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Needs Analysis 
English for Professional Purposes

1. Job-specific use of English
How do you use English in your current job?
Tick the examples that apply to your role and add any relevant details.
	Writing in English
	Speaking in English

	☐Formal emails
☐Informal emails
☐Reports
☐Industry-related articles
☐Briefs
Other: ___________________





Who do you usually write to?
☐ Native speakers    ☐ Non-native speakers
Is it mostly:
☐ Client-facing       ☐ Internal (back-office)
	☐On the phone
☐In-person meetings
☐Online meetings
☐Small talk
☐Presentations
☐Explaining financial reports
☐Communicating financial data
☐Negotiating
Other: ___________________

Who do you usually speak with?
☐ Native speakers    ☐ Non-native speakers
Is it mostly:
☐ Client-facing       ☐ Internal (back-office)

	Reading in English
	Listening in English

	☐Invoices
☐Reports
☐Specific financial reports e.g. _____________
☐Contracts
☐Industry-related articles
Other: ___________________

	☐Phone conversations
☐In-person meetings
☐Online meetings
☐In-company training
☐Taking notes
Other: ___________________
Who do you usually listen to?
☐ Native speakers    ☐ Non-native speakers




2. Foreign languages learning background
2.1 How long have you been learning General English and/ or Business English?     _______________________________________
2.2 What types of classes have you attended? (Select all that apply and feel free to add comments)
☐One-to-one lessons (online/in-person)
☐Traditional classroom teaching
☐Extracurricular courses
☐Self-study
Other: ___________________

2.3. Do you know any other foreign languages? __________________________________________
3. How would you describe your current level of English?
(Please choose the level that best matches your skills.)
☐A1 – Beginner – I know only a few words and simple phrases.
☐A2 – Elementary – I can talk about everyday topics and understand short texts.
☐B1 – Intermediate – I can understand and take part in simple work conversations.
☐B2 – Upper Intermediate – I can use English in most business situations, but complex topics are sometimes difficult.
☐C1 – Advanced – I speak and write fluently and clearly, even about complex topics.
☐C2 – Proficient – I use English like a native speaker in all situations.
You’re welcome to add more details. __________________________________________
4. Learning attitude
4.1 What best describes your approach to learning English?
(Tick one)
A ☐ I would like to improve my English, but I’m not ready to spend much time or effort on it.
B ☐ Learning takes time and effort, but regular practice brings results.
C ☐ I believe it’s mainly the teacher’s responsibility to make progress happen — I just show up to class.
Other: ____________________________

4.2 Why have you decided to take this Business English course?
(Tick the reasons that best describe your situation and feel free to add a comment.)
☐ I want to feel more confident using English
☐ I enjoy learning and want to improve for personal satisfaction
☐ I need English for a current job or promotion
☐ My manager or employer asked me to take this course
☐ I need a certificate or exam result
☐ I want to work or live abroad
☐ Other: ___________________________
5. Learning preferences & feedback
5.1 What type of lesson content do you prefer?
☐ Structured lessons with clear focus on grammar or vocabulary (= traditional school-like approach)
☐ Real-world practice using job-related examples
☐ A mix of both
5.2 Which activities help you learn best? (Tick all that apply)
	☐ Reading
☐ Listening
☐ Speaking

	☐ Hands-on tasks (e.g. writing, creating, filling in documents)
☐ Role-plays and simulations
☐ Other: _________________________




5.3 How do you prefer to receive feedback?
☐ During the task (immediate correction)
☐ After the task or at the end of the lesson
☐ Written feedback (e.g. comments, email)
☐ Verbal feedback during the lesson
☐ I prefer mostly encouraging/positive feedback
☐ I’m open to direct/critical correction if helpful
☐ Other: _________________________
5.4 What is your favourite way of learning a language?
_______________________________________________________
6. Industry-specific and job-specific vocabulary
Please list examples of documents or sources you work with that involve professional communication in English. (e.g. key legal acts, reports, websites, software tools).
You can also include key terms or phrases in Polish that you would like to learn how to say or use in English:
_______________________________________________________
_______________________________________________________
7. My core goals in this language course
(Select all that apply. You may add your own goals below.)

☐ Revise and improve my grammar
☐ Expand my job-specific / industry-related vocabulary
☐ Practise speaking in realistic work situations
☐ Improve my writing (e.g. emails, reports)
☐ Understand spoken English more easily
☐ Learn how to study more effectively
☐ Communicate better in meetings or with international clients
☐ Prepare for a specific task or situation (e.g. meeting, presentation, exam)
 Other: ______________________________________________
8. What 2 things MUST you be able to do by the end of this course?
_______________________________________________________
_______________________________________________________
9. Is there anything else you would like me to know?
_______________________________________________________
_______________________________________________________
Thank you!


