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Contents

Workplace
Manners

Function

‘Satisfying needs and
yegbesty; o Yo o

| about workplace manners;

Listening & Speaking

Understanding the talk

Talking about how to
be polite when serving

| customers.

2 Procedures and
Duties

Following workplace

procedures and duties

Understanding the talk
about procedures;

Talking about observing
duties.

3 Information at
Work

'Applying information

technology

Understanding the talk
about telephone messages;

| Talking about receiving

and giving information.

4 Serving Customers

Learning service rules

Understanding the talk
about restaurant orders;
Talking about advice on
traveling.




Reading & Writing

Unit Task

Learning Strategies

Reading about Serving customers in | Listening with a 8-23
good manners with | a shop focus; f
customers; Reading for main
Writing about service idea;
at customer center. Memorizing new
; words through
collocation.
Reading about the Discussing a Inducing and 24 -39
duties of a secretary; | secretary’s duties for | deducing;
Writing about the a successful meeting | Reading with the
secretary’s duty for a help of pictures;
meeting. Memorizing new
words through
collocation.
Reading about a 911 [ Giving out Predicting; 40 - 57
operator; - | information Summing up;
Writing about a Memorizing new
memo for a meeting. words with the
S help of the parts of
speech.
Reading abouta | Offering help in Activating 58 -73
bartender; | sightseeing background
Writing about knowledge; Wi
working as a Reading for specific
bartender. information; :
Memorizing new
words with the help

of contexts.
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Reading & ertlng

Readmg ”‘mlt :
-arranging work tlme
effectively; '
Writing about a day s

| Making some
arrangements for a

Unit Task

party

Learning Strategies

 Listening for the
| main idea;
| Skimming and -
‘scanning;

schedule. | Memorizing new
S e words through
collocation. ‘
_Readmg about vt | Discussing the right | Understanding 90 - 109
' | ways to deal with meanings with the
| hotel emergencies | help of pictures;
Nriting . Inferring; ‘
*helng with food Memorizing new
/ pmsomng e ‘words in groups. |
Reading about job- | Discussing future Listening for specific | 110 - 127
hunting on the | Jobs | information;
Internet; S ‘Summing up;
Wntinga sunple ‘ ‘Memorizing new
résumé.  words in groups.
Reading about career Deciding on job Llstemng fo:r key 128 - 145
in service 1ndu3try | plans points;
Writing about future ' Summing up;
career plans. ‘Memorizing new
| - words with the help
of their definitions.
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Contents

Function Listening & Speaking
1 Workplace Satisfying needs and | Understanding the talk
Manners requests - | about workplace manners;
Talking about how to
be polite when serving
| customers.

2 Procedures and Following workplace | Understanding the talk

Duties procedures and duties | about procedures;
Talking about observing
duties.
3 Information at Applying information | Understanding the talk
Work technology about telephone messages;
: Talking about receiving

and giving information.

4 Serving Customers | Learning service rules | Understanding the talk
about restaurant orders;
Talking about advice on
traveling.




Reading & Writing

Unit Task

Learning Strategies

Reading about Serving customers in | Listening with a 8-23
good manners with | a shop focus;
customers; Reading for main
Writing about service idea;
at customer center. Memorizing new
words through
collocation.
Reading about the Discussing a Inducing and 24 -39
duties of a secretary; | secretary’s duties for | deducing;
Writing about the a successful meeting | Reading with the
secretary’s duty for a help of pictures;
meeting. Memorizing new
words through
collocation.
Reading about a 911 | Giving out Predicting; 40 - 57
operator; information Summing up;
Writing about a Memorizing new
memo for a meeting. words with the
help of the parts of
speech.
Reading about a Offering help in Activating 58-73
bartender; sightseeing background
Writing about knowledge;
working as a Reading for specific
bartender. information;
Memorizing new
words with the help

of contexts.




Function Listening & Speaking




Reading & Writing
Reading about

Unit Task

Learning Strategies

Making some Listening for the 74 - 89

arranging work time | arrangements for a main idea;
effectively; party Skimming and
Writing about a day’s scanning;
schedule. Memorizing new

words through

collocation.
Reading about Discussing the right | Understanding 90 - 109
dealing with ways to deal with meanings with the
emergencies; hotel emergencies help of pictures;
Writing about Inferring;
helping with food | Memorizing new
poisoning. words in groups.
Reading about job- | Discussing future Listening for specific | 110 - 127
hunting on the jobs information;
Internet; Summing up;
Writing a simple Memorizing new
résumé. words in groups.
Reading about career | Deciding on job Listening for key 128 - 145
in service industry; | plans points;
Writing about future ‘Summing up;
career plans. Memorizing new

words with the help
of their definitions.
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Worklace Manners

B |

Unit Goals ‘

Learners should be able to

% understand customer requests

< talk about how to satisfy passenger needs
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Do you know their workplaces? Match.

CQ restaurant hospital ' office
shop plane hotel

(i
-

.

A hotel receptionist | Flight attendants
worksina . | workona

Waiters and waitresses
workina _

An office clerk works

A salesgirl works
in an

. . ina

l ISTENING & SPEAKING

p udel
Y

| Listening 1

Listen and number the pictures.
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