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Department General Studies / English Centers | Major Computing
Technology
Course Title Communication Skills Code Eng. 134
Prerequisite ESP II (Eng. 233)
Course Description:

Building on the language skills developed in iz L12]3]4
previous English courses (Eng 101, ESP I & II), this Credit 3
course is intended to provide Computing and IT hr/w
students with opportunities to develop their
communication skills both in daily life and at the Semester 4
workplace. The course focuses on workplace skills,
communicative ability, and life skills.

General Goal:

The general goal of this course is to develop students’ language and communication
skills both at the workplace and in their daily interaction with speakers of English.
Another important goal of the course is to determine students' future communicative
needs (both oral and written) and tailor instruction towards such needs through

authentic activities that simulate real life communication.

Objectives:

Upon completion of this course, students should be able to demonstrate their ability to:
e Understand spoken and written general and employment-related language.

e Communicate in their own words with instructors and co-workers.

e Understand the cultural and civic expectations of their new environment and

workplace.

e Cope with authentic documents they will encounter at work.

Book) By Joan Saslow. Longman.

http:// www.longman.com/workplaceplus

Workplace Plus: Living and Working in English 3. (Student

Textbook:
Workplace Plus: Living and Working in English 3. (Work Book)
By Joan Saslow.
Additional Additional relevant communicative activities to be selected by the
Reading: instructor.

References: English/English/Arabic Dictionary
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SYLLABUS

Instructional Objectives
In each unit students will learn

alE ST and practice the following
language functions and skKills:
Unit 1: Your Life and Work 0 Engage in short conversation
Skills: 0 Get to know someone
e Prepare for job interview 0 Ask for references
e Request a letter of
4 recommendation

e Fill out an application

e Describe skills and abilities
Vocabulary:

e Weather adjectives

e Expressions of surprise

e QOccupations and allied skills

Unit 2: Your Environment 0 Give directions for
Skills transportation
e Request and give directions in a 0 Use maps and building
building directions

e Offer and give assistance

e Give directions to a place
Vocabulary:

¢ Directions in building interiors

e Responses to social invitation
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SYLLABUS
Instructional Objectives
Hrs Contents In each unit students will learn
and practice the following
language functions and skKills:
Unit 3: Your Equipment and 0 Discuss a product warranty
: 0 Complete a proof-of-purchase
Machines card
Skills: 0 Use telephone to call product
. oo
e Report equipment breakdown SETVICE fnes
¢ Troubleshoot a problem
e Discuss product warranty
6 e Use Telephone Product service
lines
Vocabulary:
e Equipment, machine, and
appliances
e Machine maintenance
e Computer malfunction
Unit 4: Your Customers O Request a certain brand
Skills: 0 Ask for service in a gas station
e Explain a discounted item O Explain conditions '
e Discuss a safety recall 0 Write consumer complaint
e Improve quality-control problem letters
4 e Offer services
[ ]

Explain conditions
e Write consumer complaint letters
Vocabulary:
e Phrases to describe good and bad
quality
e Locations in a store
e Product for babies and children
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SYLLABUS

Instructional Objectives
In each unit students will learn

alic Conichis and practice the following
language functions and skKills:
: . 0 Discuss payment
Unit 5: Your Time 0 Calculatg p};y
Skills: 0 Understand importance of
' punctuality
e Understand consequences of O Reschedule events
lateness
e Clarify job expectations
¢ Discuss payment, hours, and
6 overtime pay
¢ Understand importance of
punctuality
e Reschedule events
Vocabulary:
e Payment options
e Wages and hours
e Time expressions
Unit 6: Your Supplies and Resources | 0 Compare prices
Skills: 0 Use unit pricing
0 Use food coupons
e Order supplies by email or online | O Determine the best buy
e Make economical purchasing
4 decisions

e Determine the "best buy"

e Draw conclusions

e C(lassify products
Vocabulary:

e (Containers

e Units of measure

e Abbreviations of quantity
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SYLLABUS

Instructional Objectives
In each unit students will learn

lis COUENE and practice the following
language functions and skKills:
Unit 7: Your Relationships o Offer help
Skills: 0 Understand rules, laws and
e Ask about and understand rules violations
and laws
e Congratulate someone on good
4 news

e Offer help
e Compare and contrast customs and
laws
Vocabulary:
e Expressions of uncertainty
e Conversation starters
e Adjectives of emotion

Unit 8: Your Health and Safety
. O Return an item to the
Skills:
supermarket

e Read directions and warnings 0 Get a prescription
0 Choose and use over-the-

e Follow employer policies counter medications

6 e Apply warnings on medications
e Return an item to the supermarket

Vocabulary:
e Complaints about food

e Medicine label terms

Unit 9: Your Money
6 Skills:
e Read bills 0 Find appropriate person
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Instructional Objectives
In each unit students will learn

aliE eniehls and practice the following
language functions and skKills:
e Write checks for information
¢ Evaluate financial services of 0 Use the yellow pages
banks 0 Read the fine print
e Offer information to customers 0 Understand credit and
Vocabulary: debit cards
e Bank services and accounts
e Good and bad financial news
e Expressions of satisfaction and
dissatisfaction
Unit 10: Your Career
Skills:
e Call for an interview 0 Phone for an interview
e Offer job history and O Praise others
references 0 Accept complaints
e Discuss career goals
e Accept feedback in
6 performance reviews

e Praise others
e Accept compliments
Vocabulary:

e Responses to compliments
e On the job educational
opportunities

Recommendations for Instructors:

recommended.

e Teachers are advised to use additional supplementary materials (as
needed) based on the communication needs of their students.

e Itis also recommended to make use of the students' knowledge of the
subject mater in their major in order to boost their self confidence and
use their technical knowledge to develop communication in class.

e The use of PowerPoint and other teaching aides is highly

Authentic Communicative activities in this book are very important tools to
develop the students' communicative competence. Based on the student’s
field of training, using more relevant authentic communicative activities will
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Hrs

Contents

Instructional Objectives
In each unit students will learn
and practice the following
language functions and skKills:

prove useful.
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