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To the Student

English for Professional Success is especially designed for university
students at the intermediate level who want to use their English for
international communication in professional contexts.

Objective

The purpose of this book is to empower students with the language and life
skills they need to carry out their career goals. To this end it provides ample
opportunities for students to build awareness and practice the language in
real-life scenarios. Its integrated skills approach develops the student’s
self-confidence to survive and succeed in professional and social encounters
within an English-speaking global community.

The Professional English portion of our book follows an eclectic
approach to ESP language teaching, so teachers will find a wide variety of
activities which will include practice in problem-solving, critical thinking, and
professional communication.

Content

The book has been designed with a core of 30 lessons plus additional
resource sections to provide teachers and course designers with the
necessary flexibility for planning a wide variety of courses.

The four skills of listening, speaking, wniting, and reading are developed
throughout each unit in professional contexts. Emphasis is on developing the life skills
students need to deal with situations that they will encounter in the job market.

University students, regardless of their major, willimmediately be motivated by
the opportunity to prepare for the job market as they practice their English
language skills in the following job-related scenarios.

Job hunting

How to read want ads, deal with application forms, plan and write cover
letters and resumes, develop interview skills and learn what employers look
for in a candidate

Relocating

Apartment hunting, deciding whether or not to look for a roommate and how to
do so, handling landlords, interpreting leases, dealing with household problems
On-the-job skills

Problem-solving, setting goals, creating action plans, decision-making,
developing time-management skills, dealing with change within a company
The language of work

Learning the language of warehousing, placing orders, participating in
meetings, giving formal presentations, practicing moderating skill

To the Student




Using the hook

Each content-based unit is divided into six two-page lessons. Each lesson is
designed to present, develop, and practice a particular job-related skill. (See
Contents)

Vocabulary

The content vocabulary that might be unfamiliar to an intermediate-level
student is glossed in dictionary boxes at the bottom of each lesson. Teachers
may choose to focus on this vocabulary through direct presentation, or may
introduce the students to the dictionary boxes and suggest they refer to
them if they find that not recognizing a glossed word impedes their
understanding of a given text.

Grammar

There is no direct grammar instruction in the core lessons. However a
complete grammar resource has been provided at the end of the book. The
grammar resources can serve as a reinforcement of the students’ grammar
skills to be used for self-study and independent practice. Or the teacher may
-choose to use material in class to present and practice language skills
required by the productive exercises in the different lessons.

The language elements are ordered as they would appear in a traditional
grammar syllabus, but they may be referred to in any order. Each grammar
presentation provides a grammar box or paradigm followed by contextual
examples and a practice exercise.

Listening

Many of the workplace scenarios are presented and/or established through
the listening contexts. An audio CD has been provided for the student to
allow for independent listening practice. Student access to audio CDs also
provides multi-level instruction opportunities in the classroom.

On-going assessment
The five team projects found at the end of every unit as well as the one-page
unit reviews at the end of the book provide ample opportunity for on-going
assessment.

Other additional materials —additional activities, reading resources,
writing resources, unit tests—are also provided at the end of the book.

WAUE To the Student
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Unit 1

" Lesson 1

The reason I’'m applyingis...

Q ﬂ Check v~ the steps
you would like to
take to develop your
career. Then explain
your decisions to a

partner.
[0 Take professional development courses [0 Get a job related to my field
O Continue an M.A. (Master’s) degree at [0 Study for another B.A. (Bachelor's) degree
my university [0 Study in another country
[ Study for an M.A. degree abroad [0 Work in another country

m Match the columns to complete the conversation.

Takeshi: Well, now that we've graduated from college, a. . . . about the M.A. you applied for?
Paula: Butwell 5

Takeshi: Hey! Have you heard anything 5
Paula: | have. It looks like | could be i c....we'll be taking different roads for a while.

Takeshi: | knew they'd accept you; you had the best gradesin | 4

b. . . . about why they should hire you.

.. going to do just fine.
our class. I've decided to stay here. Last week | ‘
dropped off* my resume e. ... Is next week.
Paula: Yes, it looks like a good job. But be prepared f. ... heading* to New York City soon.
to answer questions f .
Takeshi: Sure. The pre-interviJ gt that American company | told you about.
Paula: I'msureyoure h. ... still be in touch.
drop off v to leave
duties » obligations, responsibilities
availability » state of being free to start work
head v to go to
lead v to direct, to control
pushy adj aggressive, too demanding of the attention
and cooperation of others




Look at the following characteristics. Which do you think an employer would
consider positive (P) in a job interview? Which do you think an employer would
consider negative (N)?

___ being a leader ___ being a perfectionist
____ making decisions with your emotions ___ being active
___ being pushy ___ being aggressive

: m Listen to Takeshi talk about his hiring test. How did he respond?
f_q Check + the correct box.

Applicant’s name: Takeshi Oropeza Date: June 4
Check the option that expresses how decisive you are.

1. | like to lead®.

[ Always [ Sometimes [1 Never [] Not sure
2. | care ahout getting things done well.

[ Always [J Sometimes [J Never [J Not sure
3. | am not emotional when making decisions.

[ Always [J Sometimes [J Never [J Not sure
4. | like to be busy all the time.

O Always [] Sometimes [J Never [ Not sure

5. | could be described as pushy*.
O Always [ Sometimes ] Never [ Not sure

Qéf% E Describe yourself to your partner. Use the phrases in the box.

,l;'a. «’.Ay; s I don’t consider myself a leader.

| don’t ehink . .. I prefer being falisabat fo do alitlic g

| absolutely . . . I always try to get things done well. I’d say that
: Sumeumes i I hate making mistakes. I double-check

| consider everything before turning it in.

I'dsay...

 prefer. . .
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" Lesson 2 .
: Just applying for the M.A. is hard

Academic requirements | Personal qualifications | Ot

m Read the Web page and make a list of the five things Paula will need to do in
order to study for a Master's degree in the U.S.

o - per s ety Do e

o
A 5 (oo % A <3 Vi 11 |
J «T) Bad (- [a] Vs L Oy *?’ £ el Lr

1
1
i

Info about Graduate Study in the USA

» More than 1,200 qualified U.S. private and state universities offer graduate study courses.

» It commonly takes at least a year to select a university, to complete the admission process and to apply for
financial help and scholarships*.

» Yearly tuition* costs might be as much as US$25,000, while living costs may vary from US$8,000 to US$14,000.

» Universities charge an admission application fee*, which ranges between US$25 and US$150.

+ You will be required to take the TOEFL (Test of English as a Foreign Language). This test measures the English
proficiency* of non-native English-speaking students. Most universities request a score of 550 points. The TOEFL
Web site contains complete information about the test: registration forms, test dates and sites, fees (US$130),
test samples, etc. Web site: www.toefl.org.

» Job opportunities for foreign students are restricted* and strongly regulated by the U.S. Citizenship and
Immigration Services.

; » Before obtaining a student visa, you will have to prove to the U.S. Consulate that you have sufficient income* to

pay for your education and living costs. You will also have to pay for health insurance.

1. Select a university in advance.

2.

3.

4,

5.

B.
fee n charge, cost
income n money earned from working or investment
proficiency n ability to work with skill, expertise
restricted adj limited in use or in availability
scholarship » a grant to pay for study

tuition n school or college fees




k=) Read the following course descriptions. Write a FOR and AGAINST table for each
of the courses and a list of additional information you would need to know to

make a choice between the two.

FREEPORT

Master's in BUsiness
Administratiofls =

4 : J as US$8,000 R
ize that each student is can provide scholarships . i
structure: We recognize D . i j
C:‘:\:;:e and has individual needs an:i |f'|“e"§|s;sc.ourse strong academic record. with a
, we have designed a highly exi ; .
1;;‘.f‘tee"re :)rr:pleting the core course (80 umts.), you :z: . Low fees are o B
rse from the 30 elective options. 2 : made
deslg"hy::;:\,-W T't‘\:‘:)urse can be completed in one year, lEfﬁc,em e :
Course 2 ;
iti i d the time. . :
but it is possible to exten : e e i Femlxed" L staff, | urses
Course fee: US$14,000. This fee is for tumon-ibim o4 courses: No Vil e
and accommodation costs are the responsibility . .
Career coun ll‘lﬂ' Oowever,
st t. :We appreciate that a Master's Degree of the coux’-s‘: tvic;" assure you thag e
ional success. not be sacrif; y
% uarantee of professiona i e
;b“;:t:rezg to program their career around the namy ao o, nt.smy. Al il :
tu hensive one-on-one career have strong '"temaﬁomfa:p"umﬁon b |

course. We offer a compre ‘

counseling service. ' oo ny of ‘
Class size: Maximum 10. Individual tutoring p‘fs'tmns el 2 bl
requesz. F e rﬁ“ £ ‘,‘”W bl Loy

BT ey

.’ m Read the following general Graduate Admission Requirements. Then work with

your partner to answer the questions.
1. Evidence of four years’ tertiary study: Official transcripts / academic records will be required from each

undergraduate and / or graduate institution that you have attended.
Do you know where to get your transcripte? How much will it cost? How long will it take?

If you don’t know, how can you find out?
2. Supporting references or recommendations: A minimum of two references will be required from professors or

lecturers if you are applying to an academic degree program. References from your undergraduate institution

and your employer(s) will be useful if you are applying to a professional program.

Who will you ask for letters of reference? How difficult will it be to get them?

3. Personal statement: This can be a deciding factor in an application. Content may be either a general personal
statement, or responses to very specific questions asked by the school.

What activities will you mention in a general personal statement?

What specific questions might a school ask?

Lesson 2 E
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ﬂ Student A asks Student B questions from the chart. Student B ans
Then exchange roles.

Example:
A: If you wanted to buy an airline ticket, where would you get the information?
B: | would go to a travel agent.

lfnl wanted . ..

T

wers.

1. to buy an airplane ticket at a travel agent prices, times, availability

2. to get a part-time job

3. to take the TOEFL

4. to research graduate study

m Paula needs a job. Read the college notice board and decide which is
job for Paula. Compare and justify your answer with your group.

the best

ilingual?
Are you bilingua Are you good with kids?

Spanish To English o ; : 1 need a kind. patient per‘s‘o‘n
Translator needed. : to look after my lwo~ku s
Mainly technical : : (3 and 7) in the evenings.
oy ) Fasi Feoc Feator repuires Cash paid.
pap - part-time workers.
$15 per hour
8:00 a.m. to 2:00 p.m.

Driver needed

Assistant Librarian

= 4 hours per day
= Health insurance included

= $300 per week

arbitrator n mediator, judge

lawsuit a legal action bringing a claim to a court of law
settle v to come to an agreement

shift » a segment of work time



‘. Paula has gotten a part-time job. Read her contract and answer the questions.

t-time Employment Agreement

Name: Paula Fuentes

Job Title: Assistant Librarian

Length of Contract: 3 months

Duties: Assist librarian in organization of books; store information in the
computer; and provide assistance to university students

Salary: $300 weekly

Hours: 4 hours per day, Monday to Friday

Paid Vacation Leave: Not applicable

Insurance Coverage: Group health insurance plan, includes accidents at work
(workman’s compensation) and third party coverage

Arbitration: Disputes will be settled* by an Arbitrator* in an Arbitration hearing,
rather than via a lawsuit* in a court of law.
Attorney’s Fees: In the event of any legal action taken to enforce the provisions

of this contract, the prevailing party will be entitled to recover
their attorney’s fees from the other party.

1. Do you think working in the library will help Paula’s English? Give your reasons.

2. How much does Paula get paid per hour?

3. Is Paula entitled to take paid leave?

4. Before signing the contract, what questions do you think Paula should ask?

El Change the following sentences to contrary-to-fact statements without
changing the meaning.

1. She isn’t stressed because she doesn’t work overtime.

She would be stressed if she worked overtime.
2. Paula doesn’t feel secure because her contract is for a short period.

3. She lives far from the university so she gets up very early.

4. She doesn’t get the paid vacation benefit because the contract isn’t for a full year.

5. She will sign the contract because she agrees with everything.

6. She’s applying for a part-time position because she doesn’t have enough time to work a full-time shift.

Lesson 3



7 Lesson 4

]
1
1
]
]

There are other options . . .

E Read the definition of Continuing Education and then match the different
types of continuing education with their description.

2

' Types of Continuing Education

1. Distance courses

2. Full-time graduate courses

3. Conferences

4. Refresher courses

5. Part-time graduate courses

:CONTINUING EDUCATION:

Generally speaking, continuing
education can be defined as any form of
education for adult learners. It often takes
the form of degree credit* granting courses
at a college or university, taken by full-time
or part-time students and delivered by
traditional lectures,* seminars, or at
distance. It can also take the form of short
credit or non-credit courses of a
professional, vocational or personal nature
delivered®* by colleges, professional
organizations or companies.

Description

a. Courses that allow you to study at home without attending

classes. Most courses incorporate computer conferencing, e-mail,
computer-based quizzes and the use of the Internet, sometimes
called online courses. They can be credit or non-credit courses.
A large meeting where a group of professionals present papers on
developments in their field.

Courses where you attend a college or university. Most courses
include lectures, seminars and tutorials.* For students who
already have a first degree.

Courses where you can continue working but attend lectures or
classes, in your free time. May be delivered partially at distance.
Usually short courses intended to keep professionals up-to-date.*

m Answer T (true) or F (false). If false, correct the sentence.

1. Continuing Education refers to non-degree courses. F
Continuing Education refers to all types of education for adults.

2. Continuing Education is for professional enrichment.

3. If you wish to take a degree credit course, you must attend lectures and seminars.

4. There are credit and non-credit distance education courses.

9. Continuing Education courses cannot be taken at your workplace.

6. The only way to progress professionally is to take a full-time graduate course.




