English for Careers 1 

Unit 2 Office

	 Teaching objective

	After studying this unit, the students are able to master the key words and structures, and more importantly, to communicate for the following purposes:

· understanding the job duties of secretaries 

· understanding skills required for good secretaries 

· understanding a newsletter

· making appointment by telephone 

· understanding and taking telephone messages 

· understanding and writing an agenda 

· making a travel plan

· mastering tenses



	The method of approach 

	1. Discussing, listening, reading, presenting, and role-playing by the students;

2. Explanation and demonstration by the teacher;

3. After-class research and practice by the students.

	Unit content

	Reading A: Annoying Office Habits
Reading B: SWAP Industries Newsletter

Listening & Speaking: Making Arrangements
Writing: Agenda

Mini-project: Travel Plan 

Grammar: Tenses

	Time requirement: 8-9 periods

	Unit Focus

tap         air    concentration    enterprise    fantastic     headquarters

imaginative   impressive     irritation   jargon   kick    make an effort

reveal   socialize    sort out   spacious   sympathy

	Teaching procedures

This unit is arranged for a time span of 8 hours, during which a time limit is suggested for each step. Though it’s always important to keep a time limit in mind for each activity, a teacher should never stick to a rigid time plan in teaching, but rather follow a more flexible time table when dealing with unexpected in-class occurrences and make necessary adjustments accordingly. Note that not every step suggested here is a must in teaching. A teacher can make whatever changes he thinks necessary.

	Hour 1:

  Course introduction    

45 minutes   
  

Warming-up  Task
15 minutes
Objective: Ss can organize their activities in one day and make a time schedule.

Steps:

• Ss read Warming-up Task.

• Go through Mr. Thomson’s schedule with Ss.

• Allow three minutes for Ss to do the task.

• Ask some Ss to present their work.
New words in Reading A

15 minutes
Objective: Ss can get familiar with the new words and expressions, etc..

Steps:
• Ss listen to the new words and expressions, etc.

• Ss read the new words and expressions, etc.

Notes: For a class with higher English proficiency, the teacher may follow the following steps:

• Ss preview the new words and expressions.

• Ss read the new words and expressions.

• Ss dictate several important new words and expressions.

Discussions before Reading A
15 minutes
Objective: Ss can get familiar with the new words and expressions, etc.
Steps:
• Ss know something about Reading A.

• Ss discuss the following two questions:

1. What office habits do you disgust?

2. What office habits do you like? 
• Comment briefly on their work.



	Hours 2-3:

  Reading A    

45 minutes   

Language points

35 minutes


impressive: a. having a strong effect on sb., especially through size, or importance

e.g. The earthquake is one of the most impressive geological phenomena.
fantastic: a. marvelous, excellent

e.g. You passed your test? Fantastic!

spacious: a. having or providing much space; roomy

e.g. The house has a spacious kitchen and dining area.

irritation: n. sth. that keeps troubling or annoying someone

e.g. Don’t allow a minor irritation in the workplace to influence your determination.
reveal: v. to make (facts, etc.) known

e.g. The survey revealed that the house was damp.

Her answers revealed her to be innocent.
tap: v. to strike (sth.) lightly with sth.

e.g. Who’s tapping at the window?

n. (sound of a) quick light blow

e.g. She gave the lid a few gentle taps to loosen it.
pet peeve: a minor that an individual identifies as particularly annoying to them, to a greater degree than others may find it

e.g. Grammatical mistakes are his pet peeves.
concentration: n. complete attention; intense mental effort

e.g. I found it hard to keep my concentration with such a noise going on.
kick: v. to give up

e.g. Doctors should try to persuade smokers to kick the habit.
sympathy: n. sharing the feelings of others (especially feelings of sorrow or pain)

e.g. My sympathies are with the jobless in this dispute.
imaginative: a. marked by independence and creativity in thought or action

e.g. You should adopt a more imaginative approach to decorate the classroom at Christmas.

make an effort: to struggle, to try

e.g. The prisoner made an effort to escape, but he couldn’t climb the prison wall.
sort out: to find a solution to (a problem/one’s problems, etc.)

e.g. Roy is an expert so they gave him a free hand to sort out the problem.
grievances: n. real or imagined cause for complaint or protest

e.g. The manager agreed to settle the workers’ grievances.
air one’s grievances: to complain, to protest

Task 1
5 minutes
Objective: Ss can find some specific information in the passage.

Steps:

• Ss do Task 1.

• Ask Ss to work individually.

• Check the answers.

Suggested Answers:
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Task 2                                             5 minutes
Objective: Ss can decide whether the following statements are true or false according to the passage.

Steps:

• Ss read the passage.

• Ss complete the task.

• Ss compare their work with others.

• Select Ss to present their work.

Key

Key:  1. F 2. T 3. F 4. F 5. T
Task 3
Objective: Ss can speak well based on the topic of Reading A.

Steps:

•Ss do Task 3.

• Ask Ss to work in pairs.

Sample
[image: image2.png]Lhate gossip because it always spreads false information.
Some people tend to blame their roommates for the tiny mistakes. This makes me disgusting.
Lecan't stand him when he talks very loudly during the lunch break

(Picking the nose; Biting the nails; Dressing untidily..)




Language lab

45 minutes

             Task 1


5 minutes

Objective: Ss know the spelling and meaning of the words and expressions from Reading A.

Steps:

• Ss read Task 1.

• Allow Ss 5 minutes to do the task.

• Check the answers.
Key

Key:  1. C   2. G   3. A   4. J   5. I   6. H   7. B   8. F   9. E   10. D
             Task 2


10 minutes

Objective: Ss can use the words and expressions from Reading A.

Steps:

• Ss do Task 2.

• Ask Ss to work individually.

• Check the answers.

Answers 

1. reveal         2. sympathy            3. irritation          4. spacious
5. impressive    6. concentration        7. imaginatively       8. sorted out
9. tapped          10. Fantastic
             Task 3


10 minutes

Objective: Ss can use the words and expressions from Reading A.

Steps:

• Ss do Task 3.

• Ask Ss to work individually.

• Check the answers.

Key:   

1. socialize
2. sort out
3. make an effort
4. out of time
5. sympathy
             Task 4


10 minutes
Objective: Ss can express ideas in writing using the two models outlined for Task 4.

Steps:
• Read the models to Ss with an explanation if needed.

• Ss work in pairs.

• Check the answers.
Key: 
Model 1

1. Grandma has a gold bracelet broken into two pieces.
2. When I came in, I found a strange girl seated in the corner.
3. Jane felt sad for her bad tooth pulled out at the dentist’s.
Model 2

1. It was last night that I saw an interesting film in the Youth Palace.
2. It was the English teacher who was able to tell everyone’s name in our class.
3. It was not until she took off her sunglasses that I realized she was a famous film star.
             Task 5


10 minutes

Objective: Ss can use the vocabulary in Reading A for translation.

Steps:

• Ss work individually or in pairs and translate the sentences.

• Ask two Ss to write their translations on the board.

• Comment briefly on their work with emphasis on the structures of their sentences.
Key: 

1. The most annoying thing about the scheme is that it’s confusing.
2. He has never aired his grievance against his boss in this company.
3. He gently tapped at the microphone before speaking.
4. The manual is full of the jargons of the machine operation.
5. He has kicked his drug habit and learned that his life is valuable.
6. In those years people were not aware of the seriousness of the pollution.
7. You should make an effort to improve your reading comprehension.
8. We will sort out the problem of campus violence at the next meeting. 


	Hours 4-5:

        Listening


45 minutes

             Task 1


5 minutes

Objective: Ss can accurately write down the right information.

Script:

W: General Manager’s Office. Can I help you?

M: Yes, could I speak to Mr. Muller, please?

W: I’m sorry. He’s in a meeting at the moment. Would you like to leave a message?

M: Yes, please. When he comes back, please tell him that David Charles called. Could he call me back before half past six? It’s urgent.

W: Of course. Does he know your phone number?

M: I think he does. But you’d better give it to him again. That’s 82375598.

W: Can I check that? It’s 82375598.

M: That’s right.

W: OK, I’ll be sure to inform Mr. Muller as soon as he comes back.

M: Thank you very much. Goodbye.

W: Goodbye.
Key: She writes 5:30, not 6:30, and the phone number is 82375598, not 82372598.
             Task 2


10 minutes

Objective: Ss can accurately write down the missing information.
Script:

Hello, Polly. This is Ellen calling. My computer has been infected by viruses. You’d better delete all emails on your computer from me. There’s a virus in the attached files, so don’t open them. OK? If you have any problems, call me at 8021. Just don’t open those files! This is very important! Thanks. Bye.

Key 

Key: 

From: Ellen For: Polly

Phone number: 8021

Message: Delete all emails from Ellen. Don’t open the attached files.
             Task 3


10 minutes
Objective: Ss can understand the conversation and choose the best answer.

Script:

W: Good afternoon, Mr. Brown. This is Anna Johnson from Guangzhou ABM Company. I’m calling to make an appointment with you for sometime tomorrow.

M: Hello, Miss Johnson. I’ll check my diary. I’m sorry I’m quite busy on Tuesday. In the morning, I’m visiting the factory. In the afternoon, I’m seeing someone from the Head Office. How about Wednesday?

W: That would be fine. Would 9:30 a.m. be convenient for you?

M: Let me see. Sorry, I’m afraid I can’t make it in the morning because I’m having an important meeting.

W: Then can you manage in the afternoon?

M: Yes. Would 3:00 p.m. be all right?

W: Yes, that’s all right with me.

M: Then I’ll see you on Wednesday afternoon at 3:00.

W: I look forward to seeing you, Mr. Brown. Goodbye.

M: Bye.

Q1: When does Anna Johnson make the phone call to Mr. Brown?

Q2: What will Mr. Brown do on Wednesday morning?

Q3: When will Mr. Brown see Anna Johnson?
Key:

1. A    2. D   3.D
             Task 4


10 minutes

Objective: Ss can accurately write down the missing information.
Script:

M: Hello, Cathy. It’s Tom. Could you check my schedule for next week?

W: Well, on Monday you are to sign the contract with Auden Company at 9:30.

M: Fine. What about Tuesday?

W: On Tuesday you’re going to attend the sales meeting at 10:00. And you’re in France from Wednesday afternoon through to the weekend.

M: So I’m free on Tuesday afternoon and Wednesday morning. Right?

W: Not on Wednesday morning. You’ll meet the new production manager at 9:00. But you’ll be free on Tuesday afternoon.

M: Thanks, Cathy. I’ll see if I can schedule the department meeting for then. Could you enter it in my schedule first?

W: Yes, I’ll do that.

M: Have a good weekend! Bye.

W: Bye, Mr. Barnes.

Key

Key: 1. Sign the contract       2. Sales        3. Department 

4. production manager     5. France
             Task 5


10 minutes
Objective: Ss can find specific information from listening to a passage related to the theme.

Script & Key:
Time is equal to everyone. Whether you are smart or foolish, ugly or beautiful, you have the same 24 hours each day that everyone else has. How you spend that valuable time determines the quality of your life. Time is more precious than

any possession.

There are three rules for effective time management. Firstly, don’t create impossible situations. Don’t try to work full time and take a full load. Be reasonable about how much work you can do.

Secondly, make a list of all the things that you need to get done in a given time period. Put the tasks in order of importance and delete any unimportant items.

Thirdly, avoid lack of focus. Use lists to focus attention. To be more attentive, set boundaries with family and friends when you are at work, as personal phone calls and emails can easily disturb your workday progress. In a modern work environment, you

can use technology to help. For unimportant communications, provide clients with a fax number or email address. This should cut down on the number of unimportant phone calls you receive throughout the day.

Speaking


45 minutes

             Task 6


45 minutes

Objective: Ss are able to make an appointment on telephone.

Time: 45 minutes

Steps:

• Ss read Task 6.

• Ss work in pairs to make an appointment on telephone.

• Comment briefly on their work.
Suggested Answers
A: Hello, Mr. Brown’s office. Who is calling, please?
B: Hello, this is Jane White speaking, calling from the Sales Department of ABC Company. May I speak to Mr. Brown?
A: I’m afraid Mr. Brown isn’t available today. Can you leave a message?
B: Certainly. I’d like to make an appointment with Mr. Brown.
A: Fine. When would you be available to see Mr. Brown?
B: Someday next week in the morning would be great.
A: How about next Thursday at 10 o’clock?
B: I’m not available on Thursday. The rest days are OK with me. 
A: Let’s make it 10 o’clock next Friday.
B: That sounds fine. Thank you. Do you have a pen handy? I don’t think he has my number. My number is 222-3456, extension 12.
A: OK, 222-3456, and the extension is 12. I’ve got it all down. Thanks for calling. Bye.
B: See you.
               

	Hours 6-7:

        Reading B











  45 minutes

             New words









  5 minutes

Objective: Ss can get familiar with the new words and expressions, etc.

Steps:
• Ss listen to the new words and expressions, etc.

• Ss read the new words and expressions, etc.

             Fast reading








      20 minutes

Objective: Ss can comprehend Reading B.

Time: 20 minutes

Steps:

• Ss read the passage.

• Provide help if needed.

             Task 1










  10 minutes

Objective: Ss can decide whether the following statements are true or false according to the passage.

Time: 20 minutes

Steps:

• Ss read the passage.

• Ss complete the task.

• Ss compare their work with others.

• Select Ss to present their work.

Key

Key: 1. T    2. F    3. F    4. F    5. F
             Task 2










  10 minutes

Objective: Ss can fill in the application form.

Steps:

• Ss read the passage.

• Ss complete the task.

• Ss compare their work with others.

• Select Ss to present their work.

Suggested answers: 
[image: image3.png]o] sarawong@SWAPChina com
cc

From ‘wanglili@SWAPChina com
Subject " Application to attend Christmas Party

Dear Sara,

As one of the five candidates from SWAP
Fujian Ltd., I am writing this application to
attend the coming Christmas Party. It will be
a great honor for me fo represent our company
to meet colleagues and friends there. It's also
a good reward for my ten years' service for
SWAP.

Looking forward to your confirmation.

Wang Lili
Purchasing Manager of SWAP Fujian Ltd.




[image: image4.png]Application Form for THE CHRISTMAS PARTY
on December 12, 2013

Full name and position

Wang Lili, Purchasing Manager of SWAP
Fujian Ltd

Contact telephone number

Mobile phone: 13501581508

Office phone: 0591-28263578

Email address

wanglili@SWAPChina.com





        Writing











  45 minutes

             Task 1









  10 minutes
Objective: Ss can get familiar with the style of agenda.

Time: 10 minutes

Steps:

• Ss do the task individually.

• Ss compare with each other’s answers.

• Provide help if needed.

• Present the answers.
Key:

[image: image5.png]— The mecting ends by a vote, or by general

consent. 10
— Discussing other matters which are not on
the agenda. 8

— The chairperson calls the meeting to order
and opens with a welcome. 1
— Dealing with topics arising from the minutes
of the last meeting 4
— Deciding on time for the next meeting.
9
— The secretary keeps a record of: a. those
who are present; b. those who are absent
‘without leave: c. those who sent regrets.
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— Body—a list of the topics that form the
‘main part of the mecting. 567
— The secretary reads the record of the last
‘meeting for approval or correction.
3




 
             Task 2









  15 minutes

Objective: Ss can get familiar with the style of agenda.

Time: 15 minutes

Steps:

• Ss do the task individually.

• Ss compare with each other’s answers.

• Provide help if needed.

• Present the answers.

Key: 

[image: image6.png]FORD TRADING CO., LTD.

Regular Monthly Meeting Agenda

BomNo o s wN

Room 2206, Swan Hotel
9:00am~1130 am.
Tuly 2, 2013

Opening
Roll call

Reading minutes of the last meeting
Business arising from the minutes
Report from the marketing manager
Report from the sales manager
Report from the finance manager
Any other business

Date of the next meeting
Adjournment







	Hour 8:

       Mini-Project







  40 minutes

Objective: Ss can know how to make a travel plan.

Time: 40 minutes

Steps:

• Grouping. Divide the class into groups. There are several ways: Ss pick up their own partners; Teachers group fast learners with slow learners; Ss find their partners by drawing lots.

• Defining the project. Go through the project with the class and clarify requirements. You are advised to do it after Ss study Reading B.

• Timing & cooperation. Give Ss the deadline for completion and guidelines on working together. Appropriate time management and job division are likely to be serious problems at the beginning, where basic instructions from the teacher should come in. As Ss get used to the mini-project, they will become more experienced. Remind them that different Ss have different work but everybody contributes to the project. They discuss first and then decide who will do what.

• Co-working

1) Ss choose several places of interests in their city.

2) Ss arrange the itinerary: duration, travel route, transport, hotel, etc.

3) Ask 2 or 3 groups to present their travel plans to the class.

4) Invite other groups to give comments.
       Quiz












  5 minutes
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