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This comprehensive program is built upon the Common European Framework
of Reference for Languages (CEFR) and contains the elements of General
English, as well as of Business English, and English for Specific Purposes
(ESP).

Course Overview:

This course, spanning approximately a year with 2.5 hours of weekly in-class
sessions coupled with self-directed work, aims to equip participants with the
language proficiency required for success in various professional contexts. The
curriculum is structured to cover a range of topics relevant to the workplace,
focusing on both the general English skills essential for effective
communication and the specialized language needed in business and specific
professional scenarios.

Flexibility and Adaptability:

Recognizing the dynamic nature of language learning and the diverse needs of
our participants, this course is designed to be flexible. The outlined plan serves



as an approximate guide for a 30-lesson program; however, adjustments can be
made to meet the specific requirements and interests of the group. Regular
assessments and feedback sessions will ensure that the course remains tailored
to the evolving needs of the participants.

Course Content Highlights:

The course kicks off with foundational lessons on effective workplace
communication, gradually progressing through project management,
professional networking, business meetings, negotiation skills, and various other
relevant domains. Each lesson is meticulously crafted to encompass language
focus, grammar and function, vocabulary building, reading comprehension,
speaking activities, writing exercises, and a clear "Can Do" focus, allowing
participants to confidently apply their newfound skills.

Goal of the Course:

The primary goal of this course is to equip you with language skills that extend
beyond the classroom. We aim to enhance the ability to communicate
effectively in professional situations, ensuring students can confidently navigate
workplace interactions and scenarios, our commitment is to provide a
supportive and enriching environment that fosters not only language growth but
also personal and professional development.

Target Audience:

This course is specifically tailored for the Technological College
students,addressing the linguistic needs of individuals from different
backgrounds. Whether it is a professional entering the workforce or someone
looking to refresh and enhance language skills, this course is designed to meet
any specific requirements.

Course Title: Professional English Mastery (B1+)

Lesson 1-2: Effective Communication in the Workplace

Lesson Name: Workplace Communication Essentials

Language Focus: Polite requests, giving and receiving feedback
Grammar and Function Focus: Modal verbs (could, would), expressing
opinions and suggestions

Vocabulary Focus: Workplace communication phrases

Reading: Business emails and memos



e Get Talking Focus: Role-play scenarios for giving constructive feedback

e Writing Focus: Crafting professional emails

e Can Do Focus: Participants can confidently engage in workplace
conversations and provide feedback.

Lesson 3-4: Project Management Skills

Lesson Name: Mastering Project Coordination

Language Focus: Expressing project milestones, discussing timelines
Grammar and Function Focus: Present Perfect for project
accomplishments

Vocabulary Focus: Project management terms and expressions
Reading: Project management case studies

Get Talking Focus: Collaborative project planning discussion
Writing Focus: Drafting project proposals

Can Do Focus: Participants can contribute effectively to project
discussions and write project proposals.

Lesson 5-6: Professional Networking and Building Relationships

Lesson Name: Networking Strategies for Success

Language Focus: Making introductions, networking small talk
Grammar and Function Focus: Future forms (will, going to) for
discussing future plans

Vocabulary Focus: Networking phrases and expressions

Reading: Articles on effective networking

Get Talking Focus: Speed networking activity

Writing Focus: Crafting a professional bio

Can Do Focus: Participants can confidently introduce themselves and

engage in professional networking.
Lesson 7-8: Business Meetings and Negotiations

Lesson Name: Mastering Business Conversations

Language Focus: Expressing opinions, negotiating strategies
Grammar and Function Focus: Conditional sentences for negotiations
Vocabulary Focus: Business meeting and negotiation terms

Reading: Case studies on successful negotiations



e (et Talking Focus: Simulated business negotiation role-play

e Writing Focus: Drafting meeting minutes

e Can Do Focus: Participants can actively participate in business meetings
and negotiations.

Lesson 9-10: Presentation Skills and Public Speaking

Lesson Name: Dynamic Presentation Techniques

Language Focus: Describing trends, persuasive language
Grammar and Function Focus: Comparatives and superlatives for
emphasis

Vocabulary Focus: Presentation vocabulary and phrases

Reading: Articles on effective public speaking

Get Talking Focus: Delivering short presentations

Writing Focus: Creating presentation slides and scripts

Can Do Focus: Participants can confidently deliver presentations and
engage in public speaking.

Lesson 11-12: Writing Professional Reports

Lesson Name: Report Writing Mastery

Language Focus: Formal language, structuring a report

Grammar and Function Focus: Passive voice for objectivity
Vocabulary Focus: Business report terms and expressions

Reading: Sample professional reports

Get Talking Focus: Discussing key report findings

Writing Focus: Writing and editing a professional report

Can Do Focus: Participants can create well-structured and professional
reports.

Lesson 13-14: Cross-Cultural Communication

Lesson Name: Navigating Cross-Cultural Interactions

Language Focus: Discussing cultural differences, adapting
communication style

Grammar and Function Focus: Reported speech for sharing experiences
Vocabulary Focus: Cross-cultural communication phrases

Reading: Case studies on successful cross-cultural communication



e (et Talking Focus: Role-play cross-cultural scenarios

e Writing Focus: Email correspondence in a cross-cultural context

e Can Do Focus: Participants can adapt communication for diverse cultural
settings.

Lesson 15-16: Job Interview Skills

Lesson Name: Mastering Job Interviews
Language Focus: Answering common interview questions, expressing
qualifications
e Grammar and Function Focus: Future forms for discussing future career
plans
Vocabulary Focus: Interview-related terms and expressions
Reading: Tips for successful job interviews
Get Talking Focus: Mock job interviews
Writing Focus: Crafting a professional resume

Can Do Focus: Participants can confidently handle job interviews and
create effective resumes.

Lesson 17-18: Email Etiquette in the Workplace

Lesson Name: Professional Email Correspondence

Language Focus: Formal and informal language in emails, handling
inquiries

Grammar and Function Focus: Modal verbs for making requests
Vocabulary Focus: Email etiquette phrases

Reading: Examples of effective and ineffective emails

Get Talking Focus: Email role-play scenarios

Writing Focus: Responding to work-related emails

Can Do Focus: Participants can write professional and effective emails.
Lesson 19-20: Conflict Resolution in the Workplace

Lesson Name: Effective Conflict Management
Language Focus: Expressing disagreement, resolving conflicts
Grammar and Function Focus: Conditional sentences for hypothetical
situations

e Vocabulary Focus: Conflict resolution terms and expressions



Reading: Case studies on workplace conflict resolution

Get Talking Focus: Role-play conflict resolution scenarios
Writing Focus: Drafting conflict resolution emails

Can Do Focus: Participants can navigate and resolve conflicts in a
professional manner.

Lesson 21-22: Advanced Writing Skills for the Workplace

Lesson Name: Professional Document Drafting

Language Focus: Advanced business vocabulary, coherence in writing
Grammar and Function Focus: Complex sentence structures
Vocabulary Focus: Specialized industry terms

Reading: Analyzing professional documents

Get Talking Focus: Peer review of written documents

Writing Focus: Drafting a professional report or proposal

Can Do Focus: Participants can produce complex and coherent written
documents.

Lesson 23-24: Digital Communication and Online Collaboration

Lesson Name: Mastering Virtual Workspaces

Language Focus: Online communication etiquette, digital collaboration
phrases

Grammar and Function Focus: Using appropriate tone in virtual
communication

Vocabulary Focus: Online collaboration tools and terms

Reading: Articles on effective remote collaboration

Get Talking Focus: Online team meeting simulation

Writing Focus: Collaborative document creation in a virtual environment
Can Do Focus: Participants can effectively communicate and collaborate
in virtual workspaces.

Lesson 25: Professional Development and Goal Setting

Lesson Name: Charting Your Career Path

Language Focus: Discussing career goals, expressing ambitions
Grammar and Function Focus: Future perfect for discussing career
achievements



Vocabulary Focus: Career development terms and expressions
Reading: Success stories of professionals in the field

Get Talking Focus: Reflecting on personal and professional growth
Writing Focus: Creating a career development plan

Can Do Focus: Participants can articulate their career goals,
achievements, and future plans



