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Bookrdl: 1.1 World of Work & 1.3 BEC Preliminary Exam
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t—To be—able—toTmake—persomal—T—Tokmowtheobjectivesofthiscourse
%g businesscard. and BEC Preliminary Exam
E 2. Tobeable to write personal and 2. Toname different job titles.
- professionalprofiles. 3. Tograsptheusageofpresentsimple
g 3. To be able to use present simple and adverbs and expressions  of
and adverbs and expressions  of frequency.
frequency in workingenvironment.
HE | Task 1Reading: Show students the BEC Preliminary Exam instructions and let
‘jfl them finish the questions on the format of the exam.
Z)%‘? Task 2 Reading and discussion: Training and workshops
/f | Task 3 Listening: What does your job involve
% | Task4Grammar: Thepresentsimple & adverbsandexpressionsoffrequency
Eﬁ Task 5: Speaking: Work-life balance
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1. Finish exercises in workbook.(written)
£ | 2. Design personal business card(written)
AV | 3. Group work: Make a dialogue involved the important grammar points and business

topics in this unit.(spoken)
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Introduction to  the
Introducti whole course, teaching | Teacher’s PPT 2
on objectives and  teaching | Lecture minutes
contents of thisunit.
Training The format of BEC | Teacher’s 15
task1 preliminary exam. introduction Textboo | Individual | minutes
(Reading) and k work
Students’
feedback.
Training Training and workshops Readthe
task2 materials
(Reading aboutthe PPT | Group 15
and training Textboo | work minutes
discussion center and |k
) try to
finish the
exercise  in
the textbook.
Training Topic: What does your 1.Skim  the
task jobivolve? Jjob titles Individual
3(Listenin and MP | and 15
g) responsibilit | 3 Group minutes
ies listed in | Textboo | work
the text | k
book.
1. Try tofind
out the
Answers
before
listening.
2.Listen  to
the  material
and check the
answer.
Training The present simple and 1. Read the
task Adverbsandexpresstons istraetions Questions
4(Gramma | offrequency. of the two and group 20
r) grammar Textboo | work minutes
points k




2. Finish the

exercises
3. Make
more
sentences by
them.
Training Topic: work-lifebalance 1. Discuss | PPT teacher’s 15
tasks in groups. lecture minutes
(Speaking) 2. Report to
the whole class
Useful words, | Questions
teacher’s
expressions and | and answers summary 3
Summary sentence  patterns in and minutes
Module 1;  business students’
topics andskills. feedback
. Review Module one.
2.Finish  exercises in
workbook. Individual 5
Homewor |3.Design a  personal After Work minutes
k business card. class
4 Preview 1.2
Summary
afterclass
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® Reading: Read and get to know the format of BEC preliminary exam.

® ReadingandDiscussion: Readthematerialsabout Trainingand Workshopsin
ordertoknowthejobtitleandresponsibilities.

® Listen: Listen and grasp the job title.

® (Grammar:Ssshouldgraspthepresentsimpleandadverbsandexpressions of frequency by
self-study, group work and game.

® Speaking: Discuss Work-life balance in groups and report it out.

® Vocabulary: Remember all the new words in this module and finish the exercises in
thebook.

® Homework: 1.Reviewalltheimportantpointsinthesetwomodules.

2. Design your business cards.



Module 1

1.1 & 1.3 World of Work & BEC Preliminary Exam

L. Aims and Objectives:

At the end of this session, the students should be able to:

a. Know the general information about Cambridge BEC Preliminary, the useful study
strategies forthiscourseandthe contentofPass Cambridge BEC Preliminary.

b. Talkaboutjobs,designthebusinesscardsandgraspthepresentsimpleand adverbs and
expressions of frequency.

1. Session Outline
1. Greetings
2. Duties:

1) Warmer(booksclosed): TasksSsthedefinitionofBECandtheformatofthe exam.
2) Reading 1:
a. Tleads Ssread the instructions of BEC preliminary exam (P14-15) and finish the exercises after
1t.
b. Checkthe Ss’ answers and letthemrepeatthe formatofthe BECpreliminary
with book closed.
3) Reading 2 andDiscussion:
a. Let Ssdiscuss in groups about J&C Training.
b. Finish the three exercises after it (P6).
c. Check the answers and review the important points.
4) Listening:
a. Go over the listening material and listen to it.
b. Discuss the answers in groups.
5) Grammar:
a. Ssreadtheinstructionsofthepresentsimpleandadverbsandexpressionsof frequency.
b. Finish the exercises.
c. Report to the whole class.
d. Play a game with the grammar points.
6) Speaking: use the topic inthe book, divide students into several groups to discuss them
and report to the whole class.(maybe next class)
7) Vocabularies:crossculture;intensive;profile;consultancy;consultant;accredit; motivation;
entertaining; beresponsible for; CFO; PA;rep; bonus;
4. Self-study: letstudents finishtheexercisesinthebook and check the answers.
5. Homework
1) Grasp the main vocabularies and phrases and grammar points.
2) Finish the exercises in the workbook.
3) Discussion: “work-life balance”
4) Design a businesscard.
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BIeHRl: 1.2 Personal and professional details
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1. To beable to use__the business DR . S
# ) ) : I—To know the key words il business
Y words in the business environment. 2. environment.
;l;l%gtei 1 ableto greetpeopleduring fr  the first 2. To know the functional language in
> meeting people.

HE | Task Review: Review the important points in last class.

{)? | Task 2 Vocabulary: Remember the vocabularies and use them

4 J Task 3 Vocabulary: job & work
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(T Task4Writing:personalandprofessionalprofiles
- Task5:Reading: Employeeofthe Year Award
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1. Finish exercises in workbook.(written)
(
W 2.Write a personalprofile(written)

3.Group work: Make adialogue of greeting people.(spoken)
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ary) textbook.
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3(Writing) textbook.  Then | book 20
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3.Write a
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Module 1

1.2 Personal and professional details

. Aims and Objectives:
At the end of this session, the students should be able to:
a. Know some businesswords.
b. Know how to greet people.
II. Session Outline
1. Greetings
2. Duties:
1) Warmer (books closed): T asks Ss the questions about the last class.
2) Vocabulary:
a. Tleads Ss finish the exercise about meeting people.
b. Check the Ss’ answers and letthem practice how tomeet people.
3) Writing
a. Divide Ssinto small group and ask information of each other.
b. Let Ssreport their partners’ information.
c. Write personal profiles.
4) Vocabulary
a. Finish the exercise.
b. Discuss the answers in groups.
5) Reading
a. Ssread the profiles of the four persons in groups.
b. Decide who is the employee of the Year Award.
¢. Report to the whole class by debating.
4. Self-study: letstudents finishtheexercisesinthebook and check the answers.
5. Homework
1) Grasp the main vocabularies and phrases and grammar points.
2) Finish the exercises in the workbook.
3) Finish a personalprofile.
4) Prepare adebate.
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BIGHR@: 2.1 Work in progress & 2.3 Writing Test format
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%g jlé‘:)(s) ocablctotalkabouttemporary 1. Toknow the words and phrases about

E 2. To be able to talk about new | femporary jobs. .
Fr | projects. 2. Toknow the grammar points.

3. Toknowtheformatofwritingtest.

HE | Task 1 Listening: Newprojects.

7 Task 2 Grammar: The present continuous.
o Task 3 Reading: Temping is learning.

/f | Task4 Speaking: Temporary jobs.

Task 5: Vocabulary: Hiring and firing.
M| Task 6: Writing Test Format
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Y£ | 1.Finish exercises in workbook.(written)
AV | 2.Talk about temporary jobs.(spoken)
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Module 2

2.1 & 2.3 Work in progress & Writing test format

. Aims and Objectives:
At the end of this session, the students should be able to:
a. Talkabouttemporaryjobs.
b. use the presentcontinuous.
II. Session Outline
1. Greetings
2. Duties:
1) Warmer (books closed): T asks Ss the important points in the last module.
2) Listening:
a. T leads Ssread the questions first.
b. Listen to finish theexercise.
¢. Check the answers.
3) Grammar;
a. Let Ss study the grammar rules.
b. Finish the exercises.
¢. Check the answers and review the important points.
4) Reading:
a. Read and finish theexercises.
b. Check the answers.
5) Speaking:
a. Divide the Ss into groups to talk about temporary jobs.
b. Let Ssreport their opinions out.
6) Vocabulary: Finish the exercise and grape the vocabularies.
7) Vocabularies: updatesb. on;ahead ofschedule; behindschedule; temp; help out; administration;
take off; plant; venue;
4. Self-study:letstudents finishtheexercisesinthebook and check theanswers.
5. Homework
1) Grasp the main vocabularies and phrases and grammar points.
2) Finish the exercises in the workbook.
3) Discussion: temporaryjob
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%ﬂg rln égggzg{ew AHdigCANGCOnHH I. To know the key words in business
ﬁ 2. To be able to accept or refuse an environment about arranging and confirming
N invitation. ameeting.

2 Y 2. Toknow the format of e-mail.

AE | Task 1Review: Review the important points in last class.

‘jljl Task 2 Listening: Arranging a meeting.

gﬁ\ Task 3 Writing: Confirming a meeting.

/£ | Task4 Grammar: Prepositions of time: at, in, on

% | Task 5: Writing: Accepting an invitation.
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I 1. Finish exercises in workbook.(written)

W 2.Writee-mailsaboutarranging and confirmingmeetings.(written)

3. Write areply: accepting an invitation.
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Module 2

2.2 Making arrangements

. Aims and Objectives:
At the end of this session, the students should be able to:
a. arrange and confirm ameeting.
b. write an e-mail.
II. Session Outline
1. Greetings
2. Duties:
1) Warmer (books closed): T asks Ss the questions about the last class.
2) Listening:
a. Read the questions first and listen to it.
b. Check the Ss’ answers
3) Writing
a. Discuss with partners the arrangements of meetings.
b. Write an e-mail about confirming a meeting.
4) Grammar
a. Finish the exercise.
b. Discuss the answers in groups.
5) Writing
a. Ssread the invitation first and then write a reply.
b. Discuss in small groups about their written work.
¢. Report to the whole class.
4. Self-study: letstudents finishtheexercisesinthebook and check the answers.
5. Homework
1) Grasp the main vocabularies and phrases and grammar points.
2) Finish the exercises in the workbook.
3) Finish ae-mail.
4) Prepare adebate.
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FIGARE: 3.1 Company biography
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%@ I, To be able to present your | I. 1? 11<now thekeypointsinacompany
company. profile.
E 2. Tobe able to read and make the 2. Toknowtheusageofthepastsimple.
P company profile.
HE | Task [Review: Review the important points in last class.
ﬁ Task 2 Reading: The Man Behind McDonald’s
Z*t} Task 3 Grammar: The past simple
/f | Task4 Reading: company profiles
%ﬁ Task 5: Speaking: presenting your company
%
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1.Finish exercises in workbook.(written)
2. Prepare your company profile. (written and spoken)
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