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This class will introduce students to communicative English needed in their future workplace. It will cover the basics needed for professional
English to be used to allow students the ability to communicate internationally with confidence.
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By the end of the course the students will be able to:

1. Writeasimple email in English in good form (mid term and final test)

2. Answer a phone call in English (mid term and final test)

3. Compose and leave a phone msg. in English (mid term and final test)

4. Present their ideas to agroup in English in smple form (mid term and final test)

1 | Introduction to text and Listening Check
Unit One Telephone

3 | Unit One— Telephone Continued
Listening and Pronunciation Practice

5 | ditto above
7 | ditto above
9 | ditto above
11 | ditto above

13 | Review Unit One

17 | Test Return

Unit One— Email — Introduction
19 | Email Writing — Openings and Closings

Students will:

phone calls
ditto above

21 | Emaill — Key words and simple sentence | closings

structure

Return tests

Know key vocabulary for the unit

Learn telephone answering skills

Know and identify key vocabulary for telephone English
Know and practice using key vocabulary for the unit
Know key strategies for listening and responding to

Know how to call and leave a message
Know and use key vocabulary for the unit

Be able to identify standard English email openings and

Be able to write asimple, clear and correct English
Listening and Pronunciation Practice email in correct form
23 | Email Writing — Practice

Listening and Pronunciation Practice

25 | Unit Two — Email sequencing Vocabulary
Listening and Pronunciation Practice

27 | Unit Two — Email — Key Prepositions
Review of Telephone and Email

Be able to use sequencing words properly

Be able to use key prepositions in email

31 | Unit Two Telephone
Listening and Pronunciation Practice conversation
Be able to understand appropriate vocabulary in a

33 | ditto above
35 | ditto above
37 | ditto above
39 | ditto above
41 | ditto above

telephone conversation

conversation

43 | Review Telephone Material conversation content

47 | Return tests

49 | ditto above
51 | ditto above
53 | ditto above
55 | ditto above

57 | Review_____
|60 | Final Test
Return tests

Listening and Pronunciation review

Presenting | deas — Openings and closings
Listening and Pronunciation review

purpose and beginnings

Be able to use sequencing words in a telephone

Be able to arrange a meeting time in a telephone

Be able to understand, through listening skills, telephone

Be able to understand and write presentation of ideas,
introductions, greeting, self-introductions, statement of

Be able to present information and opinions

Speak only English in the class
Practice weekly with text skills
Don't worry about making mistakes
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. Usethetextbook and CD at home for practice in listening

Use class time for Pron and List. Development through extra prints

At Your Desk, Brownstone Books
David Allan, Easy English, Asahi Press

Dictionary for usein class
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Exam scores averaged. Pass: 60 points or above







