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MODULE 1

1R : 1) Different ways of working; 2) How to job share; 3) A mini-presentation; 4) Job

responsibilities; 5) Life’s all about making connections.6) Business correspondence.
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MODULE 2
F1H A1) Benefits and incentives; 2) Asking questions about jobs; 3) A letter of application;4)
Giving a presentation;5) Memo.
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MODULE 3
IR #5:1) Types of business;2) Reading: we wanna hold your hand; 3) Discussing a schedule; 4)
Leaving messages; 5) Taking notes and messages.
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MODULE 4
IR ;1) Types of advertising; 2) Advertising on the web; 3) Advertising standards; 4) How to
delegate; 5) Delegating; 6) A report.
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MODULE 5
HITRAT: 1) Art at work; 2) A meeting about artwork; 3) Meetings are great; 4) Expressions for
meetings; 5) Minutes of meeting.
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MODULE 7

FI AT : 1) Not sold on sales; 2) The worst job in the world?3) Comparatives and superlatives; 4)
Comparing jobs; 5) How to sell;6) A sales conversation.
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MODULE 8

1R A : 1DTraining;  2)Showing you're Listening; 3) Listening Test:Part Two
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