3rd Year LEA: Oral English TPO

Semester 2, Spring 2005

Teacher Pack for Instructors: WEBB, O’CALLAGHAN

Continuation of Previous Semester’s Work following a Business English Thematic

Goal:

· To foster and encourage the spontaneous use of the English language, in the classroom, the business world and in everyday spoken situations

Activities: Student Participation is ESSENTIAL

Debates, Discussions, and Situations using spontaneous English

Evaluation- each student will be individually evaluated as follows:

(The grades will be on a scale of 1-20)

· PARTICIPATION -Weekly grades from 1-20 will be given for each and every classroom activity; this will count for 50% of the semester grade

       Project and Presentation: 50% of the final grade

Course Outline

This course will promote the improvement of oral English language skills through many weekly activities created to involve and entice the students’ participation. Through constructive, regular and positive feedback, the instructor will encourage student interaction, involvement, and most importantly, improvement in spoken English. Vocabulary will be broadened, language and problem-solving skills will increase dramatically, and the use of spontaneous English will rise. 

*This syllabus is based on a 12-week semester and will be broken down as such.

3rd Year LEA TPO Weekly Syllabus Semester 2, 2005

Week 1: Feb 14-18

Showcase of last semester’s projects-BROCHURES

Combined classes, O’Callaghan/Webb

Discussion and Presentation of Accomplishments

Week 2: Feb 21-25

Education vs. Experience

Oral Presentation Sign-Up

Week 3: Feb 28-Mar 4


Ethics and Professional Responsibility in the Workplace


CV/Resume discussion

Week 4: Mar 7-11


Retirement


Cover Letters

Week 5: Mar 14-18


Micromanaging vs. Macro managing

Communication in the Workplace

Week 6: Mar 21-25

Student Project Presentations/Feedback Forms

Week 7: Mar 28- Apr 1

Student Project Presentations/Feedback Forms

Week 8: Apr 4-8

Student Project Presentations/Feedback Forms

Spring Break: Apr 11-15

Week 9: Apr 18-22

Student Project Presentations/Feedback Forms

Week 10: Apr 25-29


Hazards and Injuries in the Workplace

Week 11: May 2-6


Sexual Harassment/Discrimination in the Workplace

Final Project Written Reports due

Week 12: May 9-13 Future Business Leaders



3rd Year LEA Semester 2, 2005


Individual Projects and Presentations
This individual student project will count for 50% of the final grade. This will consist of a written report and a 5-minute oral presentation on a date to be determined the 2nd week of class.

This semester’s project and individual presentation will focus on the student’s own abilities, capabilities, and desires in future job searches and employment. The student will be required to look for, and apply for summer employment in English for June-August 2005.

As you are in your third year of studies at the university, and have chosen to pursue a business-track for your education, this project will serve as practice for your future business employment.

Using any research tools at your disposal, (ie: the internet, newspapers, magazines, other people), you will find and apply for an actual job for the summer. This will, of course, be done only through the class, but could potentially serve to help you or others find gainful employment.

Before you can begin researching different options, it is important to determine what exactly your needs are, and what you would like to accomplish during this period of summer employment.

What could you offer to someone looking to hire, and what are you looking for in an employer?

This project will focus on finding a job to suit your needs and one that requires the qualities and characteristics you possess.

Step 1: Think to Yourself


What would I really want to do this summer if given the option? Where would I choose to work and why? What would be the best option for me, and where could I best put my business interests to use?

Step 2: Research


Looking for the perfect summer job (the resources seem endless!)



Resources: 



Internet



Newspapers-Classifieds



Magazines

Word of Mouth-friends, family members, teachers, guidance counselor the fac or other universities

Libraries

Bulletin Boards/Announcements

Businesses

Step 3: CV/Resume Preparation-

*******a copy of your CV must accompany the final product*******

1. What are my qualifications?

2. Do I meet the qualifications of the job?

3. What skills will I need for this job? If I do not possess the needed skills, what could I do to learn what is needed?

4. What does this position require of me?

5. What can I personally do to prepare for the position?

Step 4:

********a cover letter must accompany your final product********


Cover letter to the company attached to CV

-this should be a cover letter explaining what you are applying for, why, and tell a bit about yourself

-Cover letters will be discussed in class prior to the due date of the project/presentation 

Step 5: Final Product

This will consist of your CV, your cover letter, a copy of the ad/announcement/written description of the job your are applying for, and a 2 page typed report detailing the project from beginning to end.

This report will contain:

1. an introduction describing the job you have chosen and why

2. a middle describing the entire process-how did you go about finding this job, the problems you encountered during the process, why did you choose this particular job, etc.

3. a conclusion describing how you feel this job-search project will help you in your future search for employment

ORAL PRESENTATION

This will consist of a 5-minute presentation describing your project to the class. You will not read the paper you have written. You will discuss the job search process, anything you encountered. You are not limited in this presentation. You may discuss both positive and negative aspects of your summer job search. Please tell us about you, and why you have chosen this particular job. Also, how will your knowledge of English help you in this chosen job? Finally, what advice would you give others/your peers in similar situations looking for employment. How would you encourage them in their search?

You will also be required to record your short presentation on the computer in one of the multimedia labs during any of the 8 lecteurs’ lab hours. These hours are posted for your convenience throughout the English department.

*All students are will be required to fill out feedback forms during their peers’ presentations.

Week 1: Feb 14-18

Showcase of Brochures, discussion and presentations

Go over the syllabus, discuss project

Valentine’s Day discussion if time allows

Combined classes, room to be announced

Week 2: Feb 21-25 

Oral Presentation Sign Up, choose between weeks 6-9

Answer any questions about the syllabus, individual project

Education vs. Experience

Two Articles

1.Most Indonesian Workers Lack Formal Education But Have Skills
2. Formal Education versus Experience
Warm-Up: 

What defines education? 

With a partner, discuss what it means to be fully, completely educated.

Can someone be educated without having ever having had formal schooling? 

How important are technical skills, and vocational training?

First Article: short

Read individually. Highlight and discuss the important topics with your partner.

Class discussion: What is the article discussing? 

Second Article:

Read in groups…if time permits, the entire article, but if not, the sections entitled The Benefits of Formal Education, The Pitfalls of Formal Education, The Benefits of Experience, and The Pitfalls of Experience

Debate

-One must obtain a formal education to succeed in the business world.

Divide the class into 2 groups and discuss using information from the two articles, and their own personal experience and opinions.

Homework: read the article for next week, An e-conference on business ethics: The search for global standards
Week 3: Feb 28- Mar 4

CV/Resume Discussion

-Writing your CV, in packet, go over the basic and important information that should be included

They should all have a CV at this point, so they should be able to discuss the important aspects of a CV or resume. Go over these together as a class, and be sure to remind them that a copy of the CV must be turned in with the final project. 

Look at the CV examples in the course pack. They should also realize that there are many different forms and looks to CV’s, but the same basic information is present.

Ethics and Professional Responsibility in the Workplace

*Business Mazes-if possible to find and print from the computer, or share stools in the lab to fit all students in the lab? If not, this will be created on paper and passes out to each student. They will work on this in groups.

Warm Up:

What are ethics? Why are ethics important in the workplace? Do you feel most businesspeople have a certain degree of ethics?

Article: An e-conference on business ethics: The search for global standards.

What is the article discussing? 

With a partner, discuss and list the main points of the article.

Next, list the standards that you feel should be set in the business world for ethics. 

What should be understood to be ethical and what is everyone’s professional responsibility?

Debate

Should ethics be taught in school? Should there be classes designated for teaching ethics from the beginning of schooling, primary to college?

Week 4: Mar 7-11
Cover Letters

Read the following in the course pack and discuss:

Writing a letter of Application-Resume, Writing a Letter of Motivation, Cover Letters: Your First Chance to Impress, Writing a Cover Letter

Read the examples of cover letters and discuss.

Go over everything that it needs to contain and why it is so important.

Retirement

Warm Up:

When should working people retire? What should the official age be for a retirement with full benefits?

Article: It’s Time for a Retirement Wake-Up Call

Relatively short article read in pairs and jot down main points.

This article is discussing American retirement, but can you see any similarities with retirement plans in your own countries?

Discussion and Debate: 

The retirement age should be officially raised to 70. 

Divide the class into groups of 4 and have them discuss. They should decide for themselves whether they are pro or con. Then come back together as a group and discuss. How many groups were for and how many against? 

Homework: articles for next week, Verbal skills Vital for MIS, and Coaching a winning team, wherever you play.

Week 5: Mar 14-18

Micromanaging vs. Macro managing

Communication in the Workplace

Warm Up: 

Why is verbal communication so important and vital in today’s world of advance technology?

Are we becoming closer or growing further apart due to the technology at our disposal in the workplace?

In a world of global communication, is the world becoming a larger or a smaller place?

What is micromanaging? Does this word have a positive or a negative connotation?

Articles: Verbal skills Vital for MIS, Coaching a winning team, wherever you play.

Role-Play: Managers vs. Employees

How to react to and treat a certain situation and task in a work setting. Divide the class into groups of 4, 2 will be the managers, 2 will be the employees. They need to resolve the problem working together.

Weeks 6-9: Mar 21-Apr 22

****Remind the students that their final reports/projects are due Week 11, May2-6
7 students, presentations no longer than 5 minutes…must be cut off at 5 minutes.

All others are required to fill out the feedback forms as part of their final grades.

This form will be given before the presentations.

Week 10: Apr 25-29

Hazards and Injuries in the Workplace

Warm Up:

With a partner, make of list of potential hazards that could happen to someone in the workplace, and what would have to be done to remedy the situation.

As the owner or manager of a business, what must you think of when dealing with injuries in your business? How can you avoid harmful situations?

Articles: EU fights workplace hazards, and Workplace Hazards.

Short-read individually, or with a partner and highlight main points.

What surprised you about the second article?

Did you think technology could be hazardous to your health in the workplace?

Debate Situation

Divide the class into groups, and pass out cards with hazard related situations. Have them decide what they would do as the boss, or as the injured party in each given situation.

Clip from Ally McBeal

Week 11: May 2-6

*******Final Projects Due*********Collect at the beginning of class.
Sexual Harassment/Discrimination in the Workplace

Warm Up: 

What is sexual harassment?

With a partner, list as many forms of discrimination in the workplace you can think of that could officially be considered discrimination.

Film Clip: Nine to Five

Articles: Wal-Mart case highlights problem of sexual harassment in workplace, and California Employees are required to provide mandatory sexual harassment training, commencing in 2005

Week 12: May 9-13

Future Business Leaders

Refreshments provided by Whitney

