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Syllabus
EEInGEs Practically Language at
Content Working with words communication — guag Case Study/ Outcomes-you can:
. speaking |work
skills
. s 1) talk about your work and
1. Working Descnb'mg work Socializing . How to 1?Present Case Study |responsiblities 2) introduct yourself
. rewarding, 1) Introductions simple
life (P6- . express Speed and others 3) express
stresstul, 2) Saying what |, 2)Frequency . ; ; .
P11) ; interest Networking |interest in conversation 4) talk
challenging, etc. you do Adverbs . .
about routine activities
Projects . How to 1)Present 1) talk about project
2 Proi ahead of schedule, |Meetings : Case Study
. Projects . . start and | simple . 2) update and delegate tasks
meet the deadline, Updating and Planning a
(P12-P17) teamwork delesatine tasks end phone |2)Present launch part 3) start and end phone calls
/ gatng calls continuous party 4) talk about current activities
resources, etc.
Exchanging 1) talk about your work-life balance
3 Lei Work-life balance Information How to 1) Past Activity . o
. Leisure X . . . 2) talk about your likes and dislikes
. take time off work |1) Talking about |end a simple Corridor .
time i . . . . 13) exchange contact details
flextime, relaxing, leisure 2) conversati 2) Present |conversatio . )
(P18-P23) . 4) end conversation politely
etc. Exchanging on perfect ns .
. 5) talk about past experiences
contact details
Services Presenting
4. Services | convenient 1) Explalnlng How to | Gase Study 1) talk a.bout services ‘and systems
, how something |introduce |Comparative . 2) explain how something works
& Systems |user—friendly, . . Improving . .
(P24—-P29) it allows me to-- works informatio forms systems 3) Introduce infromation
’ 2) Comparing n 4) make comparisons
etc. .
new with old
E:;Z:‘::}gaﬁin Present 1) talk about customer service
Customer service . Startinga | . Case Study |2) get information
5. . 1) Getting .|simple and .
expectations, . . conversati ) Managing 3) make and change arrangement
Customers , A information continuous .
(P30-P35) satisfaction 2) Making and on on the for future customer 4) start a conversation on the phone
evaluate needs, etc . phone feedback 5) talk about the future
changing use
6) manage customer feedback
arrangements
6. Guests Business travel Socializing How to Obllgatllon, Casg Study |1) talk about .bLljsmess travel
.. L . make and |necessity, Solvingan |2) welcome visitors
and Visitors hospitality, venue, Welcoming .
(P36-P41)  check in, eto visitors respond |and intercultural |3) make and respond to offers
' to offer prohibition |problem 4) talk about work rule and regulations
1) Present L
Security at work Presenting !—|ow to perfect Case study 1) talk a.bout seourity in the workplace
. , " introduce | . . 2) explain and ask about changes
7. Security | safeguard against, Explaining and simple and |Improving )
\ and . 3) introduce and respond to news
(P42-P47) | prevent---from, asking about continuous |data
. respond . 4) talk about changes and
security breach, etc |changes 2) security
to news consequences at work
Connectors
Talking
Teamwork and Case study N
8. Working | partnerships Meetings How to about the Creating a 1) talk about W°'fk'“g in team
L. ) future 2) present and discuss plans
together Join forces, Presenting and |encourage ) plan for
(P48-P53) | complementary discussing plans |people ~going to, effective 3) encourage people
, will and 4) talk about your future goals
skills, etc teamwork
modal verb
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