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ABSTRACT 

This study aims to investigate problems faced by Indonesian employees at PT. Doosan Jaya Sukabumi in writing 

English business documents. The investigation aimed to identify the primary issues and recommend improving 

the employees' English writing skills. Purposive and quota sampling strategies were used in the study. The total 

number of respondents was 32, and they worked in industries such as accountancy, sales and marketing, logistics, 

and production, all of which commonly employ English in the workplace. Due to a shortage of time, our research 

focussed on finding challenges with writing business e-mails, letters, and reports. The results suggest that at PT. 

Doosan Jaya Sukabumi's most prevalent problems with drafting business e-mails were the lack of advanced 

vocabulary and grammatical knowledge. At the same time, poor time management, clarity, and tone words had 

become the most common problems faced by the employees in writing business letters. The significant problem 

that the employees dealt with in writing their reports was the lack of knowledge of business writing. They faced 

difficulties in constructing sentences and paragraphs properly. According to the result of the study, the employees 

in the mentioned departments are advised to take an English writing course at the language center, have the 

corporation give in-house training in English writing skills, or do self-study. 

Keywords: Writing Skills, English Business Documents, Problems in English Writing.  

1. INTRODUCTION 

English has become a critical skill in this era of 

globalization, and many businesses expect staff to 

have strong English abilities, particularly in writing, 

due to the increased demand for written 

communication in the corporate sector. According to 

[17], People from other nations need to connect more 

than ever before, and English is frequently utilized 

for intercultural communication. 

English has played an essential role in business 

and the international workplace. Therefore, English 

communication skills have become a requirement 

for almost all professionals, especially global 

companies. They are the key to successful careers 

and organizations. 

One of the English communication skills 

related to companies’ needs is writing skills. This is 

a crucial talent because individuals use it to 

communicate thoughts, ideas, and sentiments to 

build strong relationships and mutual understanding 

[8]. 

PT. Doosan Jaya Sukabumi is a Korean 

company located in Sukabumi district, West Java, 

Indonesia. Founded in 2002, this company is one of 

the export-oriented companies in Indonesia. It 

produces lady's blouses, jackets, skirts, and pants. 

The products are exported to South Korea, Japan, 

and some other countries in Asia, the United States, 

and most countries in Europe, and the business has 

been expanding rapidly [7]. 

 The production of big and medium 

manufacturing industries (IBS) increased 4.45 

percent in the first quarter of 2019 compared to the 

same time the previous year, according to data from 

the Central Statistics Agency (BPS). The growth in 

IBS output was aided by a 29.19 percent increase in 

clothing industry production, owing to an 

oversupply of orders, particularly from the export 

market, which provided additional export prospects 

for developing nations [11]. As a result, the staff of  
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PT. Doosan Jaya Sukabumi is required to 

communicate in English for business purposes. 

The researcher carried out an initial 

observation at PT. Doosan Jaya Sukabumi found that 

Employees in practically every department at PT. 

Doosan Jaya Sukabumi is needed to use English, 

primarily written English, because they must send e-

mails, letters, and reports in English both inside the 

firm and to others such as suppliers, clients, and 

shipping agents. After observing some business 

documents written in English, the researcher found 

grammatical errors, incorrect diction, and 

unstructured paragraphs in the sample business 

documents. These probably lead to 

misunderstanding, which may bring about 

unsuccessful business.  

 Therefore, this study aims to investigate 

problems faced by Indonesian employees at PT. 

Doosan Jaya Sukabumi in writing English business 

documents and providing recommendations improve 

the employees' English writing skills. 

2. LITERATURE REVIEW 

In good business communications, according to 

[9], The text should be simple to read and absorb, 

with no superfluous words, phrases, or even 

paragraphs. To increase readability, headers, 

bulleted lists, side headings, and an introduction that 

summarizes what will follow should all be utilized. 

Cliches, jargon, and slang that contribute to 

international miscommunication should be avoided; 

the substance should be exact and correct in 

language. Prior to submission, the author should 

double-check their work and make use of the 

checking tool. 

According to [2], a excellent author should be 

able to write for 12 hours a day, year after year. It is 

preferable to make writing a straightforward daily 

routine rather than being compelled to write hour 

after hour. According to [4], the most common 

issues with writing ability are grammar and sentence 

form. According to [19], written communication is 

time-consuming and accounts for 30 percent of the 

labor. It is vital to enhance writing skills for time 

efficiency and the success that may depend on it. 

According to [21], the biggest issue with 

utilizing English is the inability to employ proper 

grammar. Even though most staff had worked with 

foreigners for many years, conveying thoughts or 

ideas using adequate language was not easy. 

Furthermore, technical words, slang, and idiomatic 

phrases are difficult to comprehend. 

Employers frequently complain about their 

workers' writing skills; according to [14], MBA 

students' responses on a course assignment were 

examined by Lentz. Their writing talents and 

deficiencies were evaluated, and the results indicated 

that companies must conduct an adequate evaluation 

of their employees' writing abilities. 

Employees at Electronics Sources Co., Ltd, 

according to [24], had a lot of trouble utilizing 

proper syntax, sentence structure, vocabulary, and 

technical words. They also encountered issues with 

data and content presentation. 

According to [17], Thai employees at Unicord 

Public Co., Ltd. were proficient in drafting business 

e-mails. However, they did have issues with utilizing 

acceptable sentences, such as employing outmoded 

idioms and a lack of conciseness. 

Employees at a Thai-Japanese leasing firm, 

according to [20], faced communication issues with 

Japanese personnel when it came to composing e-

mails. The difficulties stemmed from writing e-mails 

with proper grammar and the inability to utilize 

many terms without consulting a dictionary. 

Employees at The Classic Chairs Company have 

difficulty producing e-mails, letters, and reports, 

according to [5], due to a lack of language, 

grammatical understanding, and time management. 

Secretaries in companies are suggested that they 

attend English education or training, install English 

dictionary app, listen to English songs or watch 

English videos, join online learning communities 

and participate in international organization forum 

activities [6]. 

3. RESEARCH METHODS 

The population was the employees at PT. 

Doosan Jaya Sukabumi. The study acquired 

purposive and quota sampling methods. Accounting, 

Sales & Marketing, Logistics, and Production were 

among the 32 employees that responded to the 

survey. Employees in these four divisions were 

Indonesians who used written English more 

frequently than others to interact with both 

Indonesians and foreigners at their internal and 

external workplaces. 

The researcher created a questionnaire to 

examine the issues with drafting English business 

papers to gather information. The questionnaire was 

given to the respondents, and they were requested to 

fill it out. The surveys were gathered when 

respondents filled them out within five days after 

receiving them. The questionnaire contained closed 

(part 1 and part 2) and opened questions (part 3). The 

closed-ended questions answers are analyzed using 

SPSS:  
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1) The answers to part 1 questions were analyzed 

using frequency distribution and percentage. 

2) A five-point Likert Scale was used to score 

the part 2 questions from “Strongly Agree” to 

“Strongly Disagree,” as shown in table 1. The 

following formula was used to interpret the 

mean score findings. 

𝑀𝑒𝑎𝑛 𝑅𝑎𝑛𝑔𝑒 =  
𝑀𝑎𝑥𝑖𝑚𝑢𝑚 − 𝑀𝑖𝑛𝑖𝑚𝑢𝑚

𝑅𝑎𝑛𝑔𝑒
         (1) 

𝑀𝑒𝑎𝑛 𝑅𝑎𝑛𝑔𝑒 =
5 − 1

5
= 0.8 

 

Table 1. Five-Point Likert Scale 

Scale Mean Range 

5 = Strongly Agree 4.21 – 5.00 

4 = Agree 3.41 – 4.20 

3 = Not Sure 2.61 – 3.40 

2 = Disagree 1.81 – 2.60 

1= Strongly Disagree 1.00 – 1.80 

4. RESULTS AND DISCUSSION 

The study's findings are separated into three 

sections: background information on respondents, 

challenges with utilizing written business English at 

work, and tips for improving English writing 

abilities. 

4.1. Respondents' Background 

The study's findings are separated into three 

sections: background information on respondents, 

challenges with utilizing written business English at 

work, and tips for improving English writing 

abilities. 

          Table 2. Respondents’ Background 

Criteria Details Frequency Percentage 

Gender 

Female 22 69% 

Male 10 31% 

Age 

20 – 25 0 0% 

26 – 30 6 19% 

31 – 35 15 47% 

36 – 40 8 25% 

41 – 45 2 6% 

45 - 50 1 3% 

Educational 

Background 

High School 5 16% 

Diploma 10 31% 

Bachelor’s Degree 15 47% 

Master’s Degree 2 6% 
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Table 2 shows that the respondents consisted of 

22 (69%) female employees and 10 (31%) male 

employees. The employees' age is various. The 

majority of the responders (47%) were between the 

ages of 31 and 35, 6 (19%) were between 26 to 30 

years old, and 8 (25%) of them were between 36 to 

40 years old. Two respondents were aged between 

41 to 45 years old, and one respondent was between 

45 to 50 years old. Most respondents held bachelor's 

degrees (47%), and 2 of the respondents held 

master's degrees, while the rest held diplomas (31%) 

and high school (16%). 

4.2. Problems in Using Written Business 

English at the workplace 

Concerning difficulties with business e-mail 

writing, the majority of respondents (69 percent) 

agreed with the statement, "I am unable to utilize 

proper syntax in my business English e-mails." It 

shows that grammar had been their main problem in 

writing e-mails. The second main problem they 

faced in writing English business e-mails was 

vocabulary, as 67% of the respondents agreed with 

the statement, "I cannot use advanced vocabulary for 

my business English e-mails." 

Based on the result, it is evident that the main 

problems faced by employees in writing English 

business e-mails were grammar and vocabulary. 

This is consistent with [4] and [20], who found that 

the inability to compose e-mails with acceptable 

grammar and a lack of speech was issued in e-mail 

writing. Furthermore, this conclusion confirms [5] 

The Classic Chairs Company's most frequent 

difficulty with business writing an e-mail was the 

inability to write grammatically correct emails, 

followed by the inability to use a broad range of 

vocabulary in their business English e-mail. 

It can be seen from the questionnaire result 

concerning problems in writing English business 

letters. The employees faced the top four issues in 

writing business letters. They were time 

management, clarity, and tone words. 75% of the 

respondents agreed with the statement "I cannot take 

the time to write a business letter correctly," and 

72% agreed with "I cannot write my business letter 

clearly and accurately." 69% of the respondent 

agreed with the statement "I cannot write in a 

business letter all the information needed to clarify 

the point and the necessary steps in the letter.", and 

19 out of 32 respondents agreed with the statement 

"It is not easy for me to use appropriate words for 

my business letters." 

The result shows that most of the employees at 

PT. Doosan Jaya Sukabumi had three main problems 

in writing English Business letters; time 

management, clarity, and tone words. 

The study's findings support [2] assertion that 

one should write 12 hours a day to be a good writer 

every year. It is better to write a simple daily routine 

than to be forced to write for hours. The findings 

back with [19] claim that written communication 

takes time and accounts for 30% of the effort. It is 

vital to enhance writing skills for time efficiency and 

the success that may depend on it. 

Concerning the problems in writing English 

business reports, most respondents (72%) agreed 

with the statement "I cannot properly organize 

paragraphs in the annual report ."Twenty-two 

respondents (69%) agreed with the word "I am 

unable to use sentence pattern correctly in the annual 

report," and the same number of the respondents also 

agreed with the statement "I am not able to write an 

annual report in clear text and simple words ."20 out 

of 32 respondents agreed with the statement, "I 

cannot use effective headings and subheadings in 

annual reports." 

According to the result, the employees faced 

two significant problems writing English business 

reports. Those problems are related to sentence 

construction and paragraph construction. It shows 

that the employees lacked knowledge in business 

writing. This is consistent with the findings of [4], 

They discovered that the most frequently 

encountered difficulties with writing abilities are 

with grammar and sentence building, and [5], who 

found that the biggest problem with creating English 

reports from employees was with the correct use of 

sentence patterns in annual reports. 

4.3. Recommendation to Improve 

Employees' English Writing Skills at 

Workplace 

Part three of the questionnaire investigated the 

respondents' suggestions on improving employees' 

writing skills by asking them an open-ended 

question, "What would you like to do to improve 

your English writing skills at the workplace?". 

The question was answered by 87 percent of 

the respondents. The recommendations of the 

responders are summarized in four points: 

1) Ten respondents (31%) suggested that the 

employees take an English writing course in a 

language center. 

2) Eight respondents (25%) proposed that the 

organization give in-house English writing 

skills training. 

3) Seven respondents (22%) said that employees 

should learn and practice independently 
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regularly. Three respondents (9%) suggested 

that the employees need to see business 

document examples on the internet. 

The findings corroborate [2] that one should 

write 12 hours a day to be a good writer every year 

after that. It is better to write a simple daily routine 

than to be forced to write for hours. 
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