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Introduction: Business English for the Workplace

"Business English for the Workplace," is a dynamic and comprehensive course
designed to enhance language proficiency, focusing on general English,
elements of Business English, and English for Specific Purposes (ESP). The aim
is to empower students with the essential language skills needed to enter the
workforce confidently, brush up on existing abilities, and build a strong
foundation for effective communication in professional settings.

Course Overview:

This course, aligned with the Common European Framework of Reference for
Languages (CEFR), spans an approximate year with 3 hours of weekly online
class sessions and dedicated self-work. Our goal is not just to impart language
knowledge but to equip students with the tools necessary to navigate workplace
scenarios, foster collaboration, and express themselves with precision and
confidence.

Target Audience:

This course is specially crafted for a female group with a Haredi background,
recognizing the unique needs and backgrounds of our participants. The content
is tailored to provide a supportive and inclusive learning environment, ensuring
that each participant feels comfortable and engaged throughout the learning
journey.

Flexibility and Adaptability:

Acknowledging the diverse needs of our participants, this course is designed to
be adaptable. While we have outlined a comprehensive plan for 30 lessons, the
course can be adjusted based on the group's specific requirements and interests.
Regular feedback sessions will be incorporated to ensure that the content
remains relevant and beneficial for each participant.

Course Content Highlights:

Each lesson is meticulously structured with a focus on the following elements:

e [esson Name: A descriptive title for each lesson.



Language Focus: Key language skills to be developed in the lesson.
Grammar and Function Focus: Specific grammatical structures and
functions to enhance communication.

Speaking Focus: Activities designed to enhance oral communication and
conversational skills.

Activities: Engaging exercises and tasks to reinforce learning.

Writing Focus: Exercises to develop written communication 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.

Lesson 1: Effective Workplace Communication

Language Focus: Basic workplace vocabulary, introducing oneself
professionally.

Grammar and Function Focus: Simple sentence structures for workplace
introductions.

Speaking Focus: Role-play workplace scenarios, introductions, and small
talk.

Activities: Group discussions on effective communication in the
workplace.

Writing Focus: Writing short workplace-related emails.

Lesson 2: Managing Daily Work Tasks

Language Focus: Vocabulary for daily work activities, discussing
schedules.

Grammar and Function Focus: Present Simple for routine work
descriptions.

Speaking Focus: Pair activities on daily routines, discussing time
management.

Activities: Creating and presenting daily schedules.

Writing Focus: Keeping a work-related daily journal.

Lesson 3: Building Successful Teams

Language Focus: Teamwork vocabulary, expressing ideas in a team
setting.

Grammar and Function Focus: Simple sentence structures for team
discussions.



Speaking Focus: Group discussions on effective teamwork.
Activities: Role-playing team collaboration scenarios.
Writing Focus: Drafting a short team project proposal.

Lesson 4: Providing Excellent Customer Service

Language Focus: Customer service vocabulary, handling customer
interactions.

Grammar and Function Focus: Using polite expressions in customer
interactions.

Speaking Focus: Role-play customer service scenarios.

Activities: Discussing effective communication with customers.
Writing Focus: Responding to customer inquiries via email.

Lesson 5: Navigating Workplace Etiquette

Language Focus: Workplace etiquette vocabulary, maintaining
professionalism.

Grammar and Function Focus: Appropriate language for different
workplace scenarios.

Speaking Focus: Group discussions on workplace etiquette.
Activities: Role-playing professional scenarios.

Writing Focus: Crafting a professional email to colleagues.

Lesson 6: Successful Business Meetings

Language Focus: Vocabulary for business meetings and presentations.
Grammar and Function Focus: Simple structures for expressing opinions
in meetings.

Speaking Focus: Simulated business meetings and short presentations.
Activities: Discussing effective meeting strategies.

Writing Focus: Creating a short presentation script.

Lesson 7: Overcoming Workplace Challenges

Language Focus: Vocabulary for common workplace challenges,
expressing solutions.

Grammar and Function Focus: Using the present continuous for
describing challenges.

Speaking Focus: Group discussions on overcoming workplace challenges.
Activities: Role-playing workplace problem-solving scenarios.

Writing Focus: Writing about a personal workplace challenge.

Lesson 8: Navigating Workplace Technology



Language Focus: Basic workplace technology vocabulary, discussing
tools.

Grammar and Function Focus: Simple structures for talking about
technology use.

Speaking Focus: Group discussions on the role of technology in the
workplace.

Activities: Exploring common workplace tools and applications.
Writing Focus: Describing a favorite workplace technology.

Lesson 9: Effective Communication During Business Travel

Language Focus: Vocabulary for business travel, expressing travel-related
needs.

Grammar and Function Focus: Using modals for making requests and
giving information.

Speaking Focus: Role-play travel scenarios and communication
challenges.

Activities: Discussing effective communication strategies during business
trips.

Writing Focus: Writing a short travel itinerary.

Lesson 10: Balancing Work and Health

Language Focus: Basic health-related vocabulary, discussing well-being.
Grammar and Function Focus: Expressing feelings and giving advice.
Speaking Focus: Group discussions on maintaining health at work.
Activities: Role-playing workplace well-being conversations.

Writing Focus: Writing about healthy habits at work.

Lesson 11: Understanding Workplace Numbers

Language Focus: Basic numbers, counting, and budget-related
vocabulary.

Grammar and Function Focus: Asking about prices, expressing quantities.
Speaking Focus: Role-play budget and financial discussions.

Activities: Analyzing workplace budgets and expenses.

Writing Focus: Writing about a workplace budget.

Lesson 12: Embracing Diversity in the Workplace

Language Focus: Diversity and inclusion vocabulary, discussing
differences.

Grammar and Function Focus: Using reported speech effectively in
diverse contexts.

Speaking Focus: Group discussions on promoting diversity in the
workplace.

Activities: Role-playing scenarios that promote inclusion.



Writing Focus: Crafting an inclusive workplace policy.

Lesson 13: Charting Career Growth

Language Focus: Discussing career goals, articulating ambitions.
Grammar and Function Focus: Future forms for discussing career
achievements.

Speaking Focus: Reflecting on personal and professional growth.
Activities: Discussing career development strategies.

Writing Focus: Creating a comprehensive career development plan.

Lesson 14: Professional Email Correspondence

Language Focus: Formal and diplomatic language in emails, handling
inquiries.

Grammar and Function Focus: Using modals for nuanced requests.
Speaking Focus: Email role-play scenarios and professional
correspondence.

Activities: Drafting effective work-related emails.

Writing Focus: Responding to complex work-related emails.

Lesson 15: Workplace Review and Reflection

Review: Recap of vocabulary, grammar, and functions learned.
Practice Exercises: Reinforcement activities for all topics.

Reflection: Personal reflection on language progress.

Feedback: Providing and receiving feedback on language use.
Speaking Focus: Participants can reflect on their language growth and
confidently use English in various workplace situations.

Part 2: Introduction to Business English

Lessons 1-2: Communication in the Workplace

Lesson Name: Effective Workplace Communication

Language Focus: Developing communication skills and utilizing phrases
for effective workplace communication.

Grammar and Function Focus: Modal verbs for expressing ability and
permission in professional contexts.

Speaking Focus: Engaging in discussions on effective workplace
communication and practicing giving and receiving feedback.

Activities: Role-playing scenarios to apply communication skills in
workplace contexts.

Writing Focus: Crafting emails using appropriate communication skills.

Lessons 3-4: Business Travel and Accommodations

Lesson Name: Navigating Business Travel and Accommodations



Language Focus: Building travel-related vocabulary and discussing hotel
reservations.

Grammar and Function Focus: Differentiating between past simple and
past continuous in narratives.

Speaking Focus: Sharing travel experiences and preferences for
accommodations.

Activities: Role-playing travel scenarios and creating dialogues related to
hotel reservations.

Writing Focus: Describing personal travel experiences using past tenses.

Lessons 7-8: Job Interviews and CVs

Lesson Name: Mastering Job Interviews and CV Writing

Language Focus: Acquiring job-related terms and creating effective CVs.
Grammar and Function Focus: Understanding and using future forms
(will, going to) in the context of job interviews.

Speaking Focus: Engaging in discussions about interview experiences
and qualities of a good employee.

Activity: Establishing a LinkedIn Profile to enhance professional
visibility.

Writing Focus: Crafting compelling CVs and cover letters.

Lessons 9-10: Teamwork and Collaboration

Lesson Name: Building Successful Teams

Language Focus: Developing teamwork vocabulary and expressing ideas
in collaborative settings.

Grammar and Function Focus: Utilizing the present perfect tense for
discussing team experiences.

Speaking Focus: Participating in group discussions on effective teamwork
and team building activities.

Activities: Role-playing team collaboration scenarios and presenting team
project proposals.

Writing Focus: Drafting effective team communication and collaboration
documents.

Lessons 11-12: Company Culture and Values

Lesson Name: Understanding Company Culture and Values
Language Focus: Exploring company values and enhancing cultural
awareness in the workplace.

Grammar and Function Focus: Applying conditional sentences (zero,
first, second) to discuss hypothetical situations.

Speaking Focus: Discussing and understanding company culture and
promoting workplace diversity.



Activities: Role-playing scenarios to promote inclusivity and
understanding diverse perspectives.
Writing Focus: Crafting an inclusive workplace policy.

Lessons 13-14: Marketing and Advertising

Lesson Name: Exploring Marketing and Advertising Strategies
Language Focus: Acquiring marketing terms and understanding
advertising strategies.

Grammar and Function Focus: Utilizing comparatives and superlatives
for effective communication.

Speaking Focus: Discussing favorite advertisements and analyzing
successful marketing campaigns.

Activities: Creating and presenting marketing plans for hypothetical
products.

Writing Focus: Crafting persuasive advertising content.

Lessons 15-16: Business Ethics and Social Responsibility

Lesson Name: Navigating Business Ethics and Social Responsibility
Language Focus: Understanding ethical business practices and discussing
social responsibility.

Grammar and Function Focus: Applying passive voice for emphasis in
ethical discussions.

Speaking Focus: Engaging in discussions on ethical dilemmas in business
and corporate social responsibility initiatives.

Activities: Role-playing scenarios to address ethical challenges in the
workplace.

Writing Focus: Crafting statements and policies related to business ethics
and social responsibility.

Lessons 23-24: Time Management and Productivity

Lesson Name: Mastering Time Management and Personal Productivity
Language Focus: Learning time management phrases and discussing
productivity tools.

Grammar and Function Focus: Applying future perfect tense for
discussing future achievements.

Speaking Focus: Sharing time management tips and personal productivity
habits.

Activities: Analyzing workplace budgets and expenses to enhance
financial literacy.

Writing Focus: Writing about personal time management strategies.

Lessons 25-26: Crisis Management



Lesson Name: Handling Crisis Communication and Risk Management
Language Focus: Exploring crisis communication and risk management
vocabulary.

Grammar and Function Focus: Applying mixed conditionals in discussing
crises in business.

Speaking Focus: Engaging in discussions on handling crises in business
and crisis communication strategies.

Activities: Role-playing scenarios to address crises and implementing
crisis communication strategies.

Writing Focus: Crafting crisis communication plans and strategies.

Lessons 27-28: International Business and Globalization

Lesson Name: Exploring International Business and Globalization
Language Focus: Acquiring global business terms and enhancing cultural
awareness.

Grammar and Function Focus: Applying reported speech (statements,
questions, requests) in international business contexts.

Speaking Focus: Discussing challenges and opportunities in international
business.

Activities: Analyzing international business case studies and engaging in
discussions on cultural diversity.

Writing Focus: Drafting international business correspondence and
strategies.

Lessons 29-30: Review and Exam Preparation

Grammar and Vocabulary Review.
Practice Exam Questions.

Mock Business Scenarios.

Final Test



