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#®# &4 Workplace English FEomAgE
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LBFP A LE

38 p 4L 1. (5v3%):Students will understand the languages used in workplace.
2. (##c ):Students will learn the principles to a variety of business
activities.

3. (# it ):Competency in worldplace English is essential.

4. (H )
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§ A 3 3 S

ke

¥ ik #
Introduction Course description 2
Talking about a Warm up lesson
new project Talking about a new project

Looking for jobs Jobs ad; Cover letters,
Resumes, Professional
biographies

w0

Job Interview Answering questions in a job 2
interview

Promoting yourself to the
interviewer

Asking about the job and the
company

Telephone Answering a business - 2.5
Conversations related phone call

Taking and leaving a phone
message

Dealing with communication
1ssues

Making Reading tables, charts, and 2.5
Presentations graphs

Disussing and explaning
tables, chart, and graphs
Making a presentation to
introduce your company

Business Trips Researving a hotel room and 2
flight ticket

Checking in and getting
through security at the
airport

Ordering a meal at a
restaurant
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Job Health Dealing with stress 2
Talking about the weekend
with colleagues
Working out and keeping fit
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%t ¢4 Workplace English, 2009 ¥4 * Live ABC Interactive Corporation

A2 B Live ABC Interactive Corporation

ARFEFH G L ¥ NRER)

Just Right: Pre—intermed1ate (2007), by Jeremy Harmer, Ana Acevedo, Carol Lethaby. London:
Marshall Cavendish Ltd.

Live 3% ®3# ~ 5 ¢ £33 33i5 Live ABCE # %
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ALigflp &L # a4 Basic English Courses

?{?Bﬁl 1. (‘r‘f' ) BiE “’"A'._,F{'j‘iéﬂ.
2. (His )i PR EALAS: FER R G BE T Ha o
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A, (38 )5 4% 3 8 @CEPTA B # 535 W B Rl Gt 4
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Get Started Course Description 1 Autobiography
School English, Day & Date
Introduce Yourself
Looking for a job |Job Ads 2 Autobiography
Cover Letters
Resumes
Professional Biographies
Job Interview Getting Everything Set 2 Drills: EPT
Questions in a Job Interview
Talking about Yourself
Asking about the Job
The 1st Day of Setting into a New Job 3 Drills: EPT
Work Making Self-introduction
Basic Writing Advertisements, Announcements
Tasks /
Notes, Meorandums,
Formal Letters
Thank you Letters
Business Letters of Promotion 3 Drills: EPT
Correspondence Letters of Inquiry and
TEL Conversation Reminder
TEL Etiquette
Taking and Leaving Messages
Phone Reception Difficulties
Meetings Setting Something Up 3 Drills: EPT
Making Asking for Opinions
Presentations Agreeing & Disagreeing
Tables, Charts, and Graphs
Giving a Successful
Presentation
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Business Trips
Employment Issues

Job Health
Career Planning

Making Reservations 4 Drills: EPT
At the Airport / Hotel / Review
Restaurant

A Raise and a Promotion,

Insurance

Performance Reviews and

Bonuses

Stress, Entertainment,
Keeping Fit
Professional Development
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38 p . 1. (Av#%) :students can learn the four skills of language: listening,
speaking, reading, and writing
2. (3£t ):helping students develop the skills they need to navigate
English-speaking circles
3. (# it ):students can feel comfortable conversing in English

4. (B )
Kt~ % -
H ~ 3 3 I 4 ki % T

looking for a job [job ads 3
cover letters

job interview answering questions 3
asking about the job and the
company

the first day of settling into a new job 3

work

basic writing Resume & biography 3

tasks

business business correspondence 3

correspondence
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38 p - 1. (A=) :To present grammar points and conversation in real-life
situations

2. (34t ):To help students to assess progress and meet the needs of
multilevel skills

active learning
4. (H # )To give students a sense of accomplishment

3. (# 4t ):To promote opportunities for students to express themselves in

it~
¥ =~ 41 X POE O & 5 T # [
Family and Family relationships 3
Education Physical characteristics
Report a lost person
In the Community Conduct personal business in 3
the community
Phone, Activities
Daily Activities Personal schedules 3
Classroom routines
Make appointments
Finding a job Job positions 3
Express opinions
Ai%mepts and Body parts; injuries, illness 3
injuries Doctor appointment
Prescriptions
Success at work Jobs and work verbs 2
Job interviews
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¢4 Excellent English 2 ¥4 * Jan Forsttom, Mari Vargo, Marta Pitt,
Ak E B o McGraw-Hill

LRFTFH GRIPE L FE o RS R)
Interchange 2A/Jack C. Richards/Cambridge

LigfLp &AL B4 D none

38 p 4L 1. (473 ) :vocabulary building, grammar, and reading skills
2. (# 4t ):learn how to use English in their daily life
3. (# 4% ):build students’ confidence in English
4. (H 5 )none
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Family and simple present of be
Education (statements and contractions;
yes/no and inforamtion
questions); contrast be and
have;

In the Community shopping terms; places and 3
activities in the community;
present continuous; polite
requests and offers with can,
could, may and would

Daily Activities daily activities: home and 3
school; classroom routines;
simple present: statements,
spelling rules; adverbs of
frequency; expressions of
frequency

Finding a Job job positions and 3
responsibilities; job
requirements; job benefits;
job application terms; simple
presnt: yes/no and
information questions

Ai%mepts and body parts, injuries, 3
Injuries illnesses; doctor’ s
appointment; prescriptions
and medicines; simple past of
regular verbs; simple past of
irregular verbs; past time
expressions
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Success at Work jobs and work verbs; job 3
interviews and work
experience; simple past:
yes/no questions and

information questions
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