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Be able to use vocabulary related
to skills and personal qualities.

UNIT 1:

Career Choices

1.1:

Transferable Skills

Be able to use use a range of
phrases for giving advice and
making suggestions.

UNIT 1:

Career Choices

1.2:

Career advice

Be able to build rapport at first
meetings in a simple way and can
use a range of appropriate
questions.

UNIT 1:

Career Choices

1.3:

Building rapport

Be able to use a range of
expressions to start, close and
show interest in simple, face-to-
face conversations on familiar
topics.

UNIT 1:

Career Choices

1.4:

Networking

Be able to write an email
introducing themselves to work
colleagues.

UNIT 1:

Career Choices

1.5:

Emails - Introducing yourself

UNIT 1:

Review

Be able to use vocabulary related
to diff erent sectors and
industries which drive economic
activity.

UNIT 2:

Business Sectors

2.1: Japan's economy

Be able to use the Past Simple
and Past Continuous to talk about
past events.

UNIT 2:

Business Sectors

2.2: The energy industry

Be aware of ways to take turns
and can use a range of
expressions to interrupt and
manage interruptions in a
meeting.

UNIT 2:

Business Sectors

2.3: Dealing with interruptions

10

Be able to use a range of
expressions to leave a clear and
concise voicemail message.

UNIT 2:

Business Sectors

2.4: Voicemail messages

11

Be ablt to write an email
containing action points from a
meeting.

UNIT 2:

Business Sectors

2.5: Emails - Action points

12

UNIT 2:

Review

Be able to write an email




13

containing action points from a
meeting.

UNIT 3: Projects 3.1: Project management

14

Be able to write an email
containing action points from a
meeting.

UNIT 3: Projects 3.2: Large-scale projects

15

Be aware of diff erent ways of
telling people what to do, and can
use a range of phrases for giving
and responding to instructions,
and standing their ground.

UNIT 3: Projects 3.3: Giving instructions

16

Be able to use a range of
expressions to give and receive
updates, and to discuss follow-up
action items.

UNIT 3: Projects 3.4: Meeting - Updates and action

17

Be able to write an internal email
requesting updates on a project.

UNIT 3: Projects 3.5: Email - Requesting an update

18

UNIT 3: Review

19

Be able to use vocabulary related
to global markets.

UNIT 4: Global Markets 4.1: One size fits all

20

Be abel to use past and present
passive forms when speaking and
writing.

UNIT 4: Global Markets 4.2: Online markets

21

Be aware of diff erent approaches
to managing a conversation and
can use a range of expressions to
signal and respond to a change of
topic.

UNIT 4: Global Markets 4.3: Managing conversations

22

Be able to use a range of
expressions to build consensus in
a discussion on a familiar topic.

UNIT 4: Global Markets 4.4: Building consensus

23

Be able to write an order confi
rmation letter.

UNIT 4: Global Markets 4.5: Letter confirming an order

24

UNIT 4: Review

25

Be able to discuss candidates for
a job and choose the best person

Business workshop 1: Global recruitment agency (task preparation)




based on their online profile.

Be able to discuss candidates for
26 ajob and choose the best person
based on their online profile.

Business workshop 1: Global recruitment agency (discussion and
presentation)

Be able to participate in a project
management meeting and make . . .
27 ,g, g o Business workshop 3: The grand opening (task preparation)

a decision on the main priorities

for an event.

Be able to participate in a project
management meeting and make Business workshop 3: The grand opening (discussion and

28
a decision on the main priorities  presentation)
for an event.
29 FINAL EXAM
30 SEMSETER REVIEW
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3 An instructor may provide handouts and/or other resources during lessons.




