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English language structures, vocabulary and expressions related to office
management; communication skills at work; using office equipment;
handling telephones; making appointments; filing; arranging meetings;

reading and writing business correspondence and related paperwork
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1 Course introduction 2 2 | Teachingandleaming Pornpan
methods/activities:

Module 1: Presenting (Laurillard, 2012) Chairat
1. Acquisition:

1A A company profile

- Listening to lecture or
1B Talking about your company podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and

contrasting relevant texts.
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4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 1: Presenting (Cont.) 2 2 | Teachingandleaming Pornpan
methods/activities:

1C Company structure (Laurillard, 2012) Chairat
1D Working conditions - écqu_lsmon:
- Listening to lecture or
podcasts
- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:
- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.
3. Inquiry:
visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities
5. Practice: problem sets,
quizzes, role-
plays/simulations
6. Collaboration: pair or
small group works,
collaborative problem

solving
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7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 2: Socialising

2A
2B

Introductions & Greetings

Making small talk

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Pornpan

Chairat

Module 2: Socialising (Cont.)

2C
2D

Invitations & Offers

Welcoming a visitor

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

Pornpan

Chairat
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- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 3: Telephoning

3A
3B

Getting through on the phone

Leaving and taking messages

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and

ideas being taught.

Pornpan

Chairat
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3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 3: Telephoning (Cont.)

3C
3D

Dealing with problems on the phone

Making arrangements on the phone

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share

activities

Pornpan

Chairat
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5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 4: Email

aA
aB

First contact and requests

Enquiries

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing

Materials:

Pornpan

Chairat
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- Coursebook

- Audios / VDO clips

- Websites / online materials

Module 4: Email (Cont.)

ac
aD

Following - up

Levels of formality

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Pornpan

Chairat

Midterm Exam

Module 5: Graphs & Tables

5A Describing graphs

5B Describing changes

2 2

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or

podcasts

Pornpan

Chairat
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- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

11

Module 6: Business writing

6A
6B
6C

Introduction to letters and memos
Memorandums

Structuring a letter

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

Pornpan

Chairat

-10 -




v Y =
NIVB/318a5LD8A

AMUIUYNLUY

U338y | UUR

AANTIUNISLIBU

v

N15d0U Honly

Neou
U

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

12

Module 7: Meeting

TA
7B

Starting a meeting

Chairing & taking part in a

meeting

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-

plays/simulations

Pornpan

Chairat
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6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

13

Role-play/Simulation:
“Department Meeting”

- Organise a department
meeting (chair and take part
in a meeting)

- Presenting facts and figures

using graphs and tables

Module 8: Job applications
8A Job ads and descriptions
8B Writing a CV

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Pornpan

Chairat
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Module 8: Job applications (Cont.)

8C

Writing a covering letter

U
2 2

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.
2. Inquiry:

- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing
Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

Pornpan

Chairat
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Module 8: Job applications (Cont.)

8D

A job interview

Teaching and learning
methods/activities:
(Laurillard, 2012)

1. Acquisition:

- Listening to lecture or
podcasts

- Reading from the
coursebook or websites, or
watching demos or videos.

2. Inquiry:

Pornpan

Chairat
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- explore, compare, and
critique relevant texts,
documents, and resources
reflecting the concepts and
ideas being taught.

3. Inquiry:

visiting online
resources/search, analysis
and/or-comparing and
contrasting relevant texts.
4. Discussion: in-class
discussions, group
discussions, think-pair-share
activities

5. Practice: problem sets,
quizzes, role-
plays/simulations

6. Collaboration: pair or
small group works,
collaborative problem
solving

7. Production: video or
audio performance, e-
portfolios, writing

Materials:

- Coursebook

- Audios / VDO clips

- Websites / online materials

16
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Final Exam
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1. 191 Lena1mEn uazdayadiAgy
Chairat, P. (2024). Coursebook: 0115392 English for Office Communication. Songkhla,
Thailand: Thaksin University

2. nasuazdoayauuziin
- BBC Talking business

https://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/

- Business English Pod

https://www.businessenglishpod.com/

- BBC Learning English

https://www.bbc.co.uk/programmes/n13xtnis
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