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& HERR BERNE
Can describe work activities and . .
1 UNIT 1: Working day 1.1: Daily tasks
tasks.
2 | Can schedule tasks. UNIT 1: Working day 1.2: A work plan
Can ask and answer questions for .
3 ) UNIT 1: Working day 1.3: A survey
a survey about their workplace.
4 Can ask and answer questions for UNIT 1: Working day 1.4: Work skills: Talking about people and
a survey about their workplace. roles
) ) UNIT 1: Working day 1.5: Business workshop: We want to meet you
5 Can answer questions about jobs.
6 UNIT 1: Review®
7 UNIT 1: Review®
Can talk about deliveries, ord . . L
8 ante a_(,)u eliveries, orders UNIT 2:Doing business 2.1: Orders abd deliveries
and quantities.
Can place a simple order on the . . .
9 ohone UNIT 2: Doing business 2.2: Placing orders on the phone
C it hort il
10 anwr _e ashor ema|. UNIT 2: Doing business 2.3: Email enquiries
responding to an enquiry.
Can make a simple busine:
11 an maxe a simpie business UNIT 2: Doing business 2.4: Work skills: Making agreements
agreement.
Can mal_<e simple email enquiries UNIT 2: Doing business 2.5: Business workshop: Planning a work
12 |and business arrangements on t
the phone and in person. party
13 UNIT 2: Review®
14 UNIT 2: Review®
15 |Can describe changes at work. UNIT 3: Changes 3.1: A company's story
C ite about a ch tth
16 o0 Wi abottachang® atih® | NIT 3: Changes 3.2: New office
workplace.
Can write about a company’s
17 ! ! pany UNIT 3: Changes 3.3: Company performance
performance.
Can talk about h ject
18 ae:ta about now a projec UNIT 3: Changes 3.4: Work skills: How did it go?
W .
Can write an email about thei
19 ! ' ! d UNIT 3: Changes 3.5: Business workshop: Our first year

company.




20 UNIT 3: Review®
21 UNIT 3: Review®
Can write an email about their . .
22 UNIT 4: Travelling for work 4.1: I'm flying to Tokyo tomorrow
company.
Can write a text message to
23 |apologise and explain why they |UNIT 4: Travelling for work 4.2: The 12.05 is delayed
are late.
C it dat il about
24 an write an up ,a © emafl abou UNIT 4: Travelling for work 4.3: An update email
work they are doing now.
Can set up a video call and fi x . . . .
25 UNIT 4: Travelling for work 4.4: Work skills: Setting up a video call
problems.
Can deal with ts fi
26 an .ea ! . arrangements for UNIT 4: Travelling for work 4.5: Business workshop: A business trip
a business trip.
27 UNIT 4: Review®
28 UNIT 4: Review®
29 FINAL EXAM
30 SEMSETER REVIEW
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An instructor may provide handouts and/or other resources during lessons.




