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Practice and develop job preparation skills including job advertisements, job

applications, cover letters and resumes, telephoning, professional application test and job

interviews,
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and organizational communication.
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Course introduction nsaulneLily
2-3 | Unit 1 Searching for a job NTADULTINGS
-Job search and ads A (productive
-Job requirements and qualifications based learning)
- (Grammar, vocabulary, expressions, TOEIC preparation) 1ﬁ;§ﬁauﬁ
T3owhuuidindafanivanniadldnudulaidelui duslunisviy
&UAWi#l 2 British Council: You're Hired episode 10 NINTIUNITE
https://learnenglish.britishcouncil.org/business-english/youre- demsedn
hired/episode-10 ATDUARN
&Uanifl 3 British Council: English for emails (Unit 4: Starting Grammar,
and finishing emails) Vocabulary,
https://learnenglish.britishcouncil.org/business- Expressions in
english/english-for-emails/unit-4-starting-and-finishing-emails | business field
4-6 Unit 2 Filling out applications WaZLETY
- Personal information WUURNARL T
- Job application form



https://learnenglish.britishcouncil.org/business-english/youre-hired/episode-10
https://learnenglish.britishcouncil.org/business-english/youre-hired/episode-10

- (Grammar, vocabulary, expressions, TOEIC preparation)
Unit 3 Applying for a job

- Cover letter and resume

- (Grammar, vocabulary, expressions, TOEIC preparation)
T3owhuuidindafanivanniadldnuiuladdelud
&Uaifi 4 British Council: English for emails (Unit 6:
Enquiries)

https://learnenglish.britishcouncil.org/business-
english/english-for-emails/unit-6-enquiries

&Uan3idi 5 British Council: English for emails (Unit 5: Making
arrangements)
https://learnenglish.britishcouncil.org/business-
english/english-for-emails/unit-5-making-arrangements
&UaWiii 6 British Council: English for emails (Unit 2: Sending
and receiving emails)
https://learnenglish.britishcouncil.org/business-

english/english-for-emails/unit-2-sending-and-receiving-emails

7 Unit 4 Making an appointment
- Telephoning for an appointment
- Taking and leaving a message
- (Grammar, vocabulary, expressions, TOEIC preparation)
T3owhuuidindafanivanniadldnuiulaidelud
&Uaifi 7 British Council: English for emails (Unit 7:
Organising your writing)
https://learnenglish.britishcouncil.org/business-
english/english-for-emails/unit-7-organising-your-writing

8-10 Unit 5 Getting ready for an interview

- Questions and responses

- (Grammar, vocabulary, expressions, exercises)

Unit 6 Presenting yourself to get a job

- Giving personal information about education and abilities
- (Grammar, vocabulary, expressions, TOEIC preparation)
TfiSouviuuindnduduannadildouivledelil
&Uan3idi 8 British Council: Business Magazine (Working in a
remote team)
https://learnenglish.britishcouncil.org/business-
english/business-magazine/working-in-a-remote-team

F§UA9N 9 Meeting a new team member

@ou TOEIC %39
VRU-TEP
Online Tools
Zoom
Application
Line Application
Facebook
Google-

Classroom




al/meeting-a-new-team-member
dUan9fl 10 Finding the library

al/finding-the-library

https://learnenglish.britishcouncil.org/skills/listening/beginner-

https://learnenglish.britishcouncil.org/skills/listening/beginner-

11 Unit 7 Describing your job
- Job description, duties and responsibilities
- Organizational chart

ﬁﬂﬂﬂﬁﬁ 11 Organising a group project

al/organising-a-group-project

- (Grammar, vocabulary, expressions, TOEIC preparation)
TiSewiuuuRniniuduannsdildanuivledselull

https://learnenglish.britishcouncil.org/skills/listening/beginner-

12-15 | Preparation for English proficiency test

16 Review

17 Final exam
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1. NMSIANE
1.1 seminenAseu
- msdueunarnsidiusaslutueu
- uiildsuneung
Curriculum vitae
Covering letters
Portfolio

- Online Exercises

1. Application (TOEIC AIO) - Tviuutfinsinlsisnga 10 wuulinga Tu
Application (TOEIC AIO) vi3eaghsduilitsuidsslilussuuufiinng 10 ngluaumiaenanis

ywuuRnviaviaslulila word deaeu

2. Aule@ves British Council(https://learnenglish.britishcouncil.org/)

80%
10%
35%
10%
10%
15%
10%

Tviuutnialasinnia 10 wuutlnea Tu YBuleduas British Council Tasliwauuntinasnanisyii

wuuRninfviaslulid word deaou

- NAADUANFNNLALLUUENNAZDU TOEIC

- n9ilAsan1g 365 VRU give challenge

15%
10%



https://learnenglish.britishcouncil.org/

1.2 Uangnawsgu 20%

2. NsUsSLEUNE
AYWUU 60— 100 % =
ALLLUU 0-59%
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Clarke, S. 2015. In Company 3.0 Elementary Student’s Book Pack A2. London:
Macmillan Education.

Clarke, S. 2014. In Company 3.0 Pre-Intermediate Student’s Book Pack B1. London:
Macmillan Education.

Grant, D. & Mclarty, R. 2001. Business Basics. UK. Oxford University Press.

Powell, M. 2014. In Company 3.0 Intermediate Student’s Book Pack B1+. London:
Macmillan Education.

Vaughan, A. & Zemach, D. E. 2013. Get ready for international business 2. (BEC edition).

London: Macmillan Education.

Activity: English for Career Preparation (VLE 205)

Activity 1.

“IA$997UL599 “My Future Career”



Activity 2.

1As9N15 “365 VRU give challenge” - change yourself and the world by giving

every day

unAnwuUInguas 10 au MnuuAalasenIsiazvilifaUsslevidodauuazyuy ngu
az 1 1A59n15 INNN518UHANSANEUUTASINISANNTITOAIL
Students create a project which is beneficial to local communities and society

and submit a project report to their teacher including the following information:

Project Proposal

. Basic information

. Project description

. Objective of the project

. Expected Results

. Activities

. Budget

. Implementation schedule

0o N o A WDN -

. Sustainability

9 Community of Practice

Score criteria:

Quality
Cost efficiency
Impact

Feasibility

LA

Novelty



