s elements is the 

promotion of the key competences being the following (Martyniuk, 2006, p. 14, 16): 

1. Communication in mother tongue; 

2. Communication in foreign languages; 

3. Mathematical competence and basic competences in science and 

technology; 

4. Digital competence; 

5. Learning to learn; 

6. Interpersonal, intercultural and social competences, civic competence; 

7. Entrepreneurship; 

8. Cultural expression 

 These competences 2, 4, 5, 6, 7 and 8 will be addressed in the new version of 

Business Communication Skills since they entail the needs of today´s worker to be 

able to perform efficiently and to be able to acquire the skills of lifelong learning. As 

a new addition to the second version of the book learning to learn, interpersonal 

and entrepreneurship competences are the main basis of two new chapters 

dedicated to aid in active job search. Being aware of the digital society and the 

need to control the information about our own achievements in the labour world the 

mention of LinkedIn in the book seemed like a relevant and necessary information 

for current job seekers.  

 LinkedIn community membership (www.linkedin.com) has been growing 

constantly (Gerard, 2011) and therefore to include a guide how to present an 

efficient and appealing CV on this online social network for professional has been 

considered a must. LinkedIn is probably one of the best performing social media 

used by human resources management experts, as well as by job seekers (Adams, 

2013). One of the main goals in professional career, but as well in private life, is to 

control and manage the “self-presentation in online communities “ (Rui et al., 2013). 

Presence on social media sites allows its users the improvement of connetions with 

other members of the network (Schwämmlein et al., 2012; Chiang et al., 2015). 

 To use LinkedIn as a self- representation of our own´ s best is taking into control our 

own job history and education to be seen by recruiters. Thus, the core intention 

behind the chapter related to jobs and CVs has been to show the best practices 

and examples of how to present oneself in the online professional community.  

 

Methodology  
The methodology behind the Business Communication Skills new version book is 

Action Research (henceforth AR). AR is a name given to a particular way of looking 

at your own practice to check whether it is as you feel it should be, and is a form of 

classroom-based research used by teachers as a means to reflect on possible 

problems with the view of finding solutions. In this case or data on the book´s usage 

was provided to use by the users themselves (teachers and students). The authors of 

this book have used the book in their Business classes and contributed to the book´s 

feedback. According to the Longman Dictionary of Language Teaching and 
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Applied Linguistics (2013) the main aim of action research is to solve problems in 

general, and, in particular, in education to look for improvements in teachers´ 

understanding of teaching practice and learning phenomena. AR has several steps 

as follows: a) the choice of behaviour that the teacher wants to investigate, b) the 

choice of an appropriate technique; c) data culling and analysis; d) an action plan; 

e) implementation; and f) improvement; and consequence noting. 

 AR has its goal to address a specific problem within a specific setting, such as 

classroom, a workplace, a program, or an organization. By using the action 

research, we can offer practical solutions in the real world: how to improve the 

teaching process by implementing changes and improvement (Merriam, 2014). The 

specific problem was the availability of real life texts and exercises to cater for 

business communication skills within business English books for English as a Second 

and/ or Foreign Language.  

 Although we did not seek for user´s feedback, we have received some and 

therefore decided to investigate the book´s content and self- assessment above all. 

The technique used was the data collection by users and our own class reflections. 

Once analysed the data the action plan was adopted to address the old-fashioned 

parts of the book such as application forms and CV writing. The implementation of 

these changes will be done during the 2018 with the book´s second edition. In this 

second edition, we will explicitly ask for user´s feedback by proving an end of book 

survey in the google doc format. The survey will be anonymous and the collected 

data will be analysed accordingly.   

 Moreover, we have used content analysis research method. This investigation 

technique originated in social science and it is used widely and very often when we 

want to present data quantitatively: “Content analysis has more than fifty years of 

use in communication, journalism, sociology, psychology and business. Its methods 

primarily stem from social and behavioural sciences. It is the fastest growing 

technique in quantitative research” (Neuendorf, 2002, p. 15).  

 

Results  
The results of the action research and content analysis research conducted 

throughout a 5-year period have shown that the book needs an update on the 

content and on the self- assessment criteria. The research conducted by the authors 

themselves has proven that the book works really well in class and that it is user 

friendly. The culled data are not quantitative by qualitative and were collected in a 

rather informal way.  

 Our main wish was to offer a practical solution to improve teaching/ learning 

process regarding business skills in real life situations. Nowadays, social media play an 

important role for job seekers and for those who are looking for potential employees. 

The information on line can be harmful or helpful therefore it is crucial to control the 

data available about ourselves. One way of doing this is by offering accurate and 

updated information on the LinkedIn platform and by using CV videos in vogue to 

present ourselves in the current business world. LinkedIn’s interface caters towards 

the need for professional self-promotion (Papacharissi, 2009). Number of LinkedIn 

users was more than 60 million members in 2010 (Hempel, 2010). Visitors to the site 

have jumped 31% from last year to 17.6 million in February. "You Google other 

people, so don't you think they're Googling you?" LinkedIn founder Reid Hoffman 

asks. "Part of a networked world is that people will be looking you up, and when they 

do, you want to control what they find." Hempel (2010) indicate, “Helping you 

present yourself well online is just the start. LinkedIn plans to go far beyond, making 

itself an active and indispensable tool for your career path. The secrets lie buried in 
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the data: those 60 million profiles, including yours”. In order to help our users to 

control the data available about them the main idea is to offer them strategies, 

techniques and key words that they can use to boost their careers by using the 

professional social media network and by using video CVs. 

 

Discussion  
The new and improved edition of Business Communication Skills book available at 

the end of 2018 is a result of teachers’ and author´s usage in classrooms and by 

students themselves. We are aware of the importance of the social media and the 

tendency to be more visual. Thus, the ways of presenting information in a CV format 

nowadays is much more acceptable in video format and since the LinkedIn allows 

us to post videos, we can use this tool to our advantage.  

 Guillory et al. (2012, p. 135) indicate that “compared with traditional resumes, 

LinkedIn resumes were less deceptive about the kinds of information that count most 

to employers, namely an applicant's prior work experience and responsibilities, but 

more deceptive about interests and hobbies. The results stand in contrast to 

assumptions that Internet-based communication is more deceptive than traditional 

formats, and suggests that a framework that considers deception as a resource for 

self-presentation can account for the findings”.  

 

Conclusion  
In this paper, the new ways of presenting CVs and tools to successfully pass a job 

interview via the social media have been introduced. The importance of on line 

communities when looking for a job is undeniable in today´s society and the new 

edition of the book: Business Communication Skills offers some keys and insight into 

job seekers and job searchers worlds.  

 Previous research, by using action research method, has shown that students and 

teachers need the change regarding the way the information has been presented 

in the book, since they have stated that the chapter about job interviews is old-

fashioned and too traditional.  For our target audience has expressed the need for a 

more realistic and updated information the new ways of presenting one´s own job 

history and education have been included in the new edition.  

 Practical implications of the new chapter will be accountable for in a few years’ 

time once the book has been used in class and as self- study guide book. The 

research methods – action research method mainly have helped in the writing the 

new version of the book and the search for academic papers has shown that there 

is a need for a change the way we have presented our CVs so far. Some authors as 

shown below confirm the use of LinkedIn to find information about job seekers. In 

addition, these authors also provide information about perceptions created by the 

professional social media users and those who are recruiting for jobs. 

 van de Ven et al. (2017) indicate that it is “clear that recruiters regularly use job-

related social networking sites such as LinkedIn in their screening of candidates, 

people are likely to post information more deliberately on job-related social 

networking sites like LinkedIn than they do on social networking sites like Facebook”. 

 While students are likely aware their online identities can be, and probably are, 

being viewed, they may not know the extent to which their on-line presence is being 

used for evaluation and job fit, or how the recruiter’s perception may differ from their 

own with regard to a social media post (Alexander et al., 2017, 241).  

 The limitations of this study lie in the fact that the success and acceptance of the 

changes and the use of the new information is not going to be available for some 
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years since the book has to be used for some time by students and by teachers. To 

enhance the target audience feedback an end question list will be included by 

using the Google doc survey (an anonymous one) to ensure real and accurate 

information and the search for even bettering book quality.  
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