
 

 
Language-aware instruction – tips for the workplace 
 
It is important to be aware of what kind of language and vocabulary you use. While you cannot completely 

avoid using complex and long professional terms in the workplace, being aware of this fact allows you to take 

terminology into consideration and explain it. Here are some tips on how to instruct a language-learner in a 

language-aware manner in the workplace. 

 
1 Use clear spoken language! 

Use easy-to-understand language, i.e. avoid idiomatic sayings and phrases and excessively long words. (But be sure to explain 

relevant ones.) Speak slowly enough and enunciate clearly, but avoid overdoing it: talk like you would to an adult and keep in 

mind that it is also important for a language-learner to learn to understand normal speech. You should also be consistent in your 

use of terminology (for example, when referring to basic education, do not use the terms basic education and comprehensive 

school interchangeably). 

 
2 Illustrate your language! 

Concretise things by using examples, comparisons, etc. and use pictures, videos, drawings and colours. Remember to also put 
emphasis on the correct syllable and include any necessary pauses. Repetition is important – especially with new things. Be sure 
to also use expressions and gestures to support what is being said! 

 
3 Correct by repeating things yourself! 

Language-learners usually want to be corrected, so do not be afraid of hurting someone’s feelings, for example. However, you 
should always ask for confirmation of whether the language-learner wants to be corrected. Additionally, one of the best ways of 
correcting someone is to repeat the word/form correctly yourself.  

 
4 Provide concrete instructions! 

Demonstrate each work step where possible and instruct one thing at a time. See point 2 as well! You should also provide in-
structions in writing: use short, clear sentences. 

 
5 Confirm understanding! 

A language-learner may be quick to claim that they understood something, even when they did not. (They might be too embar-
rassed to admit it.) As such, it is a good idea to confirm understanding: ask the learner to tell you what you just agreed upon or 
what they should do next, for example. 

 
6 Take professional terminology/jargon into consideration! 

Even if a language-learner’s language skills are already good, they may have difficulties with professional terminology. It is a 
good idea to make a list of key terminology, for example, and repeat and review the terms from time to time. 

 
7 Explain what you are doing and why! 

Narrate your actions, i.e. explain what you are doing, why you are doing it and how. This provides the language-learner with a 
model and allows them to hear some background information and professional language. 

 
8 Take the different aspects of language proficiency into account! 

Sometimes a language-learner whose spoken language is already good may have difficulties with written language – or vice 
versa. In other words, do not assume that someone who speaks fluently is equally good at understanding what they read or 
hear. 

 
9 Encourage participation! 

Ask the language-learner to participate in discussions at the coffee table, for example. If they have trouble joining in on the con-
versation, ask them questions or provide encouragement. You should keep in mind that a language-learner may be easily con-
fused if everyone laughs at something and they do not understand what is being laughed at. (They might not know whether they 
should laugh along – or they may wonder if everyone is laughing at them.)  

 



 
10 Finally: Remember cultural differences! 

It is important to remember that misunderstandings are not always the result of poor language skills, but can also stem from 
cultural differences. If a language-learner does not show initiative, for example, it may be because they are used to waiting for 
their supervisor’s permission or orders. If they seem uncommunicative, it may be because they have difficulties talking to some-
one who is in a higher position than them.  

 


