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The Four Divisions:

1. Engineering

(1) Information & Using the Internet

(2) English Meetings

(3) Reporting, Presentation, and Giving an Update
(4) Communication via E-mails and Phone Calls
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(5) Progress Narrations
(6) Making Work Plans
(7) Discussing Sales & Orders

2. Hospitality & Tourism

(1) Dealing with Calls and Correspondence

(2) Customer Information (Bookings, Enquires, and Reception)
(3) Hotel Facilities & Service

(4) Serving Food & Drinks

(5) Giving Directions & Knowing Your Region

(6) Explaining Travel Options

(7) Meeting Customer Needs

3. Business & Management

(1) Job Interviews

(2) Socializing with Confidence
(3) Communication on the Phone
(4) Job Hunting

(5) Business Writing

(6) Powerful Presentations

4. Workplace

(1) Looking for a Job

(2) Job Interviews

(3) The First Day of Work

(4) Telephone Communication

(5) Business Meeting

(6) Reporting Work Progress

(7) Sales Discussion & Placing Orders
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Week 1 Unit 1 Workplaces: Warm-Up & Topic Words (& listening 1)
Week 2 Unit 1 Workplaces: Vocabulary Building (& listening 2)
Week 3 Unit 1 Workplaces:  Listening Strategy

Week 4 Unit 2 Customer Service: Warm-Up & Topic Words

Week 5 Unit 2 Customer Service: Vocabulary Building

Week 6 Unit 2 Customer Service: Listening Strategy

Week 7 Unit 3: Office Communication: Warmup & Topic words (& listening
1)

Week 8 Unit 3: Vocabulary building (& listening 2)

Week 9 : Mid-Term

Week 10 Handing out Mid-Term papers and checking answers and grades
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Week 11 Unit 4 Recruitment and Jog Advertisements : Warm-Up & Topic Words
(& listening 1),

Week 12 Unit 4 Recruitment and Jog Advertisements : Vocabulary Building (&
listening 2)

Week 13  Unit 4 Recruitment and Jog Advertisements : Listening Strategy
Week 14  Unit 5 Business Travel: Warm-Up & Topic Words (i listening 1)
Week 15 Unit 5 Business Travel: Vocabulary Building (& listening 2)

Week 16 Unit 5 Business Travel: Listening Strategy

Week 17  Unit 6 Meetings: Warm up, Topic words (& listening 1) & Vocabulary
building (& listening 2)

Week 18 Final
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EEeH&E =4 : English for Work
{EZ + Gillian Flaherty & James Bean
25 : Crane Publishing Co., Ltd
Ffy 1 2018
ISBN : 978-986-147-831-9
RAS = 1st

SEER

U textbook, teaching files on Flip & pictures grabbed from the Internet

AR AR Students must take notes every class and take a quiz every week. Moreover, they

had better be present at every class, even if they have to take a sick leave, they
have to report to the teacher in advance or later. If students are absent without any
acceptable reason, they can't get any chance to get even one more point even if
they get 59 scores.




