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Unit One Pursuing Your Dreams
Teaching Objectives:
1. To talk about career plans;
2. To learn and understand time management;
3. To learn how to manage time and set priorities;
4. To review grammar: Sentence patterns;
5. To learn to write Timetables /Schedules.
Teaching Contents:
1. Insight into Culture
2. Let’s Watch: What’s your career plan?
3. Let’s Read: Rocks, Pebbles and Sand;
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4. Let’s Write: Schedule and Timetable;
5. Let’s Review: Sentence Patterns
Unit Two Applying for a Job

Teaching Objectives:
1. To talk about job interview;
2. To learn how to achieve success in a job interview;
3. To learn how to work out a recruiting procedure;
4. To review Verb Tenses (1)—Present Tense;
5. To learn to write Want Ads, Cover Letters /Resumes.
Teaching Contents:
1. Insight into Culture
2. Let’s Watch: A Job Interview;
3. Let’s Read: Hiring Process;
4. Let’s Write: Want Ads, Cover Letters and Resumes;
5. Let’s Review: Verb Tense (1)-Present Tense

Unit Three Workplace Communication
Teaching Objectives:
1. To talk about company structure and department functions;
2. To learn about cross-department Communication;
3. To learn how to plan a promotion;
4. To review Verb Tenses (2)—Past Tenses;
5. To write Emails.
Teaching Contents:
1. Insight into Culture
2. Let’s Watch: Asking for Help from Other Departments;
3. Let’s Read: Dealing with a Bad Boss;
4. Let’s Write: Email;
5. Let’s Review: Verb Tense (2)-Past Tense
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Unit One Pursuing Your Dreams

Syndicate Activities: Skills for time management;
Practical Writing: To learn to write Timetables /Schedules;
Reading drill: passages of workplace and culture
Listening and Speaking:

1) Introducing Yourself and Others

2) Greetings and Responses

3) Listening for Names

Unit Two Applying for a Job

. Syndicate Activities: Skills for job interview;
. Practical Writing: To learn to write Plans, Want Ads, Cover Letters and Resumes;
. Reading drill: passages of workplace and culture
. Listening and Speaking:

1) Making and Responding to Requests
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2) Identifying Numbers
Unit Three Workplace Communication

Syndicate Activities: Skills for cross-department Communication;
Practical Writing: To learn to write emails;
Reading drill: passages of workplace and culture
Listening and Speaking

1) Presenting Products

2) Identifying Prices
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