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Listening and speaking utilizing common workplace vocabulary and expressions;
reading for main ideas in product-related texts; writing effective e-mails; delivering

presentations on workplace progress, challenges, and solutions.
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2 Workplace English Pronunciation: 5,6 3 Handouts, worksheets
Communicating Clearly and Confidently Skills developed: listening and
speaking
3 The Key Elements of Effective Workplace 5,6 3 Handouts, worksheets
Communication Skills developed: listening and
speaking
a4 Developing Strong Speaking Skills for 56 3 Handouts, worksheets
Professional Success Skills developed: listening and
speaking
5 The Key Components of an Effective English | 5, 6, 8, 3 Handouts, worksheets
Presentation 11 Skills developed: listening and
speaking
6 Presenting Products in English 5,6, 8, 3 Handouts, worksheets
11 Skills developed: listening and
speaking
7 Mastering Listening Skills for Workplace 4,5, 6 3 Handouts, worksheets
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Skills developed: listening and
speaking
8 Midterm Exam 4,5, 6, 3 Midterm Exam
8, 11
9 No class
Midterm Examination Week
10 Effective Reading Strategies for Workplace 4,7,9 3 Handouts, worksheets
Success Skills developed: Reading and
Writing
11 Understanding Product-Related Articles 4,7,9 3 Handouts, worksheets
Skills developed: Reading and
Writing
12 Mastering Workplace Vocabulary a4 3 Handouts, worksheets
Skills developed: Listening,
Speaking, Reading, and Writing
13 The Essential Components of a Professional | 1, 2, 3, 3 Handouts, worksheets
E-mail 9, 10, Skills developed: Writing
Exploring Different Types of Business E-mails 12
14 Writing Effective Business E-mails for 1, 2, 3, 3 Handouts, worksheets
Workplace Success 9, 10, Skills developed: Reading and
12 Writing
15 Teacher Feedback 1, 2, 3, 3 Teacher Feedback
9,12
16 Course Wrap-Up 1, 2, 3, 3 Course Wrap-Up
4,56,
7,8,09,
10, 11,

12
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CLO1 svyUssnvvasviinedidnnsetindly | Writing business e- 12,13, | Seway 10
IV mails 14, 15
CLO2 izﬁ‘uq'ﬁzﬁum’mLﬁumﬂmiéuaﬂﬁlwmsl Writing business e- 12, 13, Seway 10
danvselndlumsvinemu mails 14, 15
CLO3 IiasestielygussRvgyienay Writing business e- 12,13, | Soway 5
nedEnvselindlumsvinnu mails 14, 15
CLO4 szyamnevasdwifldUeelums | Writing business e- 12 Soway 5
Wy mails
CLO5 son@esindnwniildueglunsyinnu Speaking and 2,3,4,5, | Sovaz 5
presentation 6, 7
CLO6 wolstleaituguanedwildveely | Speaking 2,3 | %ouay 10
SV
CLOT szyUssiudrgluenansteyaweiln | Reading and summary | 10,11 | $a8ag 10
NARIRRI
CLOB wondnauedeyameilavenansins Presentation 5,6,7,8 | fevay 10
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CLO9 Weusenuasiieyamatinued Reading and writing 10,11, | Sowaz 10
RRBI] 13, 14
CLO10 AsanUUNDSHANNATINEN Writing e-mails 13,14 | Sewag 5
CLO11 wasneamuaunaviy Uaym uae Presentation 56 | 3eway 10
AnunUam
CLO12 Wauseanumunmvul U uae | Writing business e- 10, 11, | $owaz 10
AWnsunem mails 13, 14,
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Course book:
Littlejohn, A. (2005). Company to company. Cambridge University Press.

Suggested self-study materials:
Biber, D., Conrad, S, & Leech, G. (2002). Student Grammar of Spoken and Written English.
Harlow: Pearson Education Limited.



University of New South Wales. (2016). 28 Strategies for improving your English. Retrieved
from https://student.unsw.edu.au/28-strategies-improving-your-english

Murphy, R. (2015). Grammar in Use. Cambridge: Cambridge University Press.

Swan, M. (2016). Practical English usage. Oxford: Oxford University Press.

SPEEXX online learning program

Websites:
https://www.cambridgeenglish.org/learning-english/activities-for-learners/?level=independent
https://www.effortlessenglish.libsyn.com.

https://learnenglish.britishcouncil.org/

https://learningenglish.voanews.com/

https://www.listen-and-write.com

Mobile apps for learning English:

BBC Learning English (English Lessons Based on the News)
Espresso English Podcast on Spotify

Memrise (Remember New Words Easily)

vuanil 7 nisussifiusazuiulsanssiiiunisvessneiv

1. NagNSN15UsHIUNITIANTTEEUNTHOUVRITIEIU

1.1 wuudssiiuenansddaeulagindnu

1.2 NMsaununsEnine1sdiauiuinfnw
2. msUFuusansaeu

Uuugenisaeunutaiaueiuzestindny NMIUssiunuledrate1asdiaeulasALuElnRIn
fszyuesdaou uazAuuztnnnNnITuNTUIMTVangns
3. nManaudpuNadNgVSvasinAnwAmIAsg RN TG U lus1e AN

3.1 mugeuNadugni muransUseiiunnieuslageransdaeunaranynIsunIsuInIs
57631 1NETATUIANUADAARBIVDLNUTNITIANG LNUTIRALT ALY Lagn1TUTEUNE

3.2 AAENIIINMIUTIINSBNAIN ANl vioynssumsmuaeuTsinildiuneumng mu

dounadugnSvesinAnwmuiasgIuransiseuinimualy uee. 3



